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AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL
MEMORANDUM

MATERIAL TRANSMITTED:

DATE
March 2, 1994

TRANS. MEMO NO.
25:159

Handbook 25 - Employment and Promotion

Supplement 400, Limited Career Extension Precepts for Senior Foreign
Service Employees, provides the Consolidated Senior Foreign Service
(SFS) Board (C/Board) and IG's Selection Board (for Backstop 08
employees only) with the Precepts they will use to recommend SFS
officers for Limited Career Extensions (LCEs).

FILING INSTRUCTIONS:

1. REMOVE PAGES:
400-1 and 400-2 (TM 25:156)

REPLACEMENT PAGES:
400-1 thru 400-3

2. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 25:159.

3. KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for
this Handbook on the back.

4. File this TM 25:159 in the front of the handbook binder; discard TM sheet
25:158.

- - - - - - - - - - - - - - - - -- - - - - - - - - - - - - - - - -

Address questions about this Handbook to
M/HR/PPM (202) 663-1433

For additional copies of this Transmittal contact M/AS/ISS (202) 736-4746



DATE

8-14-91

3-17-92

7-23-92

12-22-92

6-20-93

3-2-94

CHECKLIST FOR HANDBOOK 25
EMPLOYMENT AND PROMOTION

AUTHOR OFFICE: M/HR/PPM/PP

MATERIAL TRANSMITTED

Supplement 38C of Chapter 38

LOC; TOC pages TC-3 thru TC-6, TC-15 thru TC-18;
Ch. 11; Ch. 12; Ch. 13; Ch. 34; Ch. 35 and Ch. 38

Pages 40-1 thru 40-18, Supplement 40A of Chapter 40

Supplement 40B of Chapter 40

Pages TC-19 and TC-20 and;
Supplements 40C and 40E of Chapter 40

Supplement 400 of Chapter 40

•
TM NO.

25:153

25:155

•25:15fi

25:157

25:158

25:159

•

•

•



AGENCY FOR INTERNATIONAL DEVELOPMENT

(
HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
July 24, 1992

TRANS. MEMO NO. ~

25:156

/

Handbook 25 - Employment and Promotion

Chapter 40, The Foreign Service Employee Evaluation Program, has
been reissued in its entirety. The Table of Contents has been
revised to reflect the change.

NOTE: An electronic version of the EER Form (AID Form 420-4) is
currently being developed and will be available by Fall '92.

SUPERSEDES:

Table of Contents pages TC-19 and TC-20 and Chapter 40 in entirety.
(TMs 25:141, 25:152, and 25:154)

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 25:156.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 25:156 in the front of the handbook
binder; discard TM sheet 25:155.

* * * * * * *

Address questions about this Handbook to HRDM/PPM/PP (202) 663-1443.

For additional copies of this Transmittal contact FA/AS/ISS (703) 875-1641.



Ch. 17; pages 32-1 thru 32-4, Att. A of Ch. 32; 25:136
pgs 42-1 thru 42-3 of Ch. 42; Ch. 43; Ch. 44 &Ch. 46

Chapter 15 25:137

Page 15-1 of Chapter 15 25:138

Pages 33-1 of Ch. 33; pages 45-1 thru 45-8 and 25:140
45A-l thru 45A-4

DATE

5-26-77

8-84

7-3-85

3-19-86

6-10-86

11-26-86

3-9-87

7-27-87

9-23-87

Various

Various

Various

6-6-88

3-31-88

4-19-89

4-19-89

6-8-87

Various

11-1-89

Various

8-14-91

3-17-92

7-23-92

CHECKLIST FOR HANDBOOK 25
EMPLOYMENT AND PROMOTION

AUTHOR OFFICE: FA/HRDM/PPM/PP

MATERIAL TRANSMITTED

Chapter 18

Handbook Index

Chapters 21A

Chapter 16

Chapters 1, 14 and 31

Pages 39-1 thru 39-10 of Ch. 39

Pages 2-1; 23-1; 27-1; and Sup. 36A &36B

Att. 41A to Ch. 41

Attachments 14A and 14B to Chapter 14

Pages 36-5 thru 36-8, 36-13, 36-14, &Att. 36A
of Ch. 36

Chapter 19

Chapter 2

Att. 33A to Ch. 33

Pages 36-1 thru 36-14 of Ch. 36, and Ch. 41

Chapter 22

Pages TC-l, TC-2, TC-7 thru TC-14, TC-21 &TC-22;
Chapter 3; page 20-1 of Ch. 20

Supplement 38C of Chapter 38

LOC; TOC pages TC-3 thru TC-6, TC-15 thru TC-18;
Ch. 11; Ch. 12; Ch. 13; Ch. 34; Ch. 35 and Ch. 38

Pages TC-19 and TC-20; Chapter 40 entirety

TM NO.

25:36

25: 118

25:129

25:131

25:132

25: 135

25:141

25:142

25:143

25: 144

25:147

25: 148

25:149

25:150

25:151

25:152

25:153

25:155

25:156

•

•

•

•

•



AGENCY FOR INTERNATIONAL DEVELOPMENT

HANIlBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
March 17, 1992

TRANS. MEMO NO.
25: 155

/

Handbook 25 - Employment and Promotion

Chapters 11, 12, 13, 34, 35 and 38 have been amended based upon
a ruling by OPM and the GC's office. These amendments establish
the effective date of an appointment. The entire chapters have
been reissued to reflect revised office symbols.

The Table of Contents is revised to reflect the change.

SUPERSEDES:

List of Chapters page LC-l; Table of Contents pages TC-3 thru TC-6, TC-15 thru
TC-18; Chapters 11, 12, 13, 34, 35 and 38 (TMs 25:1, 25:34, 25:43, 25:53,
25:79, 25:86, 25:133, 25:136, 25:141, 25:142, 25:146 25:152, 25:153 and
25:154).

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 25:155.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, whi ch has an up-to-date Checkl"j st for thi s
Handbook on the back. File this TM 25:155 in the front of the handbook
binder; discard TM sheet 25:154.

* * * * * * *

Address questions about Handbook content to FA/HRDM/PPM/PP (202) 663-1438.

Address questions about copies &distribution to FA/AS/ISS (703) 875-1641.



Pages 39-1 thru 39-10 of Ch. 39 25:135

Ch. 17; pages 32-1 thru 32-4, Att. A of Ch. 32; 25:136
pgs 42-1 thru 42-3 of Ch. 42; Ch. 43; Ch. 44 &Ch. 46

DATE

5-26-77

8-84

7-3-85

3-19-86

6-10-86

11-26-86

3-9-87

7-27-87

9-23-87

Various

Various

Various

6-6-88

3-31-88

4-19-89

4-19-89

6-8-87

Various

11-1-89

Various

8-14-91

12-10-91

3-17-92

CHECKLIST FOR HANDBOOK 25
EMPLOYMENT AND PROMOTION

AUTHOR OFFICE: FA/HRDM/PPM/PP

MATERIAL TRANSMITTED

Chapter 18

Handbook Index

Chapters 21A

Chapter 16

Chapters 1, 14 and 31

Chapter 15

Page 15-1 of Chapter 15

Pages 33-1 of Ch. 33; pages 45-1 thru 45-8 and
45A-l thru 45A-4

Pages 2-1; 23-1; 27-1; Sup. 36A &36B, and Ch. 40

Att. 41A to Ch. 41

Attachments 14A and 14B to Chapter 14

Pages 36-5 thru 36-8, 36-13, 36-14, &Att. 36A
of Ch. 36

Chapter 19

Chapter 2

Att. 33A to Ch. 33

Pages 36-1 thru 36-14 of Ch. 36, and Ch. 41

Chapter 22

Chapter 3; page 20-1 of Ch. 20

Supplement 38C of Chapter 38

Pages 40-11 &40-12 of Ch. 40

LOC; TOC pages TC-3 thru TC-6, TC-15 thru TC-18;
Ch. 11; Ch. 12; Ch. 13; Ch. 34; Ch. 35 and Ch. 38

TM NO.

25:36

25:118

25:129

25:131

25:132

25:137

25: 138

25:140

25: 141

25:142

25: 143

25:144

25:147

25:148

25: 149

25:150

25:151

25:152

25: 153

25:154

25:155
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AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
August 14, 1991

TRANS." MEMO NO.
25:153

/

Handbook 25 - Employment and Promotion

Supplement 38C has been added to Chapter 38.

SUPERSEDES:

None.

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside 1M 25:153. .

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 25:153 in the front of the handbook
binder; discard TM sheet 25:152.

* * * * * * *

Address questions about this Handbook to HRDM/PPOM/PP (202) 663-1435.

For additional copies of this Transmittal contact MS/AS/ISS.



DATE

4-25-77

5-26-77

8-12-77

7-10-78

3-12-80

8-84

7-3-85

3-19-86

6-10-86

6-16-86

11-26-86

3-9-87

7-27-87

9-23-87

Various·

Various

Various

6-6-88

CHECKLIST FOR HANDBOOK 25
.. EMP~OYMENT AND PROMOTION

AUTHOR OFFICE: M/PM/PDE/PP

MATERIAL TRANSMITTED

Pages 13-7 of Ch. 13;

Chapter 18

Attachment 11A

Pages 11-1 and 11-2 of
Chapter 11

Pages 11-5 and 11-6 of
Chapter 11

Handbook Index

Chapters21A

Chapter 16

Chapters 1, 14 and 31

Pages 11-3, 11-4, 11-4a
and Supplement 11C
of Chapter 11

Pages 39-1 thru 39-10
of Ch. 39

Ch. 17; pages 32-1
thru 32-4, Att. A of Ch. 32;
pages 34-1 thru 34-9,
Sup. 34A thru Sup. 34C of
Ch. 34; Supp. 38A to Ch. 38
pages 42-1 thru 42-3
of Ch. 42; Ch. 43; Ch. 44
and Ch. 46

Chapter 15

Page 15-1 of Chapter 15

Pages 33-1 of Ch. 33;
pages 45-1 thru 45-8 and
45A-1 thru 45A-4

Pages 2-1; 23-1; 27-1;
Ch. 36 and 37 including all
attachments; Pages 38-i and
38A-i; and Ch. 40

Ch. 38 &Sup. 38B; and Att.
41A to Ch. 41

Attachments 14A and 14B to
Chapter 14

TM NO.

25:34

25:36

25:43

25:53

25:79

25: 118

25:129

25: 131

25: 132

25: 133

25: 135

25: 136

25:137

25: 138

25:140

25:141

25: 142

25: 143
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DATE MATERIAL TRANSMITTED TM NO.

3-31-88 Pages 36-5 thru 36-8, 36-13, 25:144
36-14, and Att. 36A of
Ch. 36

5-10-88 Pages 38-13 and 38-14 25:145
of Chapter 38

Various Ch. 35 in its entirety 25:146

4-19-89 Ch. 19 25:147

4-19-89 Ch. 2 25: 148

6-8-87 Att. 33A to Ch. 33 25: 149

/ Various Pages 36-1 thru 36-14 of Ch. 25:150(
\ 36, and Ch. 41\.

11-1-89 Chapter 22 25:151

Various LOC; TOC; Ch. 3; page 20-1 25:152
of Ch. 20

8-14-91 Supplement 38C of Chapter 38 25:153

/

\.
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TM 25:141

r~arch 31, 1988

TO ALL HANDBOOK 25 USERS

Effective April 6, 1988 (Reference A. LD. General Notice dated April 6, 1988,

on the Reorganization of A.I.D.ls Management Functions), the Administrator

rede1egated all personnel authorities and responsibilities to the Assistant to

the ·Administrator for Personnel and Financial Management (AA/PFM).

Where references to the Assistant to the Administrator for Management (AA/M)

in this handbook pertain to personnel matters, the reader should substitute

lithe Assi stant to the Admi ni strator for Personnel and Financial Management

(AA/PFM). II
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Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 25 25:155 March 12, 1992 LC-l

LIST OF CHAPTERS

Ch. 1 RECRUITMENT - CIVIL SERVICE PERSONNEL
Ch. 2 PART-TIME CAREER AND INTERMITTENT EMPLOYMENT - CIVIL SERVICE
Ch. 3 DETAILS - CIVIL SERVICE
Ch. 4-10 (RESERVED)
Ch. 11 CIVIL SERVICE APPOINTMENTS AND EMPLOYMENT
Ch. 12 ADMINISTRATIVELY DETERMINED PERSONNEL *
Ch. 13 EXECUTIVE PERSONNEL AID/WASHINGTON
Ch. 14 CONSULTANTS AND EXPERTS
Ch. 15 PERFORMANCE MANAGEMENT SYSTEMS
Ch. 16 THE MERIT PROMOTION PROGRAM
Ch. 17 (RESERVED)
Ch. 18 ADMINISTRATION OF PERSONNEL COMPLEMENTS
Ch. 19 DETAILS - FOREIGN SERVICE
Ch. 20 DETAILS - CIVIL SERVICE
Ch. 21A DETAILS AND TRANSFERS TO INTERNATIONAL ORGANIZATIONS - CIVIL SERVICE
Ch. 22 TEMPORARY ASSIGNMENTS UNDER THE INTERGOVERNMENTAL PERSONNEL ACT
Ch. 23-30 (RESERVED)
Ch. 31 RECRUITMENT - FOREIGN SERVICE PERSONNEL
Ch. 32 REEMPLOYMENT RIGHTS - AID FOREIGN SERVICE
Ch. 33 MARRIAGE, EQUIVALENT BONDS AND COHABITATION
Ch. 34 RESIDENT HIRE APPOINTMENTS AND EMPLOYMENT
Ch. 35 FOREIGN SERVICE APPOINTMENTS
Ch. 36 FOREIGN SERVICE ASSIGNMENTS AND TOURS OF DUTY
Ch. 37 TIME IN CLASS LIMITATIONS (Classes FS-Ol and Below)
Ch. 38 SENIOR FOREIGN SERVICE
Ch. 39 EXECUTIVE LEVEL ASSIGNMENTS - AID FOREIGN SERVICE
Ch. 40 THE FOREIGN SERVICE EMPLOYEE EVALUATION PROGRAM
Ch. 41 COMMISSIONS TITLES AND RANK
Ch. 42 CONSULTATION
Ch. 43 (RESERVED)
Ch. 44 DETAILS AND TRANSFERS TO INTERNATIONAL ORGANIZATIONS - FOREIGN

SERVICE
Ch. 45 FOREIGN SERVICE ASSIGNMENTS - SPECIAL PROGRAMS
Ch. 46 CAREER DEVELOPMENT PROGRAM

*REVISED



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 25 25:152 Anril 19~ 1989 TC-l

HANDBOOK 25

EMPLOYMENT AND PROMOTION

TABLE OF CONTENTS

Chapter 1 - RECRUITMENT - CIVIL SERVICE PERSONNEL

lA. Purpose. . . . . . . . . . . . . . . .. . . . . . . . . . . . . . . . . . . . . . .. . . . . . . . . 1-1
lB. Pol"icies... 1-1
lC. Authorities............................................ 1-1
10. Responsibilities......... 1-1

1. Civil Service Personnel Division~ M/PM/CSP 1-1
2. Bureaus and Offices 1-2

IE. Selective Service Registration 1-2
IF. Citizenship Requirements 1-2
IG. Age Requi rements 1-2
lH. Procedures............................................. 1-3

Attachment lA Pre-Appointment Certification Statement For
Selective Service Registration

Chapter 2 - PART-TIME CAREER AND INTERMITTENT EMPLOYMENT - CIVIL SERVICE

lA. Purpose 2-1
2B. Applicability........................................... 2-1
2C. Authorities and References 2-1
2D. Definitions............................................. 2-1
2E. Pol icies 2-2
2F. Responsibilities......... 2-2

1. Civil Service Personnel Division (PFM/PM/CSP) 2-2
2. Personnel Systems and Program Evaluation Staff

(PFM/PM/PSPE) 2-2
3. Execut i ve Management Staffs (EMS) 2-3
4. Supervisors 2-3

2G. Part-time Career Employment 2-3
1. Workweek. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2-3
2. Pay................................................ 2-4
3. Tenure. . . . . . . . . . . . . . . . . . . . . . . . .. . . . . . . . . . . . . . . . . . . . 2-4
4. Service Credit 2-5
5. Promot ion 2-5
6. Leave.............................................. 2-5
7. Life and Health Insurance Coverage 2-6



Page No. Effective Date Trans. Merna. No.
TC-2 June 22, 1990 25:152 AID HANDBOOK 25

•
Chapter 2 - PART-TIME CAREER AND INTERMITTENT EMPLOYMENT - CIVIL SERVICE

(Cant. )

8. Retirement Benefits 2-6
9. Training 2-7
10. Adverse Actions/Grievances 2-7
11. Converting from Part-time to Full-time Duty....... 2-7
12. Converting from Full-time to Part-time Duty....... 2-7

2H. Intermittent Employment................................ 2-8 •
1. Service Credit..... 2-8
2. Reassignment, Detail or Promotion 2-8
3. Annual and Sick Leave 2-9
4. Life and Health Insurance Coverage 2-9
5. Retirement Benefits 2-9
6. Ho1iday Pay 2-9
7. Changing from Intermittent to Part-time Status 2-9

JI. • Chapters 3 - DETAILS - CIVIL SERVICE

3A.
3B.
3C.
3D.

3E.
3F.

3G.

3H.

Purpose .
Appl icabil ity .
Authorities and References .
Definitions .
1. Days or years .
2. Det ail .
3. Emergency detail .
4. Other details .
Pol icies .
Respon sibi1it ies .
1. Civil Service Personnel Division (PM/CSP) .
2. Accounting Division (FM/A) ..
3. Administrative Office/Executive Management

Staff (EMS) .
4. AID Borrowi ng Un it. .
5. Other Federal Agency .
6. Employee .
Purpose of Detail s .
1. Within AID .
2. To Other Federal Agencies .
Procedures .
1. Details within AID ..
2. Details to Other Federal Agencies .
3. Details to AID from Other Federal Agencies .

3-1
3-1
3-1
3-1
3-1
3-1
3 -1
3-2
3-2
3-3
3-3
3-3

3-4
3-4
3-4
3-4
3-5
3-5
3-5
3-5
3-5
3-5
3-6

•

•

•
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Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 25 25:155 March 12, 1992 TC-3

Chapters 3 - DETAILS - CIVIL SERVICE (Continued)

31. Funding and Reimbursement........ 3-6
1. Details Within AID
2. Details from AID to Other Federal Agencies......... 3-7
3. Details to the White House......................... 3-8
4. Details to Congressional Committees................ 3-8

3J. Time Limitations.... 3-8
3K. Documentation. . . . . . . . . . . .. . . . . . . . . . .. . . . . . . . . . . . . . . . . . . . 3-8
3L. Time and Attendance Records............................. 3-9
3M. Performance Evaluation.................................. 3-9

Attachment 3A - Letter of Agreement Between the u.S. Agency
for International Development and _

Chapter 4 through 10 - RESERVED

Chapter 11 - CIVIL SERVICE APPOINTMENTS AND EMPLOYMENT

lIA.
lIB.
lIC.

* lID.

lIE.

Purpose .
Po1icy .
Types of Appoi ntments .
1. Career and Career-Conditional Service .
2. Excepted Servi ce .
Responsibilities .
1. Bureaus and Offices .
2. Office of Human Resources Development and

Management (HRDM) .
Criteria for Appointment .
1. Qualification ReqUirements for Candidates .
2• Age .
3. Citizenship .
4. Security Clearance .
5. Physical Standards .
6. Members of Family .
7. Restriction on the Employment of Relatives ..•.....
8. Probationary and Trial Periods .

11-1
11-1
11-1
11-1
11-3
11-3
11-3

11-4
11-4
11-4
11-4
11-4
11-5
11-5
11-5
11-5
11-6

*

Attachment llA Schedule B Authority
Supplement llA Methods of Filling AID/Washington Vacancies
Supplement lIB Procedures Governing Probationary Periods for

Newly Appointed Managers and Supervisors

'* REVISED



Page No. Effective Date Trans. Memo. No.
TC-4 April 19, 1989 25: 155 AID HANDBOOK 25

Chapter 12 - ADMINISTRATIVELY DETERMINED PERSONNEL
•

12A. Purpose .
12B. Definition .
12C. Policy .
12D. Procedures and Responsibilities .

1. Bureau or Offi ce .
2. Office of Human Resources Development and

Management .
12E. Position, Grade and Rate of Pay .
12F. Position Management .
12G. Performance Eva1uat ion .
12H. Separation of an Admdinistrative Determined (AD)

Emp1oyee .••...•..•.....•........•..•.•...•...........
121. Reinstatement Rights .

1. Statutory Ri ght .
2. Employee's Application for Reinstatement .
3. Action when Employee is Determined Ineligible

for Reinstatement .
12J. Related References .

Chapter 13 - EXECUTIVE PERSONNEL AID/WASHINGTON

13A. Purpose .
13B. Coverage .
13C. General Policy .
13D. Recruitment .
13E. Initial Appointment .

1. Statutory Offi cers .
2. Senior Executive Service (SES) .
3. AD Seni or Level (SL) .

13F. Employment Status .
1. Statutory Offi cers .
2. Senior Executive Service .
3. AD Senior Level .

13G. Areas of Respons i bi 1Hy .
1. The Administrator " .
2. The Deputy Administrator .
3. The Assistant Administrators of Bureaus or Offices.
4. The Director, Office of Human Resources Development

and Management (FA/HRDM) .
5. Executive Management Division, FA/HRDM/EM .

13H. Compensation .
1. Statutory Offi cers .

12-1
12-1
12-1
12-1
12-1

12-1
12-2 •12-2
12-2

12-2
12-3
12-3
12-3

12-3
12-4

•13-1
13-1
13-1
13-1
13-2
13-2
13-2
13-2
13-3
13-3
13-3 '.13-3
13-4
13-4
13-4
13-4

13-4
13-4
13-5
13-5

•



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 25 25:155 April 19, 1989 TC-5

Chapter 13 - EXECUTIVE PERSONNEL AID/WASHINGTON (Continued)

2. SES............................................... 13-6
3. AD Senior Level................................... 13-6

131. Leave (Annual, Sick, and Leave of Absence) 13-6
1. General........................................... 13-6
2. Approving Authorities 13-6

13J. Performance Rating..................................... 13-6
1. Statutory Officers................................ 13-6
2. SES and AD Senior Level ~............ 13-7

13K. Within-Grade Increases 13-7
13L. SES and AD Senior Level Promotions 13-7

Attachment 13A Conditions of Appointment for Administratively
Determined Executive Personnel Appointed Under
Section 625(b), FAA

Chapter 14 - CONSULTANTS AND EXPERTS

14A. Purpose. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. . . . . . . . . . . . . 14-1
14B. Authorities and References 14-1
14C. Policies..... 14-1
14D. Definitions 14-2
14E. Responsibilities.......................... 14-3

1. Office of Personnel Management (M/PM) 14-3
2. Assistant Administrators and Heads of Offices

(or their Deputies) 14-3
3. Overseas Consultants 14-4
4. AID/Washington Consultants (AID/W Offices and

Bureaus)......................................... 14-4
5. Office of Financial Management (M/FM) 14-5
6. Office of the General Counsel (GC) 14-5
7. Inspector General, Office of Security (IG/SEC) 14-5

14F. Procedures 14-6
14G. Time Limitations on Appointments 14-6
14H. Conditions of Employment 14-7

1. Medical Clearance 14-7
2. Hours of Duty ~ . . . . . . . . . . . . . . . 14-7
3. Conflicts of Interest and Political Activity...... 14-7
4. Performance of Work Away from AID Facilities 14-8



Page No. Effective Date Trans. Memo. No.
TC-G April 19, 1989 25:155 AID HANDBOOK 25

Chapter 14 - CONSULTANTS AND EXPERTS (Continued)
•

141. Compensation .
1. Rateof Pay .
2. Pay Limitations and Dual Compensation .
3. Overtime Pay .
4. Post Differential and Danger Pay .
5. Hol iday Pay .
G. Waiver of Compensation .
7. Compensation for Occupational Illness ·or Injury .

14J. Employee Benefits .
1. Leave .
2. Life Insurance and Health Benefits .

14K. Travel and Transportation .

. Chapter 15 - PERFORMANCE MANAGEMENT SYSTEMS

Attachment 15A PERFORMANCE MANAGEMENT SYSTEMS - A Guidebook

Introduction

14-8
14-8
14-9
14-9
14-10
14-10
14-10
14-10
14-11
14-11
14-11
14-11

•

Part 1. Performance Management and Recognition System (PMRS)
and Performance Management System (PMS)

Chapter 1.
Chapter 2.
Chapter 3.

Chapter 4.

Overview
Performance Plans
Progress Reviews/Summary Ratings/
of Record
Relationship to Other Personnel Actions
Career Ladder Promotions
Merit Promotion
Training
Reassignments
Actions as a Result of Unacceptable
Performance
Appeal to the Merit System Protection Board
Reconsideration Process (PMRS); Grievance

Process (GS)
Reduction-in-Force

•1
10

15

20
20
20
20

20 ••21

21
22
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Chapter 15 - PERFORMANCE MANAGEMENT SYSTEMS (Continued)

Chapter 5.

Exhibit A.
Exhibit B.
Exhibit C.

Chapter 6.
Chapter 7.
Chapter 8.

Performance Pay
Salary Increases for PMRS Employees
Pay Upon Acquiring PMRS Status
Pay Upon Loss of PMRS Status
Pay Upon Downgrade From Temporary

Promotion to Permanent Grade in PMRS
Salary Increases for PMS Employees
Promotions Within or Out of PMRS on
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VOL. 3 - PERSONNEL FAMC No. 85-1
USIA No. 63D & 57F
Date: February 8, 1985

UNIFORM FOREIGN AFFAIRS ISSUANCE
(State, AID, USIA, Commerce, and Agriculture)

VALIDITY OF FAMC NO. 11, flAPPOINTMENT AUTHORITIES AND PROCESSES,"
EXTENDED

1. Purpose

This circular extends to February 13, 1986, the validity of FAMC
No. 11 (USICA Circ. 80D and 77F), "Appointment Authorities and
Processes," dated February 13, 1981.

2. Background

Until a few remaining appointment regulations of the foreign
affairs agencies are revised to reflect the appointing authorities

/ contained in the Foreign Service Act of 1980, it is necessary to
continue the validity of FAMC No. 11 (USICA Circ. 80D and 77F).

3. Special Instructions

a. Cross-reference this circular to FAMC No. 11 (USICA Circ. 80D
and 77F), dated February 13, 1981, and to the regulations referred
to in paragraph 14 of that circular.

b. For Commerce, cross-reference this circular to DAO 202-900.

c. Cancel FAMC No. 84-4 (USICA Circ 34D & 32F), "Validity of FAMC
No. 11, 'Appointment Authorities and Processes,' Extended," dated
February 10, 1984.

4. Expiration

FAMC No. 11 (USICA Circ. 80D and 77F), dated February 13, 1981, and
this circular expire on February 13, 1986, unless they are
canceled, codified, or further extended before that date.

(PER/MGT)

/
(NOTE.--Number of last circular issued: FAMC No.84-15 .)
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FAMC No. 11
USICA Cire. 800 and 77F
Date: February 13, 1981

UNIFORM STATE/AID/USICA/USDA/DOC ISSUANCE

APPOINTMENT AUTHORITIES AND PROCESSES

1. Purpose

This circular provides the regulatory basis for appointing new em
ployees under the Foreign Service Act of 1980 (hereafter referred to
as the Act), effective February 15, 1981.

2. Definition

As used in this circular, "Secretary" means the Secretary of State
except that, with reference to the exercise of functions under the
Act with respect to any agency authorized by law to utilize the
Foreign Service personnel system, such term means the head of that
agency (section 102(a) (10) of the Act), or designee.

3. General Provisions

a. Only citizens of the United States may be appointed to the Foreign
Service (hereafter referred to as the Service), other than for service
abroad as a consular agent or as a Foreign Service national employee
(section 301(a) of the Act).

b. The Secretary (see definition in paragraph 2) shall prescribe, as
appropriate, written, oral, physical, foreign language, and other
examinations for appointment to the Service (other than as a chief
of mission or ambassador at large) (section 301(b) of the Act).

c. References in this circular to "Foreign Service officers" shall,
with respect to the International Communication Agency, be deemed to
refer to Foreign Service information officers.

d. The fact that an applicant for appointment as a Foreign Service
officer candidate is a veteran or disabled veteran shall be considered
an affirmative factor in making such appointments. As used in this
paragraph, the term "veteran or disabled veteran" means an individual
who is a preference eligible under subparagraph (A), (B), or (CJ of
section 2108(3) of title 5, United States Code (section 301(c) of the
Act) •
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e. Members of the Service serving under career appointments are
career members of the Service. Members of the Service serving under
limited appointments are either career candidates or non-career
members of the Service. Chiefs of mission, ambassadors at large, and
ministers serve at the pleasure of the President. An appointment as
a Foreign Service officer is a career appointment (section 301(d) of
the Act).

4. Appointments by the President

•

a. The President may, by and with the advice and consent of the Senate, •
appoint an individual as a chief of mission, as an ambassador at large,
as a minister, as a ca~eer member of the Senior Foreign Service, or as
a Foreign Service officer (section 302(a)(1) of the Act).

b. The President may, by and with the advice and consent of the Senate,
confer the personal rank of ca~eer ambassador upon a career member of
the Senior Foreign Service in recognition of especially distinguished
service over a sustained period (section 302(a)(2)(A} of the Act).

c. The President, subject to section 302(a)(2}(B)(ii) of the Act,
may confer the personal rank of ambassador or minister on an individ
ual in connection with a special mission for the President of a tem-
porary nature not exceeding 6 months in duration (section 302(a) (2) (B) (i) •
of the Act}.

c. If a member of the Service is appointed to any position in the
executive branch by the President, by and with the advice and consent
of the Senate, or by the President alone, the period of service in
that position by the member shall be regarded as an assignment under
chapter 5 of the Act and the member shall not, by virtue of the
acceptance of such assignment, lose personal status as a member of
the Service. A member of the Senior Foreign Service who accepts such
an assignment may elect to continue to receive the salary of the
member's salary class, to remain eligible for performance pay under
chapter 4 of the Act, and to receive the leave to which such member •
is entitled under subchapter I of chapter 63 of title 5, United
States Code, as a member of the Senior Foreign Service, in lieu of
receiving the salary and leave (if any) of the position to which the
member is appointed by the President (section 302(b) of the Act).

5. Appointments by the Secretary

a. The Secretary may appoint the members of the Service (other than the
members who are in the personnel categories specified in paragraph 4)
in accordance with the Act and such regulations as the Secretary may
prescribe (section 303 of the Act).

b. For the Department of State, the Secretary of State, by Delegation
of Authority No. 146, dated January 29, 1981 (Public Notice 741, 46 FR •
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11647), delegated certain personnel authorities, including those for
appointments, to the Director General of the Foreign Service and
Director of Personnel.

c. For the Agency for International Development (AID), the Adminis
trator, by Delegation of Authority No. 27, as amended September 25,
1980, has delegated various personnel authorities, including those
for appointments, to the Director, Office of Personnel Management.

d. For the International Communication Agency (USICA), the Director,
Office of Personnel Services, MGT/P, has been delegated certain
personnel authorities, including those for appointments, by the
Director of USICA.

e. For the Department of Agriculture (USDA), the Administrator of
the Foreign Agricultural Service (FAS) has been delegated certain
personnel authorities, including those for appointments, by the
Secretary of Agriculture.

f. For the Department of Commerce (DOC), the Secretary of Commerce,
by Department Organization Order 10-3, dated January 3, 1980, delegated
Foreign Service personnel authorities to the Under Secretary for Inter
national Trade, effective April 1, 1980.

6. Appointment to the Senior Foreign Service

(An appropriate Uniform Foreign Affairs Manual Circular will be issued
shortly. )

7. Career Appointments

a. Before receiving a career appointment in the Service, an individ
ual shall first serve under a limited appointment as a career candi
date for a trial period of service prescribed by the Secretary.
During such trial period of service, the Secretary shall decide
whether:

(1) To offer a career appointment to the candidate under section
30~ of the Act;

(2) To recommend to the President that the candidate be given a
career appointment under section 302 of the Act; or

(3) To terminate the limited appointment upon bOnrd recommenda
tion.

b. Decisions by the Secretary under paragraph 7a shall be based
upon the recommendations of boards, established by the Secretary
and composed entirely or primarily of career members of the
Service, which shall evaluate the fitness and aptitude of career
candidates for the work of the Service (section 306 of the Act).
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8. Entry Level for Foreign Service Officer Career Candidates

a. A career candidate for appointment as a Foreign Service officer
may not be i~itiallyassigned under section 404 of the Act to a
salary class higher than class 4 in the Foreign Service Schedule
unless:

(1) The Secretary determines in an individual case that assign
ment to a higher salary class is warranted because of the qualifi
cations (including foreign language competence) and experience of
the candidate and the needs of the Service; or

(2) At the time such initial assignment is made, the candidate
is serving under a career appointment in the Service and is re
ceiving a salary at a rate equal to or higher than the minimum
rate payable for class 4 in the Foreign Service Schedule (sec
tion 307 of the Act).

9. Recall and Reemployment of Career Members

a. Whenever the Secretary determines that the needs of the Ser
vice so require, the Secretary may recall any retired career mem
ber of the Service for active duty in the same personnel category
as that member was serving at the time of retirement. A retired
career member may be recalled under this paragraph to any appro
priate salary class or rate, except that a retired career member
of the SFS may not be recalled to a salary class higher than the
one in which the member was serving at the time of retirement
unless appointed to such higher class by the President, by
and with the advice and consent of the Senate.

b. Former career members of the Service may be reappointed under
section 302(a)(1) or 303 of the Act, without regard to section
306, in a salary class which is appropriate in light of the
qualifications and experience of the individual being reappointed
(section 308 of the Act).

10. Limited Appointments

•

•

•

•
a. A limited appointment in the Service, including an appointment
an individual who is an employee of an agency, may not exceed 5
years in duration and, except as provided in section 31l(a) of the
Act, may not be extended or renewed. A limited appointment in the
Service which is limited by its terms to a period of 1 year or
less is a temporary appointment (section 309 of the Act).

b. For State, the following time limitations initially will govern
appointments under section 309 of the Act:

of

•
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(1) For FSO junior career candidates, not to exceed 4 years; for
FSO mid-level career candidates, not to exceed 5 years.

(2) For individuals appointed to occupational categories predom
inately filled previously by FSR's, not to exceed 3 years;

(3) For individuals appointed to occupational catego,ies predom
inately filled previously by FSS's, not to exceed 30 months.

c. For AID, not to exceed 5 years (see Handbook 25, Chapter 5,
as revised February 1981).

d. For USICA, see MOA V-B 310.

e. For USDA, not to exceed 5 years.

f. For DOC, not to exceed 5 years.

11. Reemployment Rights Following Limited Appointment

Any employee of an agency who accepts a limited appointment in
the Service with the consent of the head of the agency in which
the employee is employed shall be entitled, upon the termination
of such limited appointment, to be reemployed in accordance with
section 3597 of title 5, United States Code (section 310 of the Act).

12. Employment of Family Members of Government Employees

a. The Secretary may, when employing individuals abroad in posi
tions to which career members of the Service are not customarily
assigned (including, when continuity over a long term is not a signi
ficant consideration, vacant positions normally filled by Foreign
Service national employees), shall give equal consideration to em
ploying available qualified family members of members of the Service
or of other Government employees assigned abroad. Family members so
employed shall serve under renewable limited appointments in the
Service and may be paid either in accordance with the Foreign Service
Schedule or a local compensation plan established under section 408
of the Act.

b. Employment of family members in accordance with this paragraph
may not be used to avoid fulfilling the need for full-time career
positions (section 311 of the Act).

13. Governing Regulations

Until changed by the issuance of new or revised regulations, the
following existing regulations prevail, unless 1n conflict with the
Foreign Service Act of 1980:
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a. For State:

(1) Appointment of Chiefs of Mission - 3 FAM 122.1.

(2) Appointment to the Senior Foreign Service - (an appropriate
Uniform State/AID/USICA/USDA/DOC FAMC will be issued shortly).

(3) Appointment of Foreign Service Officer Career Candidates 
3 FAM 122.2-1 and 122.2-2.

(4) Appointment of Mid-Level Foreign Service Officer Career
Candidates - 3 FAM 122.2-3 and 2-4.

(5) Other Foreign Service Personnel Career Candidates - 3 FAM 122.3
and 3 FAM 122.4, as appropriate.

(6) Resident'Personnel Limited Appointments - 3 FAM 122.5.

(7) Temporary Resident (PIT) Appointments - 3 FAM 122.7.

(8) Recall and Reappointment - 3 FAM 125.

(9) Family Members of Government Employees - FAMC No. 793, dated
May 3, 1979.

b. For AID:

Handbook 25, Chapter 5, "Appointments, Foreign Service," as revised
February 1981.

c. For USICA:

For Senior Foreign Service, see paragraph 6. For all other categories,
see MOA V-B 300. For PIT appointments, see USICA Circular dated
August 19, 1980.

d. For USDA:

See title 1, Foreign Agricultural Service Regulations.

e. For DOC:

To be supplied.

14. Special Instructions

a. For State, cross-reference this circular to 3 FAM sections 122.1,
122.2-1, 122.2-2, 122.2-3, 122.2-4, 122.3, 122.5, 122.7, and 125; to
FAMC No.9, paragraph 6, dated February 13, 1981; and to FAMC No. ~
793, dated May 3, 1979.

•

•

•

•

•
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b. For AID, cross-reference this circular to Handbook 25, immediately
before Chapter 5.

c. For USICA, cross-reference this circular to MOA V-B 300.

d. For USDA, cross-reference this circular to title 1, FAS Regulations.

e. For DOC, to be supplied.

15. Expiration

This circular expires on February 12, 1982, unless it is canceled,
codified, or fur~her extended before that date.

(PER/MGT)

/ (NOTE.--Number of last circular issued: FAMC No. 10.)
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CHAPTER 1

RECRUITMENT - CIVIL SERVICE PERSONNEL

1A. Purpose

This chapter provides the policies and regulations which govern the
recruitment of applicants for competitive service positions in AID.

lB. Pol icies

1. AID fills ~ositions with the best qualified applicants available,
either from within the Agency or through planned recruitment activity.

2. Applicants are considered without regard to race, color, national
origin, creed or religion, marital status, sex, age, physical or mental
handicap, or political affiliation, and in compliance with equal
employment opportunity laws, regulations, and procedures.

1C. Authorities and References

1. 5 U.S.C. Chapter 33
2. 5 CFR, Part 330
3. Equal Employment Opportunity Act of 1972 (P.L. 92-261)
4. Age Discrimination in Employment Act of 1967 (as amended by

P. L. 92-256)
5. Sect. 1622, Defense Authorization Act of 1986
6. Federal Personnel Manual (FPM), Ch. 300, Employment
7. Rehabilitation Act of 1973 (as amended by P.L. 95-602)

10. Responsibilities

1. Civil Service Personnel Division, M/PM/CSP

a. Projects external recruitment necessary for staffing competitive
service positions. Collects and analyzes data and pertinent statistics
for Agency recruitment purposes.

b. Develops internal and external recruitment plans in accordance
with Agency requirements.

c. Receives and controls all applications, including referrals from
AID offices and other sources.
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d. Reviews applications to determine skills, knowledge, abilities of
applicants to be referred to Bureaus and Offices.

e. As appropriate, requests certification of eligibles from the
Office of Personnel Management through the applicable OPM register.

2. Bureaus and Offices

a. Keep M/PM/CSP informed regarding recruitment needs.

b. Forward any applications received to M/PM/CSP for action.

1E. Selective Service Registration

1. Applicants born after December 31, 1959 who are or were required to
register under Section 3 of the Military Selective Service Act, are pro
hibited from appointment to a Federal position if the applicant knowingly
or willingly failed to register with the Selective Service System.

2. To be eligible for appointment, applicants must be registered before
their 26th birthday.

3. A Pre-Appointment Certification Statement for Selective Service Regis- •
tration (see Att. 1A) must be completed by covered applicants who have
not been employed previously in a Federal position. Certifications are
permanent employment records and are rna i nta i ned in the Offi ci a1 Personnel
File (see Supp. 1A to HB 32, Ch. 1, Official Personnel Files and Records).

1F. Citizenship Requirements

Candidates for competitive service positions must be United States
citizens at the time of their appointment to AID.

1G. Age Requirements for Appointments

1. The minimum age for competitive service appointments is 18, except as
provided below, when no minimum age is listed in the qualification
standard.

a. The minimum age is 16 for nonhigh school graduates who have
completed formal training programs designed to prepare them for gainful
employment and who have been out of school at least three months beyond
summer vacation, and for whom school authorities have agreed in writing
to permit/their employment.

•

•
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b. The minimum age is 16 for employment of secondary school students
during vacation.

c. The minimum age for part-time employment for secondary school
students durin~ the school year is 16 provided school authorities agree
to the student s work schedule and certify that the student is capable of
maintaining good academic standing; and that the student continues
his/her schooling on a satisfactory basis.

d. High school graduates under the age of 18 may be employed.

2. There is no maximum age requirement for positions in the competitive
service.

lH. Procedures

Applicants are processed, and selections made, in accordance with the
procedures outlined in HB 25, Ch. 16, The Merit Promotion Program.
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Important Notice

Privacy Act
Statement

Criminal Penalty
Statement

Review

Attachment lA to
HB 25, Ch. 1

PRE-APPOINTMENT CERTIFICATION STATEMENT FOR
SELECTIVE SERVICE REGISTRATION

If you are a male born after December 31, 1959, and you
want to be employed by the Federal Government, you must
(subject to certain exemptions) be registered with the
Selective Service System.

We need information on your registration with the
Selective Service System to see whether you are
affected by the laws we must follow in deciding who may
be employed by the Federal Government.

A false statement by you may be grounds for not hiring
you, or for firing you after you begin work. Also, you
may be punished by fine or imprisonment (U.S. Code,
Title 18, Section 1001).

If your employing agency has informed you that you
cannot be appointed to a position in an executive agency
because of your failure to register, and you wish to
establish that your non-compliance with the law was
neither knowing or willful, you may write to:

U.S. Office of Personnel Management
NACI Center
IOD-SAB
Boyers, Pennsylvania 16018

/ CERTIFICATION OF REGISTRATION STATUS

[ ] I certify that I am registered with th~ Selective Service System.

[ ] I certify that I am not required to be registered with the Selective
Service System.

Legal signature (please use ink) Date Signed (please use ink)
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• CHAPTER 2

PART-TIME CAREER AND INTERMITTENT EMPLOYMENT - CIVIL SERVICE

2C.

2A.· Purpose

\ This Chapter provides gUidance on part-time career and intermittent
employment, including the appropriate use of part-time and-intenmittent
employees and the benefits and service credit to which they are entitled.

2B. Applicability

This Chapter applies to u.S. citizen, direct-hire employees serving
under competitive or excepted appointments through GS-1S or equivalent,
except persons employed on a term or temporary basis and Foreign Service
employees.

Authorities and References

/

./

20.

1. 5 U.S.C. Ch. 34, Part-Time Career Employment Opportunities
2. 5 CFR 340, Other Than Full-Time Career Employment .
3. FPM Chapter 340, Other Than Full-Time Career Employment

Oefini ti ons

1. Part-Time Career Employment. The employment of an individual
serving under an excepted or competitive service appointment in tenure
group I or II under a part-time work schedule of 16-32 hours per week.

2. Intermittent Employment. The nonfull-time emploYinent of an
ind1vldual serving under a competitive or excepted service appointment
in tenu re group I or II wi thout a regul arly schedul ed tau r of duty.

3. Tenure Grou~ I. Career employees not serving a probationary period
for appoinbrientocompetitive positions ;and permanent employees in the
excepted service whose appointments carry no restrictions or conditions.

4. Tenure Group II. Career-conditional employees and employees serving
a probationary period for initial appointment to competitive positions,
and employees in the excepted service servi ng trial peri ods, or whose
tenure is equi valent to a career-conditional appointment in the
competitive service •
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2E. Policies

1. The Agency will provide part-time and intermittent employment
opportunities in positions through GS-15 or equivalent subject to Agency
resources and needs.

a. Coordinates the appointment of part-time employees.

b. Res ponds to bu reau/offi ce requests for i nformati on and
ass istance on the part-time and intermittent employment programs.

c. Consults and coordinates with the Office of Equal Opportunity
regarding part-time and intermittent employment matters as they relate
to the EEO program.

d. Maintains "1 iaison with groups interested in promoting
part-time employment opportuni ti es.

e. Implements the Agency's intermittent employment program.

f. Approves/disapproves requests for change in a part-time
employee1s tour of duty.

2. Personnel Systems and Program Evaluation Staff (PFM/PM/PSPE)

Reviews and evaluates the part-time and intermittent employment
programs.

•

•

•

•
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3. Executive Management Staffs (EMS)

a. Revi ew bureau/office posi ti ons as they become vacant to
determine if they are conduci ve to fill ing wi th part-time employees.

b. Consider employee requests for conversion to part-time' status
and provide guidance to employees wanting a change.

c. Identify and recommend posi ti ons and/or occupati ons sui tabl e
for part-time employment.

4. Supervisors

a. Make certain that part-time employees do not exceed the number
of hours in the scheduled workweek, that overtime is minimal and that
when overtime is necessary, it is scheduled so that it provides maximum

. benefit to the Agency.

b.Check working arrangements of intermittent employees to·
determine whether they are, in fact, working on a regularly scheduled
basis.

2G. Part-Time Career Employment

1. Workweek

a. A permanent part-time employee shall be scheduled to work no
more than 32 hours per week and usually no 1ess than 16 hours per week.
The scheduled workweek must be stated on the SF-50, Notice of Personnel
Action, in terms of actual days of the week and number of hours each day
(not to exceed 8) to be worked, e.g., 24 nours, Monday through Thursday,
6 hou rs per day.

b. The Agency may temporarily increase an employee's hours of
duty above the number of hou rs schedul ed, i ncl udi ng above the 32-hour
limit. Increases should be held to emergency or extremely heavy
workload situations that are temporary in nature or to training
opportunities. An increase in the tour of duty above 32 hours per week
is not permitted for more than two consecutive pay periods.
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c. An SF-50 is requi red when the total number of hours. per pay
period changes for more than two consecutive pay periods and any time
the days an employee works changes, i.e., change from Monday through
Thursday to Tuesday through Friday. An SF-50 must be initiated by a
written request through the supervisor and EMS and approved by
PFM/PM/CSP.

d. A part-time employee is not permitted to work on a regularly
s~heduled non-work day to make up for an absence on a scheduled work day. •

•e. A part-time employee is not entitled to Sunday premium pay.

f. A part-time employee is entitled to holiday pay only if he/she
is regularly scheduled to work on that day and only for the hours
regul arly schedul ed.

3. Tenure

2. Pay

a. Gross basic pay is computed by mUltiplying the employee1s
hourly rate of pay by the total of the hours worked and hours of approved
available paid leave during the pay period.

b. When a supervisor detenmines that a part-time employee should
work in excess of the scheduled workweek, he/she should try to schedule •
the additional time so no more than 8 hours work are performed in any
given day. Hours worked up to 8 hours "jn a given day, but not exceeding
40 hours in a calendar week, will be paid at the employee1s regular basic
hourly rate.

c. A part-time employee not covered by the Fair Labor Standards
Act (FLSA) may elect to take compensatory time off in lieu of overtime
pay to which entitled under 5 U.S.C. 5542. Compensatory time is not
authorized in lieu of overtime pay under the FLSA. The SF-50 reflects
whether the employee fall sunder 5 U. S.C. or the FLSA.

d. A part-time employee may elect to perform compensatory
overtime work to repl ace compensato ry time off for rel i gi ous observances •

Part-time employees have the same protection against removal during
or after the probationary period as full-time employees. The
probationary period and the conversion from Career-conditional to Career

•
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status for part-time employees shall be computed on the basis of
cal endar time, wi th the same provisi ons as those app1 icab1 e for
full-time. Part-time employees compete only with other part-time
employees during a Reduction in Force.

4. Service Credit

a. A part-time employee receives service credit for the purposes
of job qualification ona pro rata basis. For example, an employee on a
20-hour weekly schedule would earn six months of credit per calendar
year •.

b. A part-time employee receives a full year of service credit
for each calendar year worked for the purpose of computing service for
retention, retirement, career tenure, completion of probationary period,
within-grade increases, leave accrual rate, and time-in-grade
restrictions on advancement.

5. Promoti on

,..

Part-time employees are to apply under the Agency IS Meri t Promotion
Program for vacancies on the same basis as fUll-time employees. Part
time experience is credited on a pro rata basis. If an employee worked
in excess of his/her scheduled tour of duty, he/she may receive credit
for the additional t-ime if documentation is provided.

6. Leave

a. Annual leave is earned on a pro rata basis and is determined
by years of service, i.e., up to three years service, one hour of annual
leave for each 20 hours in pay status; three but less than 15 years, one
hour for each 13 hours; 15 or more years, one hour for each 10 hours.
Maxi mum carryover at the end of a 1eave year is the same as for
full-time employees. *

b. Sick leave is earned at the rate of one hour for each 20 hours
in a pay status.

c. Military leave is accrued on a pro rata basis.

do Other leave categories (absence without leave, leave without
pay, funeral leave, court leave, excused absences) apply to part-time
employees in the same way they apply to fUll-time employees.

-I( Revised
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•
e. For all categories of leave to which part-time employees are

e1 i gib1 e, 1eave shall be charged only for absences during those hours
the employee is scheduled to work.

7. LHe and Health Insu rance Coverage

a. A part-time employee is eligible for the Federal Employees •
Groups Life Insurance Program. The amount of insurance for which an
employee is eligible is based on annual salary. A part-time employee's
annual salary is figured on the basis of hours in the tour of duty times
base p~ rate. An employee with concurrent part-time appointments is
entitled to life insurance on the basis of the sum of the annual
salaries for the positions.

b. A part-time employee is eligible to participate in the Federal
Employees Health Benefits Program (FEHB). Coverage is the same as for a
full-time employee.

c. Employees with tours of duty less than 16 hours per week or •
wi th mi xed tours due to f1 uctuating workloads or who are serving on a
part-time basis prior to April 8, 1979 without a break in service
receive the full government contribution to FEHB premiums. The
government contribution to the FEHB premium of all other part-time
employees is based on the number of hours in their tours of duty during
the p~ period. The government contribution to an employee with
concurrent part-time appointments is based on the sum of the tours of
duty.

8. Retirement Benefits

a. Employees hired after December 31, 1983 automatically are
covered by the Federal Employees Retirement System (FERS) un1 ess
otherwise eligible for coverage under the Civil Service Retirement
System (CSRS). FERS is a three-tiered retirement plan consisting of
Social Security Benefits, Basic Benefit Plan and Thrift Savings Plan.
Employees pay Social security taxes and a required contribution to the
Basic Benefit Plan, and may make tax-deferred contributions to the Thrift
Savings Plan with a portion matched by the government.

b. Employees covered under the CSRS p~ the required
contributions to retirement and to Medicare, and m~ make tax-deferred
contributions to a savings plan with no matching government contribution.

1 '.

•

•
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c. For CSRS and FERS, the annuity computation is based on the
highest average basic pay for any three consecutive years, regardless of
whether employment was full-time or part-time during those years.
~owever, for part-time service performed on or after April 7,1986, the
"hi gh-3" average pay for a part-time employee is computed as if the
employee were on a full-time schedule, and then, the annuity benefit is
prorated to reflect the difference between the full-time and part-time
service.

9. Training

Part-time employees are eligible for training opportunities on the
same bas i s as full-time employees. An employee may temporari 1y exceed
his/her scheduled hours to participate in a training program.

10. Adverse Actions/Grievances

A part-time employee has the same protections as a full-time
employee in the event of adverse actions such as suspensions, removals,
furloughs and reduction in grade or pay. Part-time employees also are
covered by Agency grievance procedures or negotiated grievance
procedu res.

11. Converting from Part-Time to Full-Time Duty

a. If a full-time position of equal or lower grade is vacant and
the basic requi rements for the job are met, a part-time employee can be
placed in the job noncompetitive1y.

b. If the position being sought would result in a promotion or
has promotion potential, a part-time employee must compete with other
applicants in accordance with the Agency's Merit Promotion Program.

12 •. Converting from Full-Time to Part-Time Duty

a. A full-time employee may request to be converted to part-time
duty. Conversion is contingent on the Agency's ability to:

--change the employee' s posi ti on to part-time tak ing into
account such factors as whether regular or peak workloads lend
themse1 ves to a part-time schedule, adaptabi1 i ty of the work to be
performed on a part-time basis, necessity of having full-time coverage
for the posi ti on, and benefi ts to the ernp10yee or
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--reassign or promote the employee to a previously established
part-time posi ti on.

b. All actions will be subject to the Agency's nonnal assignment
and merit promotion policies on the same basis as for full-time
employees.

c. Part-time vacancies will be publicized through nonnal Agency
channels, e.g., Merit Promotion Vacancy Announcements.

2H. Intermittent Employment

1. Service Credit

a. Career tenure. Each day an intermittent employee is in pay
status is counted as one day toward the 780 days in pay status, which is
the equi val ent to the three-year servi ce requi rement for career tenure.
This service requirement may not be satisfied in 1ess than three years
of calendar time.

b. Time in grade. Intermittent service is counted on the basis
of cal endar time in the grade, wi thout regard to the actual time in a
pay status.

c. Other requirements. To determine job qualification,
eligibility for within-grade increases, leave accrual rate and length of
service for retention and retirement, each day an intermittent employee
is in pay status is counted toward the 20 days which is equivalent to
one year of service.

2. Reassignment, Detail or Promotion

An i ntermi ttent employee servi ng under a career or
career-conditional appointment is covered by the Agency's Merit
Promotion Program and is reassigned, detailed or promoted in the same
way and under the same conditions as other career or career-conditional
employees. Movement at the same or lower grade from an intermittent to
a part-t'lme or full-time work schedul e is not subject to competi ti on.

•

e-,
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3. Annual and Si ck Leave

An intermittent employee does not accrue annual or sick leave.
When a part-time or full-time employee converts to intenmittent status,
unused sick leave is held in abeyance until he/she returns to a
scheduled tour, or separates and forfeits the leave after a three-year
break in service. Any unused annual leave is paid as a lump-sum, except
in a situation involving a continuing program under which an employee is
requi red to return to full-time or part-time employment after a period
of intermittent employment.

4. Li fe and Heal th Insurance Coverage

An i ntenmittent employee is not eli g"ibl e for 1He insu rance or
health benefits coverage, unless the intermittent employment follows,
without a break in service in excess of three days, employment in a
covered position; in the case of life insurance, the employee is
expected to return to a covered position.

5. Retirement Benefits

An intermittent employee is not eligible for retirement coverage
except when the intenmittent employment follows, without a break in
service in excess of three days, employment in a covered position or as
otherwise provided by 5 CFR 831.201 (b).

6. Holiday Pay. An intermittent employee is not eligible for holiday
pay.

7. Changing from Intermittent to Part-Time Status

a. When an intenmittent employee is scheduled, in advance of the
pay period, to work at some time during each administrati ve week for
more than two consecutive pay periods, his/her work schedule is changed
from intermittent to part-time or full-time, as appropriate, and
documented on an SF-50.

b. When an employee is assigned to regularly scheduled work for a
limited or specified period, a not-to-exceed date should be documented
on the SF-50.
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CHAPTER 3

DETAILS - CIVIL SERVICE

3A. Purpose

This chapter provides the policies, authorities, regulations and
procedures for details within AID and to other federal agencies, and for
details of employees from other federal agencies to AID.

\, 3B. Applicability

This chapter applies to employees in competitive or excepted positions
under the General Schedule, and employees serving under AD or Schedule
A, B or C appointments as approved by the U.S. Office of Personnel
Management.

3C. Authorities and References

1. 5 U.S.C. 3341, Details; within Executive or military departments
2. 31 U.S.C. 1301(b) (augmentation of agency appropriations),

1535 (reimbursable agreements between agencies)
3. FPM 300, Subch. 8, Details of Employees
4. FPM 300, Letters 31 (GAO Decision on Nonreimbursable Details) and

32 (New Authority to Detail Employees)
5. Agreement Between Agency for International Development and the

American Federation of Government Employees, Local 1534, June 15,
1987

6. Memorandum of Agreement Between the Agency for International
Development and the Office of Medical Services (MIMED), Department
of State, October 3, 1988

3D. Definitions

1. Davs or years. Calendar days or years.

2. Detail. The temporary assignment or duty of an employee to a
different position for a specific period. The employee retains the
official title, grade and salary of the position from which helshe was
detail ed.

3. Emergency detail. A detail to meet emergencies caused by unusual
workload, special projects or studies, change in mission or
organization, or unanticipated absences.
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3D •4. Other details. Details made pending official assignment,
description and classification of new positions or security clearance,
and for training purposes.

3E. Policies

•
2. An employee must be qualified to perform the duties to which he/she
is detailed unless the detail is for training purposes.

3. An employee will not be detailed to perform work of a higher grade
level unless there are compelling reasons to do so and only for a brief
period.

4. An employee detailed to perform work of a higher grade level should
be considered for a temporary promotion.

5. Details in excess of 120 days to a higher grade position, or to a
position with known promotion potential, must be made under competitive
promotion procedures.

6; Prior service under all details to higher grade positions within •
the same 12 months, will be counted in the 120-day period.

1. Details shall not be used to circumvent the competitive selection
or position classification process.

7. An employee may not be detailed, except for an emergency detail of
30 days or less, for at least three months after appointment from an
U.S. Office of Personnel Management register.

8. A temporary employee may be detailed to another position, subject
to the same time limits as a permanent employee, if the position meets
the criteria for temporary employment.

9. Employee consent is not required for a detail, but the Agency will
consider valid objections.

10. An employee may be detailed to work outside his/her normal field
because of Agency operational needs and efficiency. (

11. An employee on detail within the Agency will be counted against the
personnel ceiling of his/her regular unit.

•

•
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12. Civil Service (CS) employees proposed for overseas details for 90
days or more must have a physical examination provided by the Office of
Medical Services, Department of State. i

13. Merit Promotion procedures will be used to select an employee for
detail to a higher graded positlon if that detail is for more than 120
days.

14. Details will be made without regard to race, sex, color, age,
rellgion, national origin, handicapplng conditions, marital status or
polltical affiliation.

3F. Responsibilities

1. Civil Service Personnel Division (PM/CSP)

a. Approves/disapproves requests for all details and notifies
requesting unit or other federal agency of decision.

b. Negotiates Letter of Agreement (Att. I) with the borrowing
agency, including requirement that the agency evaluate the detailed AID
employee's performance.

c. When required, prepares SF 52, Request for Personnel Action
(SF 50, Notification of Personnel Action, is not reqUired for details),
and prOVides copies to the employee and to PFM/FM, along with supporting
documents for reimbursable arrangements.

d. Files SF 52 documenting an employee's detail on the permanent
(right) side of the employee's Official Personnel Folder.

2. Accounting Division (FM/A)

a. Reviews requests to determine the availability of funds when
such requests involve reimbursable details from other agencies to AID.

b. Returns requests to originating organization if sufficient
funds are not available.

c. Forwards requests to PFM/PM after certifying that sufficient
funds are available.



Page No. Effective Date Trans. Memo. No.
3-4 June 22, 1990 25:152 AID HANDBOOK 25

3F3 •

3. Administrative Office/Executive Management Staff (EMS)

a. Coordinates with supervisors, managers and PM/CSP to identify
and recommend tasks and/or circumstances suitable for filling on a
detail basis.

b. For details within AID, obtains certification of funding
availability from PFM/FM prior to sending a request for approval of a
detail to PFM/PM.

c. If the detail is from another agency to AID and is being
proposed on a reimbursable basis, submits written request for the
detail, including proposed effective dates, through FM/A to PM/CSP.

4. AID Borrowing Unit

a. Maintains detailed employee's Time and Attendance Record.

b. Authorizes annual and sick leave.

c. Evaluates detailed AID employee's performance; evaluates
employee detailed from another federal agency at the request of the
parent agency.

d. Prepares a performance plan when a detail is for 120 days or
more.

5. Other Federal Agency

a. Maintains detailed employee's Time and Attendance Record.

b. Authorizes annual and sick leave.

c. Evaluates detailed AID employee's performance as provided by
AID's Performance Management System (see Att. 1).

6. Employee

a. Provides a timely record of all leave used during each pay
period to the timekeeper in the office to which he/she is detailed.

b. Makes certain the supervisor of the office to which he/she is
detailed is aware of the requirement to prepare a performance plan when
the detail is for 120 days or more.

•

•

•

•



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 25 25:152 June 22, 1990 3-5

'\
i

/ 3G.

3H.

Purpose of Details

1. Within AID

Details primarily are made to meet emergency workloads; to expedite
staffing of new offices; to afford career development opportunities; for
training purposes; or pending description and classification of new
positions.

2. To Other Federal Agencies

Details are considered in such terms as the best interest of AID
and the u.s. Government; career development opportunities; or the cost
to AID.

Procedures

1. Details within AID

a. The borrowing unit submits to PM/CSP a written request that
includes:

--employee's name, present organization title, grade, salary
and organizational designation;

--the period for which the detail is requested;

--a description of the duties, or if the detail is to an
existing position, the position title, grade and position description
number; and

b.
detailed
Staffing
PM/CSP.

--the agreed upon allotment and appropriation charges, if any.

If a continuing new position is to be established in which the
employee will serve, the borrowing unit submits form AID 4-512,
Pattern Action Request (SPAR), and a position description to

2. Details to Other Federal Agencies

a. The borrowing agency sends a written request to PM/CSP in
advance of the proposed effective date of the proposed detail. The
request should include justification and duration of the detail, nature
of work and, if applicable, proposed arrangements for reimbursement.

b. PFM/PM completes an SF 52 detailing and returning the AID
employee back to the Agency.
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3. Details to AID from Other Federal Agencies

a. The gaining AID unit submits a written request to PFM/PM. The
request must include information specified in 3H1a and:

-justification for not using existing Agency staff;

-names of Agency officers and lending agency officers who
arranged the detail and officers in the lending agency to be contacted
for additional negotiations;

-financial arrangements, such as whether travel costs are to
. be authorized and paid by the Agency directly to traveler or the lending
agency authorizes travel and wishes to be reimbursed;

-estimated cost; and

•

•
-a statement if the detail is preliminary to the employee's

expected transfer to the Agency.

b. FM/A reviews the availability of funding in the budget
allowance cited and the financial requirements of the request. If funds
to cover the request are not available, the request will be returned to
the originating organization so annotated. That organization may
contact the Support Budget Staff (PPC/SB) to secure additional funds •
required. If PPC/SB approves the additional funds, the request is
resubmitted for proper certification. FM/A forwards the submission to
PM/CSP.

c. AID arranges for the return of the employee to the parent
agency upon completion of the detail.

31. Funding and Reimbursement

1. Details Within AID

a. Nonreimbursable Details

A nonreimbursable detail within the Agency is permitted when •
the detail is:

(1) to a position covered by the same appropriation that
covers the position from which detailed;

(2) to a position covered by a different appropriation but
the detail involves a matter related to the loaning unit's appropriation
and will help it accomplish the purpose for which appropriations are
provided; or

•
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(3) to a position covered by a different appropriation but,
regardless of the purposes of the appropriation, the detail will have
negligible impact on the loaning unit's appropriation.

b. Reimbursable Details

All other details exceeding 30 days must be on a reimbursable
basis. Reimbursement may include regular salary and authorized employee
expenses.

2. Details from AID to Other Federal Agencies

a. Nonreimbursable Details

(1) A nonreimbursable detail to another federal agency is
permitted when the detail:

(a) involves a matter related to AID's appropriations
and will help it accomplish the purpose for which appropriations are
provided; or

(b) will have negligible impact on AID's appropriation.

(2) Payment by AID for travel expenses, overtime or other
special charges are not made unless requested in writing by the
borrowing agency and agreed to in writing by the AID bureau or office
that originally requested the detail.

b. Reimbursable Details

(1) All other interagency details must be on a reimbursable
basis unless the Agency has a specific statutory authority to make
nonreimbursable details.

(2) Details that exceed 30 days usually are made on a
reimbursable basis with a written agreement between AID and the
borrowing agency. Reimbursement is made on the basis of regular salary
and authorized employee expenses agreed to in writing by AID and the
borrowing agency.
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3. Details to the White House

If the detail of an Agency employee to the White House exceeds 180
days in a fiscal year, the White House must reimburse the Agency.

4. Details to Congressional Committees

Unless otherwise provided by law, details to Congressional
committees are subject to the time limits specified in 3J when they are
reimbursable on the basis that they will have a negligible impact on the
AID appropriation.

3J. Time Limitations

•

•1. Bargaining unit employees may be detailed to temporary or
unclassified duties for not more than 120 days.

2. Details are limited to an initial period of 120 days with
extensions in 120-day increments up to a maximum total detail of:

a. one year for details to unclassified positions for
non-bargaining unit employees. For purposes of this chapter, a position
is considered classified if it has a written statement of duties to
which a grade level has been assigned by an appropriate classification •
authority, even if the position has not been officially established.

b. one year for details to same, lower or higher graded
positions, except SES positions which are subject to a maximum period of
240 days;

c. two years for positions in a unit undergoing a commercial
activity study; one year for details within or to an organization not
covered by the study.

3K. Documentation

1. An SF 52 is required for a detail of more than 30 days to a higher •
graded position or to a position with known promotion potential and for
all details of 120 days or more, for a detail of more than 30 days to a
lower graded position or to one the same as the employee's current
position if the detail is career enhancing, and for all details of 30
days or more for bargaining unit employees.

•
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2. The SF 52 will be filed on the permanent (right) side of the
employee's Official Personnel Folder and a copy of the SF 52 will be
given to the employee.

3. An SF 52 is not required for detail to a position identical to the
employee's current position or that is of the same grade, series and
basic duties as the employee's current position.

3L. Time and Attendance Records

1. For an employee detailed within AID, the borrowing organization
maintains the employee's time and attendance record and for authorizing
the employee's requests for annual and sick leave.

2. For an employee detailed from the complement to another federal
agency, the borrowing agency submits time and attendance information to
PM/ADM for documentation. For all other employees detailed to another
federal agency, the employee's time and attendance record is maintained
by the employee's organization of record.

3M. Performance Evaluations

1. Employees on detail within AID or to another federal agency are
rated under the Agency's Performance Management Systems.

2. Employees detailed from another federal agency to AID are rated at
the request of the parent agency.
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ATTACHMENT 3A

Letter of Agreement
Between the

u.s. Agency for International Development
and

The U.S. Agency for International Development (AID) hereby enters into an
agreement for the temporary detail of __
to . This assignment (shall be/is) made
on a basis in accordance with the

(reimbursable/nonreimbursable)
provision set forth herein.

1. PURPOSE (Nature of work, justification for assignment)

2. SCOPE OF WORK

A. Duties and Responsibilities of Assignee

B. Controls over Work

3. DURATION, EXTENSION AND TERMINATION OF ASSIGNMENT:

A. This assignment is for the period beginning and
endi ng ___

B. The period of assignment, if less than six months, may be extended
with the mutual consent of the parties to the agreement and the assignee.
An extension must be documented with an amendment and personnel action, as
appropriate.
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C. This agreement may be terminated by mutual consent of both parties, •
with reasonable notice to the assignee, or upon -day notice in
writing by either party of its intention to terminate the assignment.

4. RIGHTS AND BENEFITS

A. The workweek and hours of duty will be determined by the gaining agency
subject to applicable federal regulations.

B. The assignee will continue to accrue annual and sick leave in
accordance with the provisions of AID Handbook 27, Attendance and Leave.
Use of leave will be approved by the supervisor designated for the period •
of assignment. The gaining agency will advise AID of any leave
taken will maintain the

(method of reporting)
assignee's official leave record.

C. The assignee's coverage under federal retirement, group health benefits
and life insurance programs shall continue during the period of
assignment. The assignee's share of costs for such coverage will continue
to be withheld from salary. Payment of the employer's share of costs shall
be as indicated in 5A below.

D. The gaining agency shall complete the Performance Appraisal Report,
form AID 410-11 (5-88), in accordance with the procedure contained therein.•

5. REIMBURSEMENT PROVISIONS

A. Salary and Fringe Benefits

B. Travel, Transportation and Allowances

•C. Overtime or Other Special Charges

D. Method of Reimbursement

•
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6. ESTIMATED COSTS

AID

Salary
Fringe Benefits

Allowances

Travel/Transportation
Overtime
Special Charges

7. RULES, REGULATIONS AND POLICIES

A. The assignee is subject to the federal statutory and regulatory
provisions that govern ethical and other standards of conduct, conflicts
of interest, suitability, security, and limitations on political activity
(18 U.S.C. 203, 205, 207, 208 and 209); and to any applicable state and
local government statutory and regulatory provisions.

B. The federal tort claims statues and any other federal tort liability
statute shall apply to the assignee.

C. The rules and policies that govern the internal operation and
management of the gaining agency are applicable to the assignee.

D. Travel, transportation and related allowances may be authorized only
in accordance with Federal Travel Regulations when such expenses will be
funded (or reimbursed) by AID

8. CONTACTS

AID
(Other organization)

Personnel Matters:
(Employing Office)
(Mailing Address)
Agency for International Development
Washington, DC 20523-

Billing Information:
FM/A/OE
(Mailing Address)
Agency for International Development
Washington, DC 20523-
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9. SIGNATURES

(Other organization) •

*

(signature)

(title)

(date)

(signature)

(title)

(date) •

•

•
*See sec. 3F, Responsibilities, Civil Service Personnel Division (PM/CSP)

•
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CHAPTER 11

CIVIL SERVICE APPOINTMENTS AND EMPLOYMENT

IIA. Purpose

This Chapter provides the policies, responsibilities, and standards for
appointment of personnel in the Civil Service, and identifies and
briefly defines some of the most common types of Civil Service
appointments.

lIB. Policies

*

1. The Agency recruits, selects, and appoints employees on the basis
of merit without regard to race or national origin, color, creed,
religion, political affiliation, sex, marital status, physical or mental
handicap, or age.

2. Selection is based on the requirements of the position and the
candidate's ability, training, experience, sUitability, and physical
fitness.

3. The appointment is effective on the date the appointee enters on
duty and is available to perform a federal function.

*

\
!

)

IIC. Types of Appointments

(Federal Personnel Manual) Chapters 200 and 300 provide basic
information on Civil Service appointments and employment in the
competitive and excepted service. The circumstances under which a
particular kind of appointment is given are specified in the FPM. The
FPM covers information about (a) probationary periods, (b) employees
retention priority in a reduction in force, (c) termination, (d)
separation for cause, and (e) the eligibility for noncompetitive
actions. Information and advice on Civil Service appointments and
entitlements are available in the Staffing and Career Development
Division, Office of Human Resources Development and Management
(FA/HRDM/SCD). The most common types of Civil Service appointments are
described below.

1. Career and Career-Conditional Service

a. Career-Conditional

An appointment which confers competitive status upon
completion of a probationary period and which automatically converts to
a career appointment upon completion of 3 years of creditable service.
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status.

Career

A permanent appointment in which the employee has competitive

c. Temporary Appointment Pending Establishment of Register (TAPER)

An appointment which does not confer competitive status and
which is made for such period as may be necessary until competitive
registers are available for appointment through certification.

d. Temporary Limited

An appointment for a specific period not in excess of 1 year
which does not confer competitive status.

e. Reinstatement

The noncompetitive reemployment, for service as a career or
career-conditional employee, of a person formerly employed in the
competitive service, or a former employee who had competitive status, or
was serving probation when the employee was separated.

f. Transfer

•

•The noncompetitive employment of a career or career
conditional employee when he/she moves from one agency to another
without a break in service of a full workday.

g. Reemployment

The noncompetitive reemployment of a person who has
reemployment rights granted by law, Executive Order, or regulation.
Except for mandatory reemployment rights granted by statute or Executive
Order (e.g., under Section 7(a)(1) of the Peace Corps Act), AID is
generally not obligated to grant reemployment rights to employees who •
transfer to other agencies (including the Department of State and _
USIA). The granting'of these rights is at the discretion of the
Agency. Determinations are made on a case-by-case basis, taking into
consideration the employee's qualifications and the Agency's continuing
workforce requirements.

h. Restoration

The noncompetitive reemployment of an employee who was
separated for military service, or the noncompetitive reemployment of an
AID employee whose separation has been determined to have been
unwarranted.

•
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2. Excepted Service

The excepted service consists of those civil service positions that
are not in the competitive service. The excepted service includes all
positions in the executive branch of the Federal government that are
specifically excepted from the competitive service pursuant to statute,
by the President or by the Office of Personnel Management (OPM) under
Section 6.1 of Civil Service Rule VI or Section 9.20 of Civil Service
Rule IX. For Administratively Determined (AD) and Executive Level
positions, see Handbook 25, Chapter 12 and 13, respectively .

Positions of Schedule A, Band C, and Special Programs are constituted
as follows:

a. Schedule A

Positions other than those of a confidential or
policy-determining character for which it is not practicable to
examine. These are appointments to positions limited to attorneys,
summer and student employment, and positions identified under 5 CFR
213.3102.

b. Schedule B
,

/ Positions other than those of a confidential or policy
determining character for which it is not practicable to hold a
competitive examination. Appointments to these positions are subject to
the basic qualification standards established by OPM for the occupation
and grade level. The Agency has special Schedule B authority (see
Attachment IIA for information on the use of the authority) to appoint
no more than 30 employees who have served overseas with the Agency for
not less than two years to positions at GS-9 and above.

c. Schedule C

Positions of a confidential or policy-determining character.

d. Special Programs

Appointments involving special programs are approved from time
to time, such as Student Volunteer Service (see Supplement IIC), summer
employment and co-op stay-in-school.

liD. Responsibilities

I. Bureaus and Offices:

\
I,

/

a. Determine that funds and ceiling are available for requested
appointments.



Page No. Effective Date Trans. Memo. No.
11-4 June 16, 1986 25:155 AID HANDBOOK 25

IIDl

b. Submit appropriate documents for the requested action to
FA/HRDM/SCD, as required by the Staffing Pattern Action Request (SPAR),
Form AID 4-512 (see Handbook 32, Chapter 2).

c. Select a candidate from among qualified candidates referred by
FA/HRDM/SCD.

•
2. Office of Human Resources Development and Management (HRDM) is
responsible for:

a. Classifying positions and establishing any special
qualifications required for a given position.

b. Recruiting, evaluating, and appointing or assigning personnel
for AID/W positions.

c. Determining method of filling positions.

d. Making the firm offer of appointment to a candidate after all
pre-appointment requirements have been met.

e. Determining rates of pay for appointees, including initial
rates for appointees whose rates may be fixed above the minimum.

lIE. Criteria for Appointment

1. Qualification Requirements for Candidates

Minimum standards for appointment in AID/Ware prescribed by OPM
for competitive appointments.

2. Age

a. The minimum age for competitive service appointments is 18.
There are certain exceptions, however, which are outlined in Chapter 1
of Handbook 25.

b. There is no maximum age limit.

3. Citizenship

a. No person is admitted to competitive examination unless such
person is a citizen or national of the United States.

b. No person is given any appointment in the competitive service
unless such person is a citizen or national of the United States.

•

•

'.

•
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c. The Office of Personnel Management may, as an exception to
this rule and to the extent permitted by law, authorize the appointment
of aliens to positions in the competitive service when necessary to
promote the efficiency of the service in specific cases or for temporary
appointments.

4. Security Clearance

)
)

)
/

Candidates for full-time direct hire and certain other selected
positions must meet the security clearance requirements established for
critical/sensitive positions which consist of a full field investigation
except that candidates may be given NTE 90-day temporary appointments to
the complement of nonprofessional personnel established in FA/HRDM,
provided requests for security clearances are made within 3 days
following entrance on duty. Appointments to positions other than
full-time direct hire, and appointments which do not fall within the
criteria established for critical/sensitive positions, must meet the
requirements for non-critical/sensitive positions. The requirements
consist of a National Agency Check and Inquiries, and issuance of a
security clearance in accordance with Executive Order 10450. (See also
Handbook 6.)

5. Physical Standards

Physical standards for appointment to positions in the Federal
Government are established by OPM. A pre-appointment medical
examination is not required for most positions. FA/HRDM/SCD may require
such examination prior to appointment to a position which involves other
than light duty work, or whenever such an examination appears advisable
as a result ~f replies to questions on SF 177, Statement of Physical
Ability for Light Duty Work.

6. Members of Family

~

)

There are restrictions on the employment of sons and daughters of
Agency personnel in competitive positions for summer or student
employment.

7. Restriction on the Employment of Relatives

The appointment or promotion of relatives of persons having
authority to make or recommend such action in AID is prohibited. The
relative of a pUblic official may be employed by a subordinate of the
official, if he or she is in no way involved in the action.

I,
/
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8. Probationary and Trial Periods

a. The I-year probationary or trial period is the final and
highly significant step in the examining and selecting process. It
provides the supervisor the opportunity to observe the employee on the
job and to assess his/her conduct and performance. On the basis of
his/her observations, the supervisor determines whether or not the
employee should be retained or separated prior to the completion of the •
probationary or trial period.

b. Not earlier than the 9th month, and not later than the end of
the lOth month of the probationary period, the supervisor should submit
a rating of the employee's performance, to the FA/HRDM/SCD. This
requires the rating officer to make a recommendation as to whether the
employee should be retained beyond the probationary or trial period.

c. Separate policies and procedures governing probationary
periods for newly appointed managers and supervisors are required by the
Civil Service Reform Act of 1978 and are contained in Supplement lIB to
this Chapter.

••

•
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ATTACHMENT llA

SCHEDULE B AUTHORITY

GENERAL

AID's individual authority for Excepted Appointment under Schedule B is
contained in Section 213.3268 of OPM regulations. This authority is stated as
foll ows:

\
I

"Not to exceed 30 positions at GS-9 and above when fi 11 ed by persons who
have served overseas with the Agency for International Development for
not less than 2 years."

./

PRIORITIES FOR USE OF SCHEDULE B

Foreign Service employees who are medically disqualified for further
overseas assignment.

Foreign Service employees whose skills are no longer required for AID's
Foreign Service; their skills are needed in AID/Wand if they were
separated, the Agency would have to recruit from outside the Agency.
Determination of employees in this category is made after compliance
with priorities one through three of this Chapter.

Foreign Service employees who are former prisoners of war and who do not
wish to accept further overseas assignments.

Foreign Service employees who have medical problems that limit their
overseas assignment possibilities to such a degree that placement is
unlikely--their services can be utilized in AID/Wand if they were
separate, the Agency would have to recruit from outside the Agency to
replace them. Employees in this category are identified after
compliance with priorities one through three of this Chapter.

5. Foreign Service employees who wish to leave the Foreign for a variety of
reasons, including family considerations. Determinations are made after
compliance with priorities one through three of this Chapter. If the
number in this category would result in an excess for Schedule B of more
than 30, the Director, FA/HRDM, determines priority based on such
factors as Agency needs, seriousness of family situation; length of time
on rotation, occupational category, etc.

1.

2.

3.

\
)

/

4.

CONDITIONS AND CAVEATS

1. There must be a vacant position for which the employee is qualified and
acceptable.

2. Schedule B appointments require prior approval by OPM .

./

3. To provide for reuse of this authority for other appointments under
Schedule B, appointments will be for a period of more than 1 year and up
to 18 months. Employee must understand and accept this condition.
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4. Prior to AID seeking OPM approval of Schedule B appointments the
employee must submit evidence that he or she has an eligible rating on
an appropriate OPM examination.

5. Employees leaving the Foreign Service by this route will not be
considered for reentry into the Foreign Service within the 18-month
period following such separation.

•

•
Employees acceptance of a Schedule B appointment is voluntary. If there
is a reduction in salary, the employee is not entitled to a saved rate
or salary retention.

7. If employees have not acquired a competitive appointment within 18
months after conversion to Schedule B they will be subject to separation.

8. Employees are to be informed of the effect conversion may have on
his/her status and various rights and benefits including retirement.

6.

9. Schedule B authority will not be used to convert any employee from the
Foreign Service who has Civil Service status entitling him or her to
reinstatement or reemployment in the competitive service.

•

••

•
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Supplement llA

METHODS OF FILLING AID/WASHINGTON VACANCIES

A. Purpose

This supplement describes the methods and sets forth the priorities for
filling AID/W vacancies. (See Chapter 35 and 11 respectively, for information
on Foreign Service and Civil Service Appointments and Employment.)

B. Policy

I

/

/

Selection is based on the requirements of the position and the candidate's
ability, training, experience, suitability, and physical fitness, without
regard to race, color, religion, sex, marital status, physical handicap, or
age.

Priorities for Filling AID/W Vacancies

The Agency fills its AID/W position requirements through the use of Civil
Service and Foreign Service employees.

1. Priority Placement Requirements

Before a position can be filled by any other means, employees in the following
categories must be placed in the order of priority listed below:

1st priority - Reemployment of Civil Service or Foreign Service
el'nployees exercising reemployment rights.

2nd priority - Reassignment of Civil Service or Foreign Service
employees with career status who are under RIF notice.

3rd priority - Reassignment of Civil Service employees in a position to
be downgraded.

2. Vacancy Review Process

After the priority placement requirement listed above are satisfied, any
well-qualified employees who were demoted through no fault of their own will
be considered by the employing office. If the employing office has sufficient
justification for not selecting a repromotable candidate, FA/HRDM/SCD
determines whether a position will be filled by a General Schedule or Foreign
Service employee. The determination will be based upon such considerations as
position requirements, placement of surplus employees, Foreign Service
rotation requirements or improved utilization of employees. (See Chapter 36
for information on rotation assignments and initial Foreign Service
assignments in AID/W.)
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SUPPLEMENT 11-B

PROCEDURES GOVERNING PROBATIONARY PERIODS FOR
NEWLY APPOINTED MANAGERS AND SUPERVISORS

".
)

'\
\

)

\

I.

II.

PURPOSE

In accordance with 5 USC 3321, and as amended by P.L. 94-454, Civil
Service reform Act of 1978, and FPM 315, Subpart 1, Subchapter 9, these
procedures are established to ensure that newly appointed supervisors
and managers of AID, in competitive service non-SES positions receive
full and fair evaluation of performance during a prescribed probationary
period and that training is provided which will equip the individual for
the demands of the job. The probationary period should not be used to
assess technical abilities or program knowledge but only for those
requirements directly related to managerial and/or supervisory
performance.

POLICY

A. To establish a probationary period for newly appointed supervisors,
a separate probationary period for newly appointed managers, and a
single probationary period for positions with both managerial and
supervisory requirements.

B. To ensure that appointees are evaluated based upon supervisory/
managerial elements of position.

C. To provide a reasonable period of time to ensure that employees are
provided full and fair evaluation of their performance and receive
training relevant to the supervisory and/or managerial aspects of the
assignment without regard to race, color, religion, sex, marital status,
physical handicap, age, or political affiliation.

D. AD and other excepted service employment is excluded from the
probationary requirement. Nevertheless, it is to their and the Agency's
benefit to receive appropriate training. Therefore, the Agency will
provide training relevant to supervisory and/or managerial techniques to
all excepted service employees in AID/W supervisory and managerial
posit ions.

E. To provide for a return of employees to nonsupervisory or
nonmanagerial assignments when the probationary period has revealed
supervisory/managerial deficiencies which make the employee unsuited for
continued employment in the position.
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•III. DEFINITIONS

The following definitions cover positions for which these procedures are
applicable:

"Supervisory position" and "managerial position" have the meaning given
them by th OPM Supervisory Grade Evaluation Guide for position
classification. The definitions are:

"Managerial positions" are those in which the incumbents (1) direct the
work of an organization, (2) are held accountable for the success of
specific line or staff programs, (3) monitor the progress of the •
organization toward goals and periodically evaluate and make appropriate
adjustments, and (4) typically perform the full range of the following
duties and responsibilities.

a. Determine program goals and develop plans for the organization
independently of or jointly with higher management;

b. Determine resource needs and allocation of resources and
account for their effective use;

c. Determine the need and develop plans for organizational
changes which have considerable impact, such as those involving basic •
structure, operating cost, or key positions;

d. Consider a broad spectrum of factors when making decisions (or
recommendation to higher level management) including public relations,
congressional relations, labor-management relation, public policy
stances, effect on other organizations and other parts of the
organization, economic impact, an the like;

e. Coordinate program efforts with other internal activities or
with the other agencies;

f. Assess the impact on organization programs of substantive
developments in programs and policies in other parts of the Agency, in
other Government entities, and in the private sector; ••g. Set policy for the organization managed in such areas as
determining program emphasis and operating guidelines understand and
communicate Agency policies and priorities throughout the organization
managed

h. Deal with general personnel management policy matters
affecting the organization manager, with personnel actions affecting key
employees, and other actions with possible serious repercussions, and

i. Delegate authority to subordinate supervisors and hold them
responsible for the performance of their organizational units. •
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"Deputy positions" are included when the responsibility for managing the
total organization is divided between the manager and the deputy; or
when the deputy serves as an alter ego and assists the manager in all
phases of the organization's work.

It is recognized that his definition excludes many positions which
require a high degree of expertise in management subjects but which do
not include responsibility for directing an organization or a
subdivision of an organization. The definition excludes:

General staff assistants to managers;

Positions at the first or second supervisory levels that
primarily involve the duties outlined in the definition of
supervisory positions as distinguished from managerial duties
including positions with some but not the full range of
managerial duties described above; and

Nonsupervisory positions with responsibility for technical
guidance of work performed by contractors, grantees, or
personnel in other Government organizations.

"Supervisory positions" are those in which incumbents perform
supervisory duties and responsibilities with respect to the extent
that the positions are titled "supervisory" for classification
purposes under the Supervisory Grade Evaluation Guide or, if under
the wage system, the job Grading Standard for Supervisors.
Supervisors perform a range of responsibilities such as:

a. Assign, direct, and review the work of subordinate
employees;

b. Plan and carry out the training and development of
employees;

c. Evaluate employees' work performance;

d. Recommend selections, promotions, status changes, awards, ,
disciplinary actions, and separations;

e. Plan, schedule, and coordinate work operations;

f. Solve problems related to the work supervised;

g. Determine material, equipment, and facilities needed;

h. Explain and gain the support of employees for management
policies and goals (for example, cost reduction and safety);
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•
i. Work to achieve the objectives of Government-wide

personnel programs and policies (e.g., labor-management relations
and equal employment opportunities); and

j. Deal effectively with employees and union representation
on employee suggestions, complaints, grievances, and other matters 
involved in the day-to-day administration of labor management
agreements, sometimes including labor management contract
negotiations.

Some supervisory positions also include responsibility for advice to •
management on and participation in the:

Establishment of program and production goals priorities, and
major work schedules;

Development of cost and budget analyses or forecasts; and

Determination of long-range manpower requirements.

The following are not considered "supervisory" positions:

(1) Positions with responsibility for work assignments requlrlng •
only one or two other workers of with supervisory responsibility
only in the absence of the regular supervisor. Responsibility for
work assignments involving one or two other persons is not
sufficient to warrant identification of a position as supervisory
for purposes of this subchapter.

Pbsitions with some supervisory duties and responsibilities but
less than that required to warrant classification of the positions
as "supervisory."

IV. RESPONSIBILITIES

A. Director, Office of Human Resources Development and Management

1. Reviews committee recommendations and makes final determination
on any grievance filed under these procedures.

2. Receives recommendation on and gives final approval to return
an employee to a nonsupervisory or nonmanagerial position. Notifies
employee in writing of reason for action.

B. FA/HRDM/SCD

1. Administers and improves the supervisory/managerial
probationary period plan.

2. Screens the files of selected candidates to determine if a
probationary period is appropriate and to what extent.

•

•
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3. Notifies the Training Division immediately in writing of
supervisory/managerial appointments and establishes date for employee to
attend the course: "The Role of Managers in Personnel Management." The
Personnel specialist will then inform the appropriate administrative
officer of the date of training. .

4. Ensures that progress report requirements on employees are
submitted on a timely fashion.

5. The Chief, FA/HRDM/SCD, is responsible for approving waivers
for exemption of supervisory/managerial probationary requirements.

C. Assistant Administers and Heads of Offices and Staffs

1. Establishes internal procedures to ensure that PAR's and
evaluation reports are completed on a timely basis as prescribed in
these procedures.

2. Recommends reassignment/demotion of a probationary employee
when warranted.

D. Supervisors

1. Assures that employee receives appropriate on-the-job training
and other training as required.

2. Discusses with employee at the beginning of the probationary
period and at regular intervals assignments, responsibilities, expected
standard of performance of progress.

3. Rates employee's progress and recommends demotion/reassignment
if it becomes evident that employee is unsuited for the assignment.

E. Executive Management Staffs

1. Coordinates with FA/HRDM/TD and FA/HRDM/SCD on supervisory and
managerial training requirements. Ensures that necessary training
applications are executed and forwarded to FA/HRDM/TD in a timely
fashion.

2 Coordinates with probationee's supervisor to ensure that
probationary appraisal are prepared and sent to FA/HRDM/SCD at the end
of the 6th and 11th months of training.

3. Ensures that the senior staff provides the level of training
beneficial to the newly appointed employee.

F. FA/HRDM/TD

Establishes and administers training programs appropriate for supervisory
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or managerial training of Agency employees. Approves training programs
given by other Government agencies or private institutions which may be
substituted or credited, as appropriate provided that the training meets
the basic requirements for training of supervisors or managers in the
Federal sector.

G. FA/HRDM/LER

FA/HRDM/LER will be responsible for providing procedural assistance to
all parties concerned with any grievance appropriate under these
procedures and for arranging ad hoc committee which will review
grievance cases and make recommendation to the Director of FA/HRDM.

H. Employees

Assures that there is a clear understanding of duties and responsibil
ities of the assignment. Have an understanding with supervisor
concerning the major tasks of the position and how well the tasks are
being performed.

V. APPLICABILITY

•

•
These procedures apply to non-SES supervisory and managerial positions
without time limitations in the competitive service as defined in •
paragraph III. The Agency will also require a probationary period for
temporary promotions, reassignments, or appointments when such temporary .
actions are expressly for more than 120 days, or when initial actions
NTE 120 days are extended.

VI. BASIC REQUIREMENT AND LENGTH OF PROBATIONARY PERIOD

A. Basic Requirements

Upon initial appointment to a supervisory or managerial position or to a
position which is both supervisory and managerial, an employee is
required to complete a probationary period as prescribed in VI.B.

B. Length of Probationary Appointment

For purposes of equity and in the interest of efficiency, the
probationary period for all supervisory or managerial positions or
positions with both supervisory and managerial duties will be 1 year
unless service under certain circumstances is creditable as outlined
under VIII. Crediting Service Toward Completion of the Probationary
Period. This will allow sufficient time for employees to demonstrate
ability to succeed as a supervisor or manager and to receive enough
training to prepare him/her to the position. The probationary period is
not to be used to assess technical ability or program knowledge not
directly related to supervisory or managerial performance. An employee
may be reassigned to or demoted to a position of no lower grade and pay

'.

•
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than the one left to accept the supervisory or managerial position, at
any time after 7 months for unacceptable performance of the supervisory
or managerial characteristics, as long as there is evidence that he/she
was given proper guidance concerning duties and responsibilities and had
received at least the Agency's supervisory/managerial training course.

C. Completion of ProbationarY Appointment

Satisfactory completion of a probationary period for supervisors or
managers under regulations of FPM 315, Subpart 1, Subchapter 9, where
supporting documentation clearly substantiates the fact, satisfies the
future requirements of a probationary period regardless of the number of
agencies, occupations, or positions in which he or she serves except
that when a present or former supervisor is assigned to a managerial
positions, he/she is subject to a probationary period for managers.
Exceptions can be made based upon satisfactory service as a supervisor
when justified on the basis of performance and experience.

VII. APPLICABILITY FOR THE PROBATIONARY PERIOD

For purposes of determining applicability of the probationary period the
following regulations apply:

A. Employees who are serving or have served in civilian supervisory or
managerial positions as of August 11, 1979 are exempt from the comparable
probationary requirement.

However, a present or former supervisor who is assigned to a probationary
period for managers unless exempted under VI.C above. An employee who
is in a position officially classified as a manager who is reassigned,
promoted, or appointed to a supervisory position is exempt from
comparable probationary period for supervisors.

B. In the absence of records which clearly support the individual's
claim to exception based upon previous services in a supervisory or
managerial position, the individual can be required to serve a
probationary period. An employee who wishes to contest the Agency's
determination may do so under Agency grievance procedures as outlined in
XI.A of these procedures. There is no right of appeal to the MSPB.

C. All employees newly promoted, reassigned, or appointed to a
supervisory or managerial position on or after August 11, 1979 are
subject to a probationary period.

VIII. CREDITING SERVICE TOWARD COMPLETION OF THE PROBATIONARY PERIOD

A. Permanent Service

1. Documented satisfactory completion of a probationary
requirement under these regulations fully satisfies future probationary
requirements as indicated in VI.C above.
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•2. When an employee completes a partial supervisory or managerial
probationary period and is immediately transferred, reassigned,
appointed, or promoted to a new supervisory or managerial position, the
former service will be credited, providing that the records clearly
support that the supervisory or managerial characteristics of the former
position are comparable to or qualifying for the new position. The
probationary period shall be extended beyond 1 year, if necessary, to
ensure that at least 120 days of probation are served in the new
position.

3. When a supervisory or managerial probationary period is •
interrupted by intervening service or a break in service (other than for
cause), prior probationary service of more than 120 days is creditable
toward a future probationary requirement where:

a. Prior service was performed within the 1 year period
preceding the effective date of assignment to the new position;

b. Records clearly support satisfactory performance in the
former supervisory/managerial positions;

••

c. Supervisory/managerial characteristics of the former
positions were comparable to or qualifying for the new position.

The probationary period shall be extended beyond 1 year, if necessary,
to ensure that at least 120 days of probation are served in the new
position.

4. If an employee has satisfactorily completed a probationary
period for a supervisory position and is then transferred promoted, or
reassigned to a managerial position, the employee can be required to
fulfill the prescribed probationary period as a manager. Exceptions can
be made, however, based upon documented completion of a probationary
period in a supervisory position which included some managerial duties
and is justified on the basis of performance and experience.

5. Employees who convert from Foreign Service or other excepted
service appointments in AID to a competitive non-SES position must
complete the prescribed probationary period unless the conversion is
from a supervisory or managerial position comparable to or qualifying
for the one for which the probationary period applies.

6. Absence in a nonpay status while on the rolls (other than
absence of compensable injury or military duty) is creditable up to a
total of 22 workdays. Any nonpay time in excess of the total of 22
workdays extends the probationary period by an equal amount.

7. Absence (whether on or off the rolls) due to compensable
injury or military duty from which the employee is entitled to
restoration rights or priority consideration under Chapter 353, is
creditable in full.

•

•
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8. When an employee is separated for cause or returned to a
nonsupervisory or nonmanagerial position during the probationary period,
his/her service does not count toward the completion of a probationary
period required under subsequent appointment.

9. Service while on detail or in an acting capacity during the
temporary absence of the regular supervisor or manager does not count.

B. Temporary Service

1. AID employees who are officially reassigned, appointed or
promoted to temporary service as a manager or supervisor for more than
120 days, including those whose initial service was requested for 120
days and later extended beyond 120 days in the same position, will have
such service credited towards the probationary period for the same or
similar position upon future selection for permanent placement in the
following manner:

a. The permanent placement is effected within 1 year of the
temporary service that is considered creditable.

b. Service is creditable to the extent that time remaining
to satisfy probationary period requirements is 120 days or more.
Otherwise the time remaining for completion will be extended to 120 days.

c. Crediting such service will be based upon satisfactory
performance in the temporary services as evidenced by the required
supervisory report.

d. The employee must be scheduled for the course "The
Manager's Role in Personnel Management," as soon after permanent
appointment as practicable.

2. If future permanent placement is to a supervisory or
managerial position with substantially different skills than those
required in a temporary assignment, as explained in B.l above, the
employee will be subject to satisfactory completion of a full
probationary appointment for the new position.

3. Periods of temporary appointments, reassignments, or
promotions of 120 days or less do not count toward probationary
requirements for permanent placement regardless of the number of
separate 120-day appointments involved. Temporary period ends where
there is 1 day or more of interrupted service.

4. An employee who is transferred from another agency with
service under temporary promotions, reassignments with that agency will
not have such service counted in AID. The employee must serve the
applicable probationary period as prescribed by the Agency.
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5. Service while on detail or in acting capacity during the
temporary absence of the supervisor or manager does not count.

IX. FAILURE TO SATISFACTORY COMPLETE THE PROBATIONARY PERIOD

A. If evaluation of the employee's performance reveals supervisory or
managerial deficiencies such as to make him/her unsuited for the
position, the employee is to be returned or reassigned to a
nonsupervisory or nonmanagerial position of no lower grade and pay than
the one from which left to accept the supervisory or managerial
position. The return of an employee for reasons related to supervisory
or managerial performance is not considered an adverse action and is
not appealed under OPM regulations. Certain actions are grievable under
Agency regulations as indicated in Section XI - Appeals and Grievances.
Demotions for reason other than supervisory/managerial deficiencies are
adverse actions and should be processed accordingly.

B. Employee who is returned to a nonsupervisory or nonmanagerial
position at the former grade level loses credit toward a within grade
increase in the former position by reason of having received an
"equivalent increase when promoted." An employee who is returned to a
nonsupervisory or nonmanagerial position under these procedures is not
entitled to grade and pay retention as provided by 5 U.S.C. 5362 and
5363, or reduction-in-force procedures, or for highest previous rate.

C. An employee who is returned to his/her former grade will be
compensated for any within-grade increases that would have been due had
employee remained in the former position.

•

•

•

X.

D. The decision to return an employee to a nonsupervisory or
nonmanagerial position under this regulation should be initiated by the
employee's immediate supervisor and transmitted through the Assistant
Administrators of Bureaus and Heads of Offices and Staffs to the
Director, FA/HRDM. An individual to be returned to a
nonsupervisory/nonmanagerial position will be given sufficient factual
information to make clear the basis for the Agency's action ..

EVALUATION OF EMPLOYEE ••
Performance of first-time supervisors/managers will be evaluated against
the performance expectations that relate to their supervisory/managerial
duties. Informal reviews of performance should be made during the
probationary period so that employees will be kept informed about their
strengths, weaknesses, and work areas in which improvement may be needed.

1. After the employee has served 6 months but on more than 7
months of a prescribed probationary period, the manager must submit the
"Evaluation of Supervisory/Managerial Performance" (Attachment A) to the
appropriate servicing personnel officer through the appropriate
Executive Management Staff. •
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2. If the supervisor is going to recommend retention of the
employee it should be done by the 11th month but not later than the 12th
month by memorandum to the Chief, FA/HRDM/SCD.

3. The supervisor may at any time after 7 months of a
probationary period recommend reassignment or demotion to former grade
of the probationary employee for unsatisfactory performance in
accordance with Section IX. "Failure to Satisfactorily Complete the
Probationary Period."

4. Since temporary service of more than 120 days is creditable,
supervisor should evaluate the employee at the end of 6 but not later
than 7 months of service or at the end of the temporary service,
whichever is earliest.

5. If the temporary services extends through 1 year, the
supervisor should by the 11 month but not later than the 12th month
write a memorandum to the Chief, FA/HRDM/SCD, stating the employee has
satisfactorily performed as a manager or supervisor in the temporary
assignment for a I-year period. If for reasons other than removal for
cause an employee's probationary period is interrupted by transfer,
reassignment, or reappointment, the supervisor should prepare the
Evaluation of Supervisor/Managerial Performance for the employee
regardless of the time served.

6. The Evaluation of Supervisory/Managerial Performance for the
must be prepared as indicated regardless of any other evaluation
requirements of the Agency.

XI. APPEALS AND GRIEVANCES

A. An Agency actions to return an employee to a nonsupervisory or
nonmanagerial position in accordance with this subchapter is not
appealable under aPM regulations.

8. An Agency action to return an employee to a nonsupervisory or
nonmanagerial position may be grievable under Agency procedures when:

1. The employee asserts that removal from the supervisory or
managerial position was based upon other than a deficiency in supervisory
or managerial skills;

2. The employee believes that he or she has served in a former
qualifying or comparable supervisory or managerial position and wishes
to contest the Agency's determination of a probationary requirement in a
new position.

Grievances under this section would be to the Director, FA/HRDM, who
would make a determination based on the recommendation of an ad hoc
committee comprised of three members with management/supervisory
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•responsibility outside the grievant's parent organization. Under (1) or
(2) above, grievances should be presented within 15 days from the
effective date of return to a nonsupervisory position or effective date
of notice of probationary period requirement.

C. An action which denotes an employee to a lower grade than the one
the employee left to accept the supervisory or managerial position is
governed by Chapter 432 or 752 procedures, whichever is applicable.

D. An allegation of discrimination due to race, color, religion, sex,
national origin, physical handicap, or age (provided the complainant is •
at least 40 years old as of the date of the alleged discriminatory
action) in connection with an action returning an employee to a
nonsupervisory or nonmanagerial position under this subchapter is to be
processed as a discrimination compliant under 29 DFR 1613.709. Final
Agency action on such discrimination is appealable to EEOC. An
allegation of discrimination due to martial status or partisan political
affiliation is appealable to the Merit System Protection Board.

XII. RELATIONSHIPS TO PROBATIONARY PERIOD FOR COMPETITIVE APPOINTMENT

If upon appointment an employee is required to serve both a probationary
period for competitive appointment and a probationary period for •
supervisor or manager, the probationary period for competitive
appointment takes precedence and completion of the probationary period
for competitive appointment fulfills the requirement of these procedures.

XIII. TRAINING

A. All supervisors in Government are required to have at least 80
hours of supervlsory training the first 40 of which is given by AID.
All supervisors and managers are required to take the course "The
Manager's Role in Personnel Management" within the first 6 months of
their probationary period. The additional 40 hours may be taken within
the next be 6 months of the probationary period any may be any course
which the Training Division approves as appropriate.

B. While excepted service employees (FS, AD, appointments under
Schedule A, etc.) in AID/W supervisory or managerial positions are
excluded from the probationary period regulations, the Agency requires
that they take the course, "The Manager's Role in Personnel Management,"
within the first 6 months of service in the supervisory/managerial
position.

••

•
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Attachment A to Supp lIB

EVALUATION OF SUPERVISORY/MANAGERIAL PERFORMANCE

Instructions to Evaluating Official

1. The Evaluating Official should familiarize himself/herself with the
supervisory/managerial probationary plan before completing the
evaluation. The original is forwarded to FA/HRDM/PMES for inclusion in
the Official Personnel File. A copy must be given to the employee.

2. The evaluation is used only to assess the probationer's supervisory
and/or managerial skills. It is not for the purpose of evaluating
technical ability or program knowledge not directly related to
supervisory and/or managerial performance.

3. Because the evaluation is applicable to both Supervisory and
managerial abilities and traits, evaluating officials are asked to
comment on those elements which are necessary characteristics for
successful performance in the individual assignment.

4. Both the evaluating official and the rated employee must sign and
date the evaluation. If the employee has not signed an explanation must
be given.

5. The evaluation is to be prepared on plain bond paper identified at
the top with the employee's name, office symbols, and period covered by
the evaluation. Comments are required on each of the following factors
and/or elements. If a particular factor is not applicable, the factor
should be identified and indicated as "NA."

Factors

A. Supervisory Abilities and Traits

1. How well does the employee define assignments and projects and how
effective is he/she in carrying them out?

~
I

;
2. Does the employee delegate responsibility effectively?

)
/

B.

3. How well does the employee:

a. Motivate, train, develop, and guide employees of varied
background and skills?

b. Prompt affirmative action and EO organization?

Managerial and Organizational Abilities

Does employee understand management's goal and objective so that he/she
can effectively establish programs' goals and assess progress toward
their achievement? Explain.
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C. Decision Making

Describe employee's ability to:

1. Absorb new facts and concepts quickly.

2. Analyze complex issues or problems thoroughly and quickly.

3. Keep organizational objectives in mind.

4. Assess the advantages and disadvantages of alternative plans or
courses of action.

5. Make sound decisions, e.g., based on past experience, present
effort, and future outcome.

•

•
6. Accept responsibility.

D. Communication Abilities

3. Be skillful in oral and written communications.

Describe employee's ability to:

1. Communicate effectively with management, employees, and (where
appropriate) employee groups.

2. Foster an attitude of responsible service to the public. •
4. Maintain poise, handle controversial or delicate matters skillfully.

E. Personal Attributes

Describe employee's ability to:

1. Adjust to change, work pressures, or difficult situations without
undue stress.

2. Be able and willing to judge people and situations on the facts. '.3. Consider new ideas or divergent points of view.

4. Have a positive outlook toward the work and the employing
organization.

5. Have the courage of his/her convictions.

Employee Name

Supervisor's Name

Date •
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Supplement llC

GUIDELINES FOR EMPLOYMENT OF
STUDENT VOLUNTEERS WITHOUT COMPENSATION

1. Purpose

These guidelines specify the requirements for the employment of student
volunteers without compensation.

2. Authorities and References

a. 5 U.S.C. 3111
b. 5 U.S.C. 81
c. 8 U.S.C. 2671-2680
d. FPM 308, subchapter 7

./

)

3.

4.

Defi nit ions

a. Volunteer Service. Service performed without compensation by a
full- or half-time student, including graduate student, with the written
permission of the institution at which the student is enrolled. The
written permission requirement is waived for a student who plans to
continue his or her studies after an interim period of absence .

b. Interim Period of Absence. That period between school terms, not to
exceed five months.

c. Student. An individual enrolled not less than half-time in an
accredited high school, trade school, technical or vocational institute,
junior college, college, university or other accredited educational
institution. The student must satisfy the Agency that he or she firmly
intends to continue his or her course of study or training in the same or
different educational institution during the school term immediately
after the interim period of absence.

d. Half-time Student. An individual enrolled in and carrying any
combination of courses, research projects or special studies that meets
one-half of the minimum full-time academic workload standards and
practices of the institution in which the student is enrolled. Written
certification from the institution at which the student is enrolled
half-time must be obtained.

Objectives

The objectives of AID's student volunteer service program are to:

a. enrich the educational process of students and program objectives of
the Agency;
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•b. build a stronger relationship between the educational community and
the Agency;

c. provide opportunities for students to become involved in work
experiences that will help them determine career goals;

d. provide exposure to the work environment and acquaint students with
the Agency mission and its programs;

e. encourage student interest in new or developing occupations and
professions; •

'.Responsibilities

f. support affirmative action programs.

The student volunteer service program may not be used:

a. to displace any Agency employee or to staff a position that is a
normal part of the Agency's work force;

b. when assigned duties would be the same as those of students or
contractors in a paid status or those being performed by direct-hire
employees;

c. when it will adversely affect other Agency student employment •
programs, i.e., the summer employment program, the Stay-in-School program
and cooperative education programs authorized by E.G. 12015;

d. to imply that volunteer service with the Agency will ensure a future
job with the Agency;

e. to perform duties other than to provide educational experience for
the student, e.g., a student majoring in Economics should not be assigned
only typing or messenger functions;

f. when the student is a relative of persons having authority to make
or recommend appointment to positions in the Agency.

5.

a. Staffing and Career Development Division (FA/HRDM/SCDl

(I) Will designate a Student Volunteer Service Coordinator;

(2) Will prepare an SF-50 to initiate and terminate each student
volunteer's services.

b. Student Volunteer Service Coordinator (FA/HRDM/SCDl

(I) Will keep informed on other student volunteer service programs
and serve as liaison with educational institutions interested in
assigning students to the Agency's student volunteer service program; •
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(2) will negotiate a written agreement with the cooperating
institution;

(3) will coordinate assignments of student volunteers with AID/W
bureau/staff offices;

(4) will carry out program reviews and evaluations;

(5) will recommend the number of student volunteers to be employed
by the Agency during the fiscal year;

(6) will conduct periodic program reviews and evaluations, which
will be used, as appropriate, to adjust future program objectives and
content. Reviews and evaluations will include:

(a) assessment of the program to make certain it complies
with 5 U.S.C. 3111 and Agency guidelines;

(b) evaluation of the program in terms of the Agency's goals
and objectives;

(c) assessment of the relationship between the volunteer
students and cooperating institutions with which the Agency has written
agreements.

c. Supervisory Office

The office using the service of the volunteer student will:

(I) provide FA/HRDM/SCD a description of the tasks it wishes the
volunteer student to be responsible for;

(2) ensure that the volunteer's service is not being used to staff
a position that is a normal part of the Agency's work;

(3) provide work assignments detailed enough to provide clear
evidence of the value of the assignment but flexible enough to allow for
modifications to meet changing needs of the Agency and the student;

(4) include in work assignments components that will familiarize
the volunteer student with the Agency mission and its programs;

(5) ensure that the volunteer student receives gUidance from a
professional staff member;

(6) ensure that his or her projects are compatible with his or her
program of study.
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6. Volunteer Service Agreements •

7.

a. The student volunteer service program will be conducted through
written agreements between the Agency and the volunteer student, and, to
the extent possible, the participating institutions.

b. The volunteer service agreement will specify:

(1) the period of assignment, to be set at a length of time that
best serves the needs of the requesting bureau/office and the Agency;

(2) scope of work;

(3) attendance and performance requirements guidelines;

(4) that the student volunteer may not be converted to employment
by the Agency in a paid status under contractual arrangement within 30
days after completion of the volunteer period unless such action is
approved by the FA/HRDM/SCD Volunteer Service Coordinator. Any
employment on a paid status after termination will only be permitted to
the extent that such employment will not be contrary to any applicable
law, rule or regulation.

Student Eligibility and Status

Student volunteers:

a. must be at least 16 years old;

b. are subject to a security investigation;

c. will not be considered Federal employees and will not be eligible
for any employee benefits, e.g., travel, subsistence expenses, quarters,
or reimbursement or payment in kind;

•

•

d. will be covered under the Federal Tort Claims Act and the Workman's •
Compensation Act. .

8. Documentation

a. Student volunteer assignments will be documented as volunteer
service without compensation on Standard Form 50 (SF 50), Notification
of Personnel Action. Copies of the SF-50 are not to be forwarded to the
OPM, nor are data on student volunteers to be transmitted to OPM's
Central Personnel Data File. Each SF-50 must include the following
statement:

"Under 5 U.S.C. 3111, a student volunteer is not a Federal
employee for any purpose other than injury compensation and
laws related to the Tort Claims Act. Service is not
creditable for leave accrual or any other employee benefits." •
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b. When the period of volunteer service has ended, an SF-50 must be
prepared to show termination. The SF-50 should include under item 30,
Remarks:

(1) a statement of the total service in hours or days;

(2) a brief description of the duties performed;

(3) a statement declaring that termination is based on expiration
of assignment or at the student volunteer's request;

(4) the disclaimer cited in paragraph 2 of this section.

c. An Official Personnel File (OPF) will be established for each
student volunteer. The following documents should be filed on the right
(permanent) side of the OPF:

(1) the original written agreement between the student (and/or the
educational institution) and the Agency;

(2) a copy of the student volunteer's SF 171 or SF-173 appointing
the student volunteer;

(3) a copy of the student volunteer's assignment and, if
applicable, the supervisor's statement of performance;

(4) a description of the student volunteer's termination SF-50.

d. When the student's volunteer service is terminated, the OPF should
be sent to the National Personnel Records Center.
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CHAPTER 12

ADMINISTRATIVELY DETERMINED PERSONNEL

12A. Purpose

This Chapter sets forth policies, procedures, and responsibilities
relating to the employment of Administratively Determined (AD) personnel
at levels AD-15 and below under Section 625(b) of the Foreign Assistance
Act of 1961, as amended.

/ 12B. Definition

An AD appointment is an appointment action under which personnel may be
appointed, compensated, and removed by the Administrator without regard
to the provisions of any other law.

12C.

*
Policy

1. AID makes appointments to AD schedule positions only when it is not
feasible to make appointments to General Schedule positions through the
competitive service or excepted service Schedules A, B, or C.

2. The appointment is effective on the date the appointee enters on
duty and is available to perform a federal function.

12D. Procedures and Responsibilities

1. Bureau or Office *
a. The head of the Bureau or Office, or his/her designee, in

which the proposed position is located, forwards, through the Director,
Office of Human Resources Development and Management (FA/HRDM), to the
Administrator, or his designee, the request for appointment of an
applicant to an Administratively Determined Schedule position.

b. Each request for appointment is accompanied by a description
of the proposed position on Optional Form 8, Position Description, and a
completed SF 171, Personal Qualifications Statement, of the proposed
candidate and a statement justifying the need for the AD appointment.

2. Office of Human Resources Development and Management

The Director, FA/HRDM, evaluates the request, secures appropriate
clearances, and recommends grade and rate of pay to the Administrator,
or his designee, who makes the final decision on grade, rate of pay, and
appointment.

'* REVISED
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•12E. Position, Grade and Rate of Pay

1. AD position grades are normally determined by the duties and
responsibilities assigned, using standards applicable to General
Schedule positions or equivalent standards.

••2. Procedures

2. FA/HRDM fixes the initial rate of pay at the first step of the AD
grade of the position, unless the qualifications and/or the candidate's
salary history warrant a higher step.

3. AD personnel are eligible to receive within grade salary increases •
and quality increases as discussed in Handbook 26, Chapter 3, and
Handbook 29,Chapter 5, respectively.

12F. Position Management

1. An AD position may be committed only with prior approval of the
Deputy Administrator.

2. An AD position is assigned only to the incumbent. When vacated,
the Agency examines its needs to retain the AD position.

12G. Performance Evaluation

The performance of an AD employee is evaluated in the same manner as for •
Civil Service Personnel as discussed in Chapter 15 of this Handbook.

12H. Separation of an Administratively Determined (AD) Employee

1. A person appointed to an Administratively Determined (AD) position
serves at the discretion of the Administrator and may be terminated any
time his/her services, for any reason, are no longer needed. As a
matter of procedure, the AD employee is given 30 calendar days/notice
prior to termination of his/her appointment. The notice period may be
shortened, but in no case will the employee receive fewer than 10
calendar days notice. The employee who has statutory reinstatement
rights is given 45 calendar days notice and informed of such.rights.

a. An AD appointment shall be terminated when it is determined
that the services of the AD employee are no longer required. The
Director, FA/HRDM, after consultation with the Administrator, shall set
the termination date.

•
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12H2

b. FA/HRDM prepares the letter notifying the employee that the AD
appointment will be terminated. The letter contains the following
information:

(1) The date the AD appointment will be terminated;

(2) Information concerning entitlement to severance pay; and

(3) Information concerning reinstatement rights, if any.

121. Reinstatement Rights

1. Statutory Right

Upon separation from an AD appointment for any reason other than
misconduct or delinquency, the employee may be entitled to reinstatement
to the position occupied at the time of appointment, or to a position of
comparable grade and salary provided the former position was:

a. In the competitive service under a career or career-conditional
appointment;

b. In the excepted service under an appointment without a
specific time limitation;

c. Under an appointment or assignment made in accordance with
authority in the Foreign Service Act of 1980, as amended.

2. Employee's Application for Reinstatement

a. Unless arrangement has been made for reinstatement without a
break in service, an employee who wishes to exercise reinstatement
rights must apply directly to his/her parent agency (or to FA/HRDM/SCD
when AID is the reemploying office), in writing, no later than 30
calendar days after his/her AD appointment, whichever is later.

Parent agencies reinstate eligible applicants as soon as possible
after receipt of the application. In any event such applicants are
restored (1) within 30 calendar days after receipt of the application,
or (2) upon termination of the AD appointment, whichever is later.

3. Action when Employee is Determined Ineligible for Reinstatement

When AID/W is the reemploying office, FA/HRDM/SCD notifies the
employee promptly on receipt of the application if the employee is
considered ineligible for reappointment. The notice is in writing and
includes a statement of the basis for such determination and of the
employee's right to appeal as discussed in Handbook 30, Chapter 7.
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12J. Related References

Information on the below listed subjects as they relate to AD
appointment and employment, may be found in the following references:

1. Employment Security Program - Handbook 6.

2. AD Executive Personnel, AID/W - Handbook 25, Chapter 13

3. Severance Pay - Handbook 26, Chapter 10.

•

•

•

' •

•
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CHAPTER 13

EXECUTIVE PERSONNEL AID/WASHINGTON

13A. Purpose

The purpose of this Chapter is to prescribe the basic regulations
pertaining to the employment, assignment, and separation of Executive
Personnel in AID/Washington. It also describes some of the special
provisions which affect the status of AID executives.

/ 136. Coverage

As used in this Chapter, the phrase "Executive Personnel" means persons
who are appointed to AID/W executive positions under the Foreign
Assistant Act (FAA) of 1961, as amended and the Civil Service Reform Act
(CSRA) of 1978. These executives are identified as either statutory
officers who are appointed by and with the advice and consent of the
Senate, or as Senior Executive (SES) or Administratively Determined
Schedule (AD), Senior Level (SL) pay band. The three categories of
executives and their respective appointing authorities under the FAA are:

Statutory Officers

Senior Executive Service

AD Senior Level

Section 624(a)

CSRA

Section 625(b)

NOTE: A Foreign Service Officer of the Department of State may be
appointed or detailed to AID to fill any of the positions listed above.
He shall not, by virtue of such an assignment, lose his status as a
Foreign Service Officer of the Department of State.

13C. General Policy

1. Only persons of acknowledged executive skills are appointed to the
positions. The assessment of a candidate's qualifications and the
selection is made prior to the clearance process.

2. The appointment is effective on the date the appointee enters on
duty and is available to perform a federal function.

13D. Recruitment

Candidates for the Executive Personnel category may be recruited from
within or outside the Federal Government.

1. Statutory officers, also known as Presidential appointees, are
exempt from the competitive requirements of the Office of Personnel
Management (OPM).

*

Chapter Certified 4/22/92
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13D •
*

2. SES members are subject to the OPM qualification requirements.
They are selected on the criteria developed between the FA/HRDM and OPM
in accordance with the procedures established in Chapter 305 of the
Federal Personnel Manual (FPM).

3. Although the selection of candidates for AD positions is not under
OPM jurisdiction, the Agency utilizes comparable criteria, at the
discretion of the Deputy Administrator (DA), in its selection of AD
executives.

In all cases of appointments, heads of Offices and Bureaus request the •
Deputy Administrator's concurrence in an Action Memorandum to be sent
through AA/FA.

13E. Initial Appointment

1. Statutory Officers

Twelve Presidential executives may be appointed in AID under
Section 624(a) of the FAA. Their appointment is made by and with the
advice and consent of the Senate. The President nominates the
Administrator and his appointment is confirmed by the Senate. The
Administrator nominates the other eleven officers and they are appointed •
by and with the advice and consent of the Senate.

NOTE: Four of these officers must be Assistant Administrators of
Geographic Bureaus.

2. Senior Executive Service (SESl

These executives are appointed by the Administrator under the CSRA
in conformance with the established rules and regulations applicable to
other Civil Service employees. Executive positions may be established
only after OPM approval of both the position and the proposed incumbent.

These executives are appointed by the Administrator under Section
625(b) of the FAA and are exempt from the competitive requirements of
the Civil Service. Congress has fixed the maximum number of AD Senior
Level in AID at 51. Prior to appointment, candidates must read and sign
the "Conditions of Appointment for AD Executive Personnel" (see
Attachment 13A).

3. AD Senior Level (SLl -.

•
* REVISED
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13F. Employment Status

1. Statutory Officers

a. Tenure

Since the appointees are employed at the discretion of the
Administrator and appointed by and with the advice and consent of the
Senate, their appointment may be terminated with minimal notice if their
services are not required. The appointees do not have statutory
reemployment rights to their former agency. For the purpose of this
paragraph, "agency" also means the Foreign Service or Civil Service of
AID.

b. Eligibility for Federal Benefits

As employees of the Federal Government, executives may
participate in most of the benefit programs available to other Federal
employees; e.g., life and medical insurance and Civil Service or Foreign
Service Retirement. (See Handbook 29, Employee Relations and Benefits.)

~ 2. Senior Executive Service

a. Tenure

Executives appointed to SES positions are subject to the same ~

rules and regulations as other Civil Service employees of AID; that is,
they are appointed to the competitive service under a career limited or
noncareer executive appointment.

b. Eligibility for Federal Benefits

These executives are eligible to participate in all the
benefit programs applicable to Civil Service employees. (See Handbook
29, Employee Relations and Benefits.)

3. AD Senior Level

a. Tenure

Executives appointed to AD Senior Level positions are not in
the competitive service, and as such may be appointed, compensated, or
removed without prior approval from OPM. They serve at the discretion
of the Administrator and may be terminated with minimal notice if their
services are not required. They may be eligible for reemployment rights
to their former agency, as discussed in Chapter 12 of this Handbook.
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13F3 •b. Eligibility for Federal Benefits

These executives are eligible to participate in all the
benefit programs applicable to Civil Service employees. (See Handbook
29, Employee Relations and Benefits.)

13G. Areas of Responsibility

1. The Administrator

The Administrator approves or disapproves all appointments,
reassignments, compensation, class, and separation of executive
personnel.

2. The Deputy Administrator
•

a. Consults with Assistant Administrators of Bureaus and Offices
on executive staffing requirements.

b. Examines nominations and evaluates candidates' SUitability for
vacancy, pending required clearances; recommends candidates to the
Administrator.

c. Provides written notification to Assistant Administrator of •
Directorate, AA/FA, and Director, FA/HRDM, of approval subject to
required clearances, or disapproval of appointment.

3. The Assistant Administrators of Bureaus or Offices

~ 5. Executive Management Division, FA/HRDM/EM

a. Maintains continuing contact with the White House liaison for
AD, Schedule C and noncareer SES appointments and AID/W Bureaus and
Offices to determine current and future executive level manpower *
requirements.

b. Determines appropriate source of supply to fill executive
level vacancies; i.e., promotion or reassignment; transfers from other
U.S. agencies; details from State; or hiring from outside U.S.
Government.

~ REVISED

•
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c. Maintains executive inventory of qualified senior personnel
candidates with special capabilities. Recommends suitable candidates
for executive vacancies based upon internal and outside talent search
operations.

d. Refers candidates, to the Performance Management and Employee
Services Division, for counseling regarding eligibility for certain
benefits.

\
e. Consults with currently assigned executive level personnel to

determine officers' preferences for future assignments.

f. Coordinates with Bureau, Offices, and OPM, to assure proper
order of events concerning appointment and on service actions.

g. Maintains up-to-date listing of all executive level positions.

h. Initiates administrative processing of executives; i.e.,
security clearance, orientation, preparation of personnel action, and
clearance by the Bureau/Office concerned, and the OPM when applicable.

i. Counsels newly assigned employees regarding the excepted
service (statutory or AD Senior Level) and other pertinent matters
relating to their assignment.

j. Assures that employees, primarily senior level GS employees,
have been considered for current and projected needs for senior level GS
positions in AID/W in conformance with merit promotion principles.

k. Prepares Action Memorandum to the Deputy Administrator through
AA/FA from the Director, FA/HRDM, on all appointments or separations
regarding Senior Management Group members.

/

1. Advises FA/HRDM/SCD of any changes in position status of all
AD and GS positions as these changes occur.

13H. Compensation

1. Statutory Officers

Statutory Officers are paid by the Executive Pay Schedule,
beginning with Level II to Level V of the schedule. These include the
Administrator, the Deputy Administrator, Assistant Administrators, the
General Counsel, and the Inspector General. The position class
determines the salary class. *

AID Administrator

AID Deputy Administrator

Level II

Level III
./

* REVISED
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AID Assistant Administrators

Inspector General

2. SES

Level IV

Level V

The SES is a gradeless system with six rates of pay, ES-l through
ES-6.

3. AD Senior Level

Executives in AD positions are paid at any rate approved by DA
under the Ad~inistratively Determined Schedule and comparable to GS
positions.

131. Leave (Annual, Sick, and Leave of Absence)

1. General

•
a. Statutory Officers

Statutory officers are exempt from the leave laws by 5 U.S.C.
6301 and FPM Chapter 630, Subchapter 2, and as such do not earn or •
accrue leave under the normal formula. However, they are granted leave
of absence with pay. "Leave of absence" is a phrase used for an
informal leave system not covered by 5 U.S.C., comparable to the annual
and sick leave benefits of other Federal employees.

b. SES and AD Senior Level

Executives in this category are covered by 5 U.S.C., 6301 and
earn and accrue leave the same as other Civil Service employees.

2. Approving Authorities

a. Statutory Officers

Statutory officers may take leave at their discretion;
however, their superior officer should be informed of any absences.

b. SES and AD Senior Level

Executives in this category are subject to the same
regulations applicable to other Civil Service employees.

13J. Performance Rating

1. Statutory Officers

Statutory Officers are not given an official rating.

* REVISED

*
••

••
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2. SES and AD Senior Level

These executives are rated in accordance with established rating
procedures applicable to AID Civil Service employees.

13K. Within-Grade Increases

Only SES and AD Senior Level are eligible for within-grade salary
increases.

SES and AD Senior Level Promotions
\

\

)
/

/

/

13L.

*Promotions are affected whenever an executive is appointed to a higher
grade position. Such actions must be conducted in accordance with the
procedures for initial appointment.
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Attachment 13A

Conditions of Appointment for Administratively
Determined Executive Personnel Appointed Under

Section 625(b) of the Foreign Assistance
Act of 1961, as amended

Section 625(b) of the Foreign Assistance Act of 1961, as amended,
authorizes the Administrator of the Agency for International Development
to employ a specified number of persons in excepted positions in
Washington and provides further that such persons may be appointed,
compensated, or removed without regard to the provisions of any other
law. Accordingly, the appointment and tenure of individuals employed
pursuant to Section 625(b) are not governed by the Civil Service Laws,
Veterans Preference Act, or any other statute, or implementing regulation
based upon such statutes, with respect to appointment, compensation, or
removal.

This means that persons appointed under the above authority are outside
the Competitive Service, serve at the pleasure of the Administrator, and
may be removed at any time.

I have read and understand the above statement concerning the
conditions under which I am being appointed, and I hereby
voluntarily accept such appointment. Furthermore, I understand
that this appointment is outside the Competitive Civil Service and
that while in this position I serve at the pleasure of the
Administrator.

\

r
/

Date Signature
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CHAPTER 14

EXPERTS AND CONSULTANTS

14A. Purpose

This chapter provides the policies and regulations which govern the
appointment of experts and consultants by the Agency.

14B. Authorities and References

1. 5 U.S.C. 3109
2. Section 626(a) of the Foreign Assistance Act of 1961 (FAA),

as amended
3. Section 824 of the Foreign Service Act of 1980 (FSA), as amended
4. FPM Chapter 304, Employment of Individual Experts and Consultants
5. OMS Circular A-120, Guidelines for the Use of Consulting Services

14C. Pol ides

1. Experts and consultants are appointed to provide specialized advice
and services involving Agency problems, policies or operating functions
when such advice and services are not readily available in AID or from
other Federal agencies, or when an outside point of view is needed.

2. Experts and consultants are employed on an intermittent or temporary
basis. They are not employed to fill what are essentially continuing
positions. For this reason, they normally are not appointed for more
than 130 days during a service year. New and renewed appointments may
contain a limitation of less than 130 days.

3. A retired AID employee may not be employed or,begin work as an
expert or consultant for the 60-day period followlng retirement. Any
exception to th is requ i rement liiUst-:De-approved--by--the-Di rector, Offi ce
of Personnel Management .(M/PM/OD),_or__designee. AID retirees may not be
employed-as-experts6rcrinsiJltants if a substanti al portion of the
proposed duties are to evaluate, advise on or carry out functions on
which they worked prior to retirement or separation.
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(\

1. Consultant. A person serving as an advisor to an officer or instru
mentality of the Government, as distinguished from an officer or employee
carrying out an agency's duties and responsibilities. Ordinarily,
consultants are expert in the field in which they advise, but need not
be specialists.

2. Consultant Position. A position which requires the performance of
purely advisory or consultant services but does not include performance
of operating functions.

3. Expert. A person with excellent qualifications and a high degree of
attalnment in a professional, scientific, technical or other field. The
expert's knowledge and mastery of the principles, practices, problems,
methods and techniques of the field of activity, or a specialized area in
the field, are clearly superior to those usually possessed by competent
persons in that activi ty • An expert may be ass i gned operat i ng or
supervisory responsibilities.

4. Expert Position. A temporary or intermittent position with duties
that cannot be performed satisfactorily by someone not an expert in the
particular field of activity.

5. Special Government Employee. An expert or consultant employed to
serve, with or without compensation, for not more than 130 days during
any period of 365 consecutive days, under any type of appointment of
whatever duration in one or more Federal agencies.

6. Intermittent Employment. Occasional or irregular employment on
programs, projects, problems, or other phases thereof, requiring inter
mittent service. When an intermittent expert or consultant works more
than one-half of full-time employment, i.e., more than 130 days in a
service year, employment automatically ceases to be intermittent and
becomes temporary. The expert or consultant may not continue in the
same position beyond the service year in which the limit was exceeded.

7. Day Worked. Any complete or partial -day of service for which an
employee is paid.

8. Temporary Employment. Employment for one year or less on programs,
projects, problems, or phases thereof, requiring temporary service.

9. Service Year. A 12-month period beginning with the date of initial
appointment to a specific expert or consultant position.

•

•

•

•
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10. Administrative Workweek. A period of seven consecutive calendar
days, beginning Sunday and ending Saturday.

11. Regularly Scheduled Administrative Workweek or Tour of Duty. The
prescribed days and hours within an administrative workweek during which
such employees are required to be on duty regularly.

14E. Responsibilities

1. Office of Personnel Management (M/PM)

a. Establishes policies and guidelines governing the appointment
and use of experts and consultants in the Missions and in AID/W.

b. Approves or disapproves all requests for the employment or
extension of experts and consultants.

c. Recruits qualified candidates, as required, referring names to
the requesting Office or Mission for approval.

d. Processes and appoints selected candidates.

e. Controls renewals of consultants' and experts' appointments
authorized by section 626(a) of the FAA.

f. Maintains effective controls over use of experts and consultants
during their employment. In this regard, conducts frequent reviews,
generally quarterly, for those who have worked 10 days or more during
the quarter, to assure the following:

• Duties of record are those being performed;
• Duties performed are those of an expert or consultant;
• Time limits are being observed; and
• Documentation is current.

2. Assistant Administrators and Heads of Offices (or their Deputies)

Certify to the accuracy of conditions of employment contained in
form AID 4-483, Request for Employment of Consul tant or Expert.
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3. Overseas Consultants

a. Missions

•

(1) Determine the need for, and request the services of,
experts and consultants through the appropriate AID/W Bureau/Office;

(2) Obtain cooperating country clearances, as necessary;

(3) Ensure that travel per diem rates do not exceed the amount •
required to meet the necessary authorized subsistence expenses;

(4) Utilize the selected person only for those duties described
on the approved job statement on form AID 4-483 (Att. 14A);

(5) Maintain and forward Time and Attendance Reports to M/FM/ESD
in accordance with HB 27, Ch. 8, Timekeeping and the AID Timekeeper's
Manual;

(6) When an expert or consultant departs post, advise M/PM/FSP,
of the number of days and the dates the employee worked.

b. Geographic Bureaus

(1) Upon Mission request, seek M/PM/FSP approval to employ and
assign an expert or consultant overseas and provide M/PM/FSP with
completed and certified form AID 4-483;

(2) Ensure that workdays requested are within ceiling
authorized by M/FM/BUD. Processes requests in excess of authorized
ceiling as outlined in 14F3; and

(3) Request approval to extend an appointment to a Mission 30
d~s in advance of the proposed effective date, or to coordinate termi-
nations, and provide all information necessary to process such actions. •

4. AID/Washington Consultants (AID/W Offices and Bureaus)

a. Determine the need for establishing or continuing an expert or
consultant position in AID/W.

•



\
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b. Assure that consultant workdays are available or request
additional workdays as outlined in 14F3.

c. Select the best available candidate, subject to required
clearances.

d. Request M/PM approval to employ or extend an expert or consultant
at least 30 days prior to proposed actiOn and in...·this regard:

(1) Provide M/PM with completed form AID 4-483 and other
information required to process action;

(2) Obtain signature of Assistant Administrator or Office Head
on the form AID 4-483;.;

e. Utilize the selected person only for those duties described on
the approved form AID 4-483;

f. Control the number of days the appointee works in anyone
service year.

5. Office of Financial Management (M/FM)

M/FM/BUD is responsible for issuing approved annual expert/
consultant ceilings based on requests submitted by Bureaus and Offices
and advising M/PM of the approved levels (see HB 32, Ch. 3, Work Force
Allocation and Employment Controls).

6. Office of the General Counsel (GC)

AlDis Counselor on Ethical Conduct and Conflicts of Interest reviews
statements of employment and financial interests submitted by experts and
consultants for conformity to applicable laws and regulations (see HB 24,
Ch. 2, Employee Responsibilities, Conduct and Political Activity).

7. Inspector General, Office of Security (IG/SEC)

Completes security investigations as prescribed in HB 6, Ch. 1, AID
Personnel Clearances.
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•14F. Procedures

1. AID Bureaus/Offices are allocated expert/consultant ceilings for
each fiscal year (FY) by M/FM/BUD (see HB 32, Ch. 3).

•

•

2. Initial requests for expert or consultant services are forwarded to
the Bureau/Office Administrative/Executive Management Staff (EMS) office
using form AID 4-483.

3. If the requested workdays are within the authorized FY ceiling, the
signed 4-483 is forwarded to M/PM/CSP or M/PM/FSP, as appropriate, for •
approval and processing in accordance with established procedures.

4. If the requested workdays exceed the authorized FY ceiling, a
request for additional ceiling is forwarded by memorandum to M/FM/BUD.
The memorandum must include the number of workdays requested and the
proposed dates of employment.

M/FM/BUD reviews and approves requests subject to Agencywide ceiling
availability. Approved requests involving periods of service which
overlap FYs will be taken into account by M/FM/BUD in their annual
ceiling approval process.

The Bureau/Office completes and submits form AID 4-483 to M/PM/CSP
or M/PM/FSP, as appropriate, for the workdays authorized by M/FM/BUD.

14G. Time Limitations on Appointments

1. Appointments may be made on an intermittent or temporary basis.
Reappointments require prior approval by M/PM/CSP or M/PM/FSP, as
appropri ate.

2. When employed on an intermittent basis, experts and consultants:

a. May be reappointed in consecutive years when they work 130 days
or less each service year, subject to the provisions of this section;

b. Are considered "Special Government Employees" and are exempt from
certain conflict of interest laws when they work 130 days or less during
the service year (see HB 24, Ch. 2).

3. All appointments contain a limitation on the number of days that may
be worked based on the workdays allocated to the Bureau/Office. The
number of days authorized during a service year will be indicated in the
Remarks section of the personnel action effecting the appointment.

•
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4. Temporary appointments (service of more than 130 days in a service
year) may be renewed only as follows:

a. Appointments authorized under 5 U.S.C. may be renewed provided
the individual is assigned to a different position having duties and
responsibilities that are recognizably different from those of the
previous assignment and that cannot be considered an outgrowth or
extension of that assignment.

b. Twenty-five appointments authorized under the FAA may be renewed
annually: ten may have general qualifications, ten may be retired mili
tary personnel with specialized research and development experience, and
five may be retired personnel with specialized experience of a broad
politico-military nature.

c. An expert or consultant who served on a temporary basis may be
reappointed to the same position only on an intermittent basis.

5. Experts or consultants may be terminated, without notice, at any
time their services are no longer required. Employing offices are
responsible for promptly requesting termination of such appointments.

14H. Conditions of Employment

1. Medical Clearance

An expert or consultant proposed,for overseas duty may be required
to furnish medical proof of physical fitness prior to departure. The
individual is liable for expenses involved in obtaining documentation.

2. Hours of Duty

The hours of duty may be adjusted to conform to the schedule
prescribed for the duty post. Mission Directors and Heads of AID/W
Bureaus/Offices, or designees, may authorize experts and consultants to
work on days other than regularly scheduled workdays if the related SF
50 provides for such officials to approve work on nonscheduled workdays.

3. Conflicts of Interests and Political Activity

a. Experts and consultants who have a regularly scheduled tour of
duty are subject to the political activity restrictions specified in
HB 24, Ch. 2.
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b. Experts and consultants employed on an intermittent basis are
subject to the political activity restrictions specified in HB 24, Ch. 2
whi1 e in an active duty status and for the entire 24 hours of any day of
actual employment.

c. Applicants for expert or consultant positions are subject to the
conflict of interest regulations provided in HB 24, Ch. 2 and must file
a Confidential Statement of Financial Interest, if applicable.

4. Performance of Work Away from AID Facilities

Experts and consultants work in the same area or office space
provided regular employees except when the assignment requires constant
travel or movement to different locations and under other extraordinary
circumstances. The official who signs the AID 4-483 covering the
appointment action must approve the written request to perform work away
from AID facilities. When authorized to perform work elsewhere, consul
tants or experts must report time and attendance to their employing
office, which will certify the claim and sign and submit the timecard to
M/FM/ESD.

141. Compensation

1. Rate of Pay

•

•

•
Experts or consultants are paid at rates not to exceed the maximum

rate for GS-15. Daily rates at less than the maximum are set at a daily
rate comparable to steps 1 through 10 of GS-13 through 15. Payment is
made for days worked and for official travel during scheduled workdays.
For partial days worked, pay is prorated for the actual hours worked,
unless it is determined that the individual's normal business or
activity was substantially precluded by the performance of AID work.
Salary is based on the level and difficulty of the work, the
individual's qualifications and the availability of such services in the •
labor market. The following factors may' be considered in determining
the rate of pay:

a. Uniquely high qualifications of a candidate which are a rare
combination of education and experience pertinent to the assigned duties
and responsibilities; \

b. Existing pay the candidate would forfeit by accepting Federal
employment;

•
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c. The services of a particular candidate are needed because the
candidate's special experience, knowledge or skills are essential to the
accomplishment of a highly important Agency program objective;

d. A current bonafide offer of employment from another agency or
company at a higher rate than the candidate's existing salary; and

e. Salary over a significant period of time that the candidate has
commanded for full-time or consultant employment.

2. Pay Limitations and Dual Compensation

a. The total daily compensation (annuity plus pay) of a Civ"il
Service annuitant employed as an expert or consultant may not exceed the
daily rate of pay authorized by AID to be paid to that expert or
consultant. FOR EXAMPLE, if an individual's annuity under the CSRS
is $100 a day and the salary for expert or consultant services is $180 a
day, the individual would be entitled to receive $80 a day.

b. The total compensation (annuity plus pay) of a Foreign Service
annuitant employed as an expert or consultant may not exceed during any
calendar year the. basic salary the individual was entitled to receive on
the date of retirement. FOR EXAMPLE, if an individual's salary at
retirement under the FSRDS was $36,000 per year with an annuity of
$18,000 per year, the individual would be entitled to earn up to $18,000
in a calendar year. Thus, if $180 were received a day as an expert or
consultant, the individual could be paid for work up to about 100 days,
if authorized. Additional days worked would result in a reduced annuity.

c. Retired members of the uniformed service draw full compensation
from AID. Upon receipt of the SF 50 effecting appointment to AID, the
finance center of the service concerned will determine the deductions,
if any, to be made from the Officer's retired"pay. Deductions will vary
depending upon such things as the length and type (intermittent or full
time) of appointment and whether the officer was retired for disability.

3. Overtime Pay

Experts and consultants are not entitled to overtime pay.

4. Post Differential and Danger Pay

a. Experts and consultants on detail to an overseas mission may be
paid post differential and danger pay in accordance with HB 26, Ch. 13,
Overseas Allowances and Differentials.
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b. Section 552 of the Standardized Regulations, Ceiling on Payments,
is applicable in determining the maximum amount of differential which may
be paid to experts and consultants. Experts and consultants assigned or
detailed overseas must have a regularly scheduled 40-hour workweek to be
eligible for post differential. For employees authorized to work beyond
the regularly scheduled 40-hour workweek, only the first 40 hours paid
are considered in calculating post differential.

5. Hol i day Pay

When authorized on the SF 50 effecting the appointment, experts and
consultants who work a full-time prescheduled 5-day or longer administra-
tive workweek may be paid for nonworked holidays. Experts and consul-
tants employed on an intermittent basis are not eligible for holiday pay.

6. Waiver of Compensation

Experts or consultants who do not wish to accept compensation must
sign a Waiver of Compensation. Normally this is done prior to
performing any work (see Att. 14B) to protect the Government from future
claims for services rendered. However, such a waiver may be executed
and effected at any time by an employee. The waiver is retained as a •
permanent record in the employee's personnel folder and a copy is
provided M/FM/ESD.

7. Compensation for Occupational Illness or Injury

Experts and consultants who incur an illness or lnJury in the course
of official duties or official travel may be eligible for Federal
Employee's Compensation Benefits (see HB 29, Ch. 1, Fringe Benefits).

l4·J. Employee Benefits

1. Leave

Only experts and consultants with a regularly established tour of
duty earn sick and annual leave. The appointment action must specify
the tour of duty.

2. Life Insurance and Health Benefits

Experts and consultants are not eligible for Federal group life
insurance or heal th benefits coverage unl ess employed full-time with a
regular tour of duty following, without a break in service of more than
three calendar days, service under which they were covered.

•

•
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3. Civil Service Retirement or Social Security Coverage

14K.

a. Experts and consultants are covered by Social Security when they
are presently drawing Civil Service annuity, have a break in Federal ser
vice of more than three calendar days, or are Foreign Service annuitants.

b. Former Federal employees are covered under the CSRS only when
they have a break in service of three calendar days or less and were
previously covered by the CSRS.

Travel and Transportation

1. In addition to the basic daily rate of pay, an expert or consultant
may be paid travel expenses and per diem in lieu of subsistence. Such
payments are authorized for each day the expert or consultant is
required to be away from the commuting area of his or her home or
regular place of business. Payment is made in accordance with the
Standardized Government Travel Regulations unless a lower rate is
prescribed in the travel order.

2. Per diem allowances may be authorized only as justified by the
circumstances affecting travel. Rates are not fixed in excess of those
required to meet authorized subsistence expenses. When an expert or
consultant is to be employed for a continuous period of more than 60
days, the employing office notifies M/FM of any reduction in per diem,
to be effective no later than the 61st day of employment. Experts and
consultants are notified of the 60-day requirement, preferably in
writing, prior to employment. Travel authorizations must be amended
whenever a reduction in per diem is warranted. The amendment indicates
a current or prospective date (not a retroactive date) for payment of
reduced per diem (23 CG 713).

3. Per diem in lieu of subsistence may not be paid to any expert or
consultant whose residence or regular place of business is located in
the same commuting area as the post of duty.

4. If a consultant or an expert, upon or after appointment, changes his
or her residence to the post of duty, per diem in lieu of subsistence
must terminate as of the date of the change in residence.
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ATTACHW::NT 14A

REQUEST FOR EMPLOYMENT OF

CONSULTANT OR EXPERT

PRIVACY ACT STATEMENT

(TM 25:143)r.h 14. H? 25
~: (Sa Ha1ldboolc 25, ChapIN' 14)
FOR DEPARTMENTAL SERVICE - Submit original
and one (I) copy to PM{POfW,
fOR OVERSEAS SERVICE - Submit original and
one (I) copy to PM/PO/OS.

l.'~
'--~

()

The folJowing ,tatement i, required by the Privacy Act of 1974 (Public Law 93·579). This form il used to justify the employment of
COnlultant, or Experu and to record qualificationl and employment data. Section 626(a) of the Foreign Auiltance Act of 1961, aI

amended, COnltitutel authority for collecting thil information.

Dilc10sure of the information provided, will not be made ouuide the Agency without the written consent of the employee concerned
except (al purluant to any applicable routine uses listed under AID'I Civil Service Employing Office Personnel Records System (AID.2)
in AID', Notice of SYltem. of Records for implementing the Privacy Act as published in the Federal Regilter, or (b) when disclosure
without the employee', consent is authorized by the Privacy Act and provided for in AID Regulation 15. (A copy of the Regulation
and Notice of SYltems of Records is available from AID Diltribution on requelt.)

PART I- TO BE COMPLETED BY ORIGINATING OFfiCE
NAME Of CANDIDATE (LI1II. First, Middle) 1I0ME ADDRESS LEGAL ADDRESS
MR., MRS., MISS, MS.

REQUESTING ORGANIZATION ASSIGl'o'MENT LOCATION (Div•• Br•• Unit) DUTY STATION

TYPE Of APPOINTMENT TYPE Of TOUR TYPE Of DUTIES

D New 0 Renewal D Advisory (Consultant)

0 Extension Within Service Year n Revular 0 Intermittent n Snecialized Skill or S~.!'-ice (E~~rt)
NnfBER Of DAYS WORKED PAST SERVICE ESTIMATED COST Of TRAVEL TO A~b fROM ESTIMATED PER Du:.~l AT ASSIGl'o~IENT

YEAR ASSIGNMENT LOCATION LOCATION

ESTIMATED :-;UMBER Of DA'\ S TO BE
WORKED

JUSTIFICATION:

II. NEEn AND UTILIZATION· State concisely the 5~cific need for procurinK the cOJuultinK lervice. includinK the objectives and the antidpated benefiu
for the Agency. Evaluate the cost of the services in terms of anticipated utilization of the work product.

b. REVIEW Of PRIOR WORK - Brien.. describe efforts made to enswe that the proposed consulting service does not duplicate work conducted previously.
Where appropriate, describe the results of an AID data bank learch (located in the Office of Development Information and Utilization•. Bureau for Devel
opment Support, DSfDlV).

c. In-llouse Capability· State why the work cannot be performed effectively and more appropriately by reKUlar employees of the Agency.

d. DL"TIES - Describe advisory or expert work to be performed and expertise needed.

(Continut:' on ,tTt'Ts~.fn~c~ssary)

Am 4-485 (2·81) (Co1llinued on rellcrIe)
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CHAPTER 15

PERFORMANCE MANAGEMENT SYSTEMS

"PerfOnllanCe Management Systems - A Gui debook n appl i es to:
o Senior Executive Service employees;
o Supervisory and management officials, GM-14 through GM-15;
o GS, wage grade and prevailing rate employees, GS-l through 12, and

employees in non-supervisory or non-managerial positions, GS-13
through 15.

Administratively Detenllined (AD) and Schedule C employees are included under
the PMRS and PMS, as appropri ate. However, pay and perfonnance bonus deci si on
for AD employees are made by the Deputy Administrator. Presidential
appointees (EX), Foreign Service employees and temporary employees appointed
for 120 days or less, are excluded from the Perfonllance Management Systems •.

Employees and supervisors should use the guidebook to plan, review and appraise
employees' job perfonllance.

Supervisors should not use the pr~s to deal with problems related to conduct,
health or alcohol or drug abuse except as they directly affect job 'perfonnance.
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) INTRODUCTION

The Performance Management Systems of the Agency for International Development
provides guidance to plan, review and appraise employee job performance. It
also provides a way to communicate organizational objectives to employees and
to integrate program and administrative initiatives into the performance objec
tives of individual employees. The Systems and the employees they cover are:

\

)

Performance Management and Recognition System (PMRS). Supervisory and
management officials, GM-13 through GM-15 (formerly Merit Pay employees);

Performance Management System (PMS). GS and prevailing rate employees,
GS-l through 12, and employees in non-supervisory/non-managerial
positions, GS-13 through 15;

Senior Executive Service Performance Management System (SESPMS). Senior
Executive Service (SES) employees.

Administratively Determined (AD) and Schedule C employees are included
under the PMRS or PHS, as appropriate. However, pay and performance bonus
decisions for AD employees are made by the Deputy Administrator.

Presidential appointees (EX), and Foreign Service and temporary employees
whose appointments are for 120 days or less, are excluded from the Performance

\ Management Systems.
I

Supervisors should not use the Performance Management Systems to deal with
problems related to conduct, health or alcohol or drug abuse except as they
directly affect job performance. Supervisors should contact the Office of
Personnel Management, Civil Service Personnel Division (M/PM/CSP) for guidance
on a case-by-case basis.

Authorities and References

/

Performance Appraisal
Performance Awards
Superior Accomplishment Awards:
Within-Grade Increases (WGI):
Quality Step Increases (QSI):
Reduction-In-Force (RIF):
Employee Performance Records:
General Pay Increase:
Merit Increase:
Competitive service; probationary

period
Reduction in Grade, Removal

5 USC Chapter 43; 5 CFR 430(A)(B)(C)(D)
5 USC 4503, 5406; 5 CFR 430(E) and 540.109
5 USC, Chapter 45; 5 CFR 451 (A)
5 USC 5335, 5304; 5 CFR 531(0)
5 USC 5336; 5 CFR 531 (E)
5 USC 3502; 5 CFR 351.504
5 USC 552a; 5 CFR 293.404, 293.405
5 USC 5305, 5303; 5 CFR 540.106
5 USC 5404
5 USC 3321

5 CFR 432
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Part I. PERFORMANCE MANAGEMENT AND RECOGNITION SYSTEM (PMRS)
and

PERFORMANCE MANAGEMENT SYSTEM (PMS)

Chapter 1. OVERVIEW

Purpose

This part establishes the policies and procedures for AID's PMRS and PMS and
provides guidance for planning, reviewing and appraising job performance of
employees under the two systems. The systems are intended to improve indi
vidual and organizational effectiveness by relating pay levels and adjustments
and awards to individual and organizational performance. Performance ratings,

\ the result of identifying an~ communicating goals and objectives and evaluating
~ individual and organizational performance. will be used by AID supervisors to

manage their respective organizations and to direct PMRS and PMS employees.

Within-grade increases, Quality Step Increases. merit increases. performance
awards and performance-related superior accomplishment awards will be granted,
commensurate with employee performance levels and achievements to motivate
employees to increase productivity and creativity, to support and enhance
Agency and national goals, and to obtain ma~imum benefits for the U.S.
Government.

Applicability

This part applies to all AID employees except those in the Senior Executive
Service and the Foreign Service.

Where guidance varies with the Agreement Between the Agency for International
Development and the American Federation of Government Employees (AFGE). Local
1534, the agreement takes precedence for bargaining unit employees.

Definitions

Acceptable Level of Competence. Fully successful performance of the duties
and responsibilities of an employee's assigned position which warrants advance
ment of the employee's rate of basic pay to the next higher step of the GS
grade of the position.

Appraisal. The act or process of reviewing and evaluating the job perform
ance of an employee against described job performance standards.

Appraisal Period. The period of time established by an appraisal system
for which an employee's job performance will be reviewed. The appraisal
period is for one year. July l-June 30 (effective: fiscal 1988 rating cycle).

)
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Appraisal System. A system that provides for establishing job performance
standards, identifying critical and noncritical elements, communicating stan- •
dards and elements to employees, and establishing methods and procedures to
appraise performance against established standards, as well as appropriate use
of appraisal information to make personnel decisions.

Critical Element. A component of a position consisting of one or more
duties and responsibilities that contribute toward accomplishing organiza
tional goals and objectives and that is of such importance that unacceptable
performance on the element would result in unacceptable performance in the
position.

General Pay Increase (Comparability). That portion of the pay adjustment
granted to PMRS employees based on job performance. PMS employees receive the
pay adjustment automatically.

Incentive Award. See Superior Accomplishment Award.

Intangible Benefits. Benefits or savings to the U.S. Government that
cannot be measured in dollar terms.

•
Merit Increase. An increase in basic pay for PMRS employees equivalent to

one-ninth of the difference between the maximum rate of the grade or special
rate range and the minimum rate of the grade or special rate range.

Noncritical Element. A component of a position consisting of one or more
duties and responsibilities that contribute toward accomplishing organiza-
tional goals and objectives and that is of such significance that it should be •
included in a performance plan but is not significant enough to be designated
a critical element.

opportunity Period. The period of time granted to an employee to demon
strate acceptable performance after the emp1oyee 1 s job performance is appraised
as unacceptable.

Pay Adjustment Period. The period beginning on the first day of the first
pay period applicable to and employee starting on or after the first day of the
month in which a general pay adjustment takes effect and ending at the close of
the day preceding the beginning of the following pay adjustment period.

Performance. An employee's accomplishment of assigned work as specified in •
the critical and noncritical elements of the employee's position.

Performance Appraisal Report (PAR). The A.I.D. form [410-11 (6-87)] used
to document the performance plan, progress review(s}, modifications, interim
ratings and the rating of record.

Performance Award. A cash payment based on an employee's rating of record.

- 2 -
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Perfor,nance Management P1 an. The Agency's method to integrate job perfof1n

ance, pay and awards with basic management functions to improve individual and
organizational effectiveness in accomplishing its mission and ~oa1s.

Performance Pay Decision. The determination of the total amount of the
general pay increase, merit increase and performance award to be granted to a
PMRS employee made by the officials responsible for making the performance
appraisal decisions.

Performance Plan. That part of a PMRS or PHS employee's Perfonnance
Appraisal which contains written critical and noncritical elements and perform
ance standards [A.IoD. form 410-11 (6-87)].

Performance Standard. A statement of the expectations or requirements
established by the rating official for a critical and noncritical element at a
particular rating level.

Performance Standards Review Board. Tne Board (appointed by the Adminis
trator) that reviews job performance issues regarding PMRS employees.

Performance Pools. Organizational entities that review performance pay
recommendations and report directly to the Administrator.

Pool Manager. The person in an A.I.D. Bureau/Office responsible for ad
ministering an effective performance management program and for managing the
award bUdget for his/her Bureau/Office.

Progress Revi eWe A revi ew of the employee's pro::Jress in achi evi ng perform
ance standards. The review is not, in itself, a rating.

Rating or Summary Rating. The level of performance attained for eacn
critical and noncritical element. Also the overall level of performance
derived, at any time, from the rating of elements. The five rating levels are
Outstanding, Exceeds Fully Successful, Marginally Successful and Unacceptable.

Rating Official. The person, normally the employee's immediate supervisor,
who develops the performance plan, evaluates the employee's job performance and
proposes the Performance Appraisal Report.

Rating of Record. The overall rating derived from the rating of elements
and required at the time specified in the Performance Management Plan or at
such other times as the Plan specifies for special circumstances. The five
ratings of record are Outstanding. Exceeds Fully Successful, Fully Successful,
Marginally Successful and Unacceptable.

Reviewing Official. The person in the position immediately above the rat
ing official who reviews and approves the rating official's development of an
employee's perfonnance plan and evaluation of the employee's job performance.

- 3 -
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•Special Act or Service. A nonrecurring contribution or accomplishment in
the public interest within or outside of job responsibilities, e.g., a scien
tific achievement or an act of heroism.

Superior Accomplishment Award (Incentive Award). A monetary or non
monetary award for a contribution resulting in tangible or intangible benefits
to the U.S. Government.

Supervisor. An AID employee authorized to hire, promote, direct, assign,
reward, transfer, furlough, layoff, recall, suspend, discipline or remove
employees; to recommend such action if the exercise of authority is not merely •
routine or clerical in nature but requires the consistent exercise of indepen-
dent judgment, and to adjust subordinates' grievances.

Tangible Benefits. Benefits or savings to the U.S. Government that can be
measured in dollar terms.

Unacceptable Performance. Performance that fails to meet established
performance standards of one of more critical elements. Unacceptable perform
ance should not be confused with an Unacceptable ratfng.

Pol ides

1. Performance plans will be developed, appraisals conducted and perform- •
ance pay and incentive awards granted to AID employees without regard to race,
sex, color, age, religion, national origin, handicapping conditions, marital
status or political affiliation.

2. Each employee will be appraised individually on his/her overall work
performance at least once a year. Each employee's rating of record will be
based on the requirements of the position which will be identified in a
written performance plan.

3. The minimum appraisal period shall be 90 days.

4. An employee must be appraised on each element unless he/she has had •
less than 90 days in which to demonstrate performance on an element.

5. When an employee cannot be rated because he/she has not been under an
approved plan for 90 days or is in an opportunity period when ratings of record
are required, the appraisal period shall be extended to meet the 90-day minimum
appraisal period, at which time a rating of record shall be prepared. For pay
purposes, extensions for PMRS employees may not exceed September 30.

6. A summary rating must be prepared when an employee changes from a
position that he/she held for 90 days or more. All summary ratings issued
during the appraisal period must be considered in determining the employee's
rating of record at the end of the appraisal period.

- _4 -
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7. When an employee is detailed or temporarily promoted within AID and
the assignment is expected to last 90 days or longer, the rating official shall
give the employee written critical elements and performance standards as soon
as possible but no later than 30 calendar days after the assignment begins.
Ratings on critical elements must be prepared and considered in determining the
employee's next rating of record.

8. When an employee is detailed outside AID, a rating of record must be
prepared if the employee served in AID for 90 days. The rating of record shall
take into consideration appraisal information from the borrowing organization.
If an employee has not served in the Agency for 90 days, but has served in the
borrowing organization for 90 days, management must make a reasonable effort to
prepare a rating based on a performance plan obtained from the borrowing orga
nization. If a current rating cannot be prepared, the employee is designated
unrateable. .

9. Performance plans shall be reviewed and approved by a reviewing offi
cial. Plans shall be communicated to employees no later than 30 days after the
beginning of the appraisal period, within the first 30 days of entrance on
duty, reassignment after the beginning of an appraisal period, or beginning a
detail for 90 or more days.

10. Employees and rating officials must jointly participate in developing
performance plans.

11. Performance plans must be related to the employee's assigned work and
must be within the control (e.g., skills, resources, and/or authority) of the

J employee to achieve.

12. Performance plans for PMRS employees (and to the extent practical, PMS
employees) must include accomplishment of organizational objectives by incorpo
rating goals, program plans, workplans or other means that account for program
results.

13. Performance standards must be written at the Fully Successful level
for all critical and noncritical elements.

j

J

14. One documented progress review (formal counseling session) must be con
ducted by rating officials with employees during the appraisal period to make
certain that employees are aware of their job requirements, strengths and weak
nesses in performing job requirements and how to improve job performance, and
to document changes to the initial performance plan. If an employee's overall
performance falls below the Fully Successful level, another progress review is
required to follow up on actions to correct the performance deficiency. Other
periodic reviews are encouraged and should be held as necessary.

15. Each performance element will be appraised by comparing performance
standards against elements. No narrative is required for elements in which
performance is rated Fully Successful.

- 5 -
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•16. When an employee1s overall performance falls below the Fully
Successful level, the employee shall be helped to improve his/her performance
through formal training, on-the-job training, counseling or closer supervision.

17. When an employee1s position under the General Schedule is converted to
PMRS, or vice versa, with no change of duties and responsibilities, the
employee1s rating of record will be based on performance elements and stand
ards established under the latter position.

18. An employee has the right to disagree with his/her rating and may seek
satisfaction by discussing the appraisal, first with the rating official, then •
with the reviewing official. After receiving a copy of an approved appraisal,
PMRS and PMS employees may receive reconsideration if the rating appears to be
erroneous, inaccurate or falsely prejudicial. Employees in the bargaining
unit may grieve in accordance with the AID/AFGE agreement.

19. There will be no predetermined distribution of ratings of record by
levels of performance.

20. Performance Appraisal Report results will be used as a basis for
determinations regarding promotions, within-grade increases, performance pay
decisions, incentive awards, training, reassignments, reductions-in-grade,
retentions, removals and counseling needs for employees who achieve less than
fully successful performance.

21. Summary ratings will not be discussed with rated employees until after
the ratings have been approved by the pool manager.

22. Performance awards will not be discussed with rated employees until
after the Administrator has concurred.

23. The rating of record of a disabled veteran may not be lowered because
the veteran has been absent from work to seek medical treatment.

•
24. Appropriate mandatory performance elements must be included for PMRS

employees whose positions involve duties and responsibilities regarding
performance planning and appraisal, affirmative action and EEO, audit resolu- •
tion or internal cost control activities.

Responsibilities

Rating Official:

• Develops and maintains the annual performance plan; prepares amendments
as necessary•

• Determines whether performance elements are critical or noncritical •

- 6 -
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• Conducts progress reviews with each employee to discuss and document
performance requirements of the position and progress of assignments.

• Meets with each employee to review and document job performance to
prepare a summary rating. Discusses the rating for each employee with the
reviewing official and obtains reviewing official's comments, signature and
date. Signs and dates the rating; discusses rating with employee; obtains
employee's comments, signature and date, and sends the PAR to the appropriate
administrative/executive management office for forwarding to M/PM.

• Recognizes outstanding and exceptional job performance and recommends
appropriate rewards.

• Recognizes poor job performance and takes appropriate corrective or
remedial action, including prompt notification to the servicing Personnel
Staffing Specialist.

• Uses PAR results as a basis to determine promotions, within-grade
increases, performance pay decisions, incentive awards, training, reassign
ments, reductions-in-grade, retentions, removals and counseling needs.

Reviewing Official:

• Makes certain that elements and standards of an employee's performance
plan reflect the duties and responsibilities of the employees' position.

• Makes certain that performance planning, reviewing and rating responsi
bilities are carried out by rating officials.

• Reviews and approves the employee's performance plan and seeks to
resolve any disagreements (between employee and rating official and between
him/herself and rating official).

• Makes certain each performance element is job-related and within the
control of the employee to achieve.

• Makes certain all performance standards are written at the Fully
Successful level.

• Makes certain that performance progress review(s) are in accordance
with plan requirements.

• Reviews the employee's PAR. If the appraisal of any element is changed
as a result of this review and subsequent discussion with the rating official,
review instructions to document the change and to complete the annual appraisal
review to determine whether the summary rating is affected. Makes appropriate
comments. Considers the performance award recommendation and makes certain
they are justified. Signs and dates the rating and performance pay
recommendation.

- 7 -
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• Forward original copies of PARs to the pool manager with a list of
performance award recommendations.

Pool Managers:

• Establish internal procedures to make certain that the appraisal process
is completed on a timely basis and that each employee receives a PAR.

• Make certain that no rating or reviewing official transfers from a
Bureau/Office without completing PARs on subordinates.

•
• Establish internal procedures to monitor the performance appraisal

process and performance pay pool matters.

• Submit to M/PM/CSP a list of employees who were not rated, the names of •
the employee1s rating and reviewing officials and the reason for delay.

Performance Standards Review Board

The Administrator shall appoint a Performance Standards Review Board (PSRB)
consisting of at least six members to review performance issues regarding PMRS
employees. Members shall be AID employees, no less than half of whom shall be
covered by the PMRS and in the competitive service; one member shall be desig
nated by the Administrator to serve as the Chair. The Board shall not be
involved in any issues of any employee's performance.

The Board shall:

• Assess the appropriateness of"PMRS performance standards for" •
Consistency

Equity

Clarity

Comprehensiveness

Measurability

Performance plans for similar positions
should be as comparable as feasible; not all
tasks will be common to similar positions.
Standards for the performance of required
tasks should not be unduly strict for one
employee while relatively lenient for others.
Performance elements and standards should be
clear and specific.
Performance plans must include organizational
accomplishments in elements and mandatory
elements.
Performance elements and standards should be
written so that the level of achievement can
be evaluated on the basis of quantity,
quality, timeliness and/or other measurable
outputs to the extent possible.

•
• Study the feasibility of an awards program based on the collective

performance of units or other groups of PMRS employees;

- 8 -
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• Provide technical assistance with respect to any demonstration projects
) A.I.D. may initiate related to performance standards for PMRS employees;

• Report annually to the Administrator on activities and recommendations.
as appropriate.

• Review a representative sample of completed A.I.D. PMRS performance
appraisal reports to assess the appropriateness of performance standards.

Training and Information

All PMRS and PHS employees will receive training and information about the PMRS
\ and PMR systems to make certain that the system will be effectively carried
) out. Information will include a packet describing the systems' subcomponents.

The A.I.D. course. "The Supervisor's Role in Personnel Management." is strongly
encouraged for all rating and reviewing officials. including Foreign Service
employees on rotational assignments. In addition to making use of regularly
scheduled supervirosy and managerial courses. A.I.D. bureaus anJ offices may
request special briefings or training sessions on the PMRS and PMS systems.

System Evaluation

M/PM will conduct an annual evaluation of the Perfonnance Management Systems
in cooperation with the Performance Standards Review Board and with the parti
cipation of other designated A.I.D. offices. The evaluation will cover per
formance appraisal and the pay and awards subsystems included under this plan.

Performance Records

Ratings of record and performance plans covering the most recent three years
will be retained in the employee's Official Personnel Folder (OPF) or Employee
Performance File (EPF). When an employee's OPF is sent to another agency or
to the National Personnel Records Center. M/PM/CSP shall include all ratings
of record three years old or less. including the performance plan on which the
most recent rating was based. M/PM/CSP will purge all performance ratings more
than three years old and all other perfonnance-re1ated records.,

)
/ If a PMRS or PMS employee transfers to A.I.D. at any time during the appraisal

period. the current rating of record will be transferred to A.I.D. from the
losing agency. The transferred rating will be considered when determining the
employee's next ratin~ of record.

For PMRS employees only, if the transfer takes place within 90 days prior to
September 30. the transferred summary rating will be considered the employee's
rating of record for the current appraisal period only to make performance
pay decisions.

- 9 -
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Chapter 2. PERFORMANCE PLANS

The performance plan is a formal written document prepared by the rating offi
cial with employee participation to monitor and evaluate an employee's perform
ance. The plan informs an employee of the standards by which his/her perform
ance will be judged and rated. The plan also is the basis for adjusting the
base pay of the rated employee; for training, reward, reassignment, promotion,
reduction-in-grade, retention and removal; and for making performance award
decisions.

Developing a Plan

Requirements

1. The performance elements and standards for a position (including for a
detail or temporary promotion effective for more than 90 days) must be communi
cated to the employee, in writing, in a performance plan no later than 30 days
after the beginning of the appraisal period. The standard for the Fully
Successful level must be written for all elements in the performance plan. To
the extent possible, performance standards should include measures of quality,
quantity, timeliness and manner of performance.

•

•
2. Performance elements and standards will be based on the duties and

responsibilities of the employee's official position description.

3. Organizational objectives should be included in PMRS performance plans, •
and should, as appropriate, be included in PMS performance plans.

4. Probationary employees must be carefully observed and appraised during
their one-year probationary period to determine whether they have the qualities
to become fully successful career employees. Within 30 days after appointment
to a permanent assignment, a performance plan must be developed and progress
reviews held.

5. Employees serving a probationary period for initial appointment to a
supervisory or managerial position must be carefully observed, trained and
appraised during their one-year probationary period to determine whether they
have the qualities needed to become a fully successful supervisor. Within 30 •
days of assuming a supervisory position, a performance plan must be developed
for the employee. The plan, reviews and ratings of record should be used to
decide whether the employee successfully completes the probationary period.

Steps

A performance plan may be developed by the employee and rating official jointly
discussing and developing a plan; by the employee providing the rating official
a draft performance plan; by the employee commenting on a draft performance
plan prepared by the rating official; or by a group of employees who occupy
similar positions preparing a performance plan.

- 10 -
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All methods require discussion between the rating and reviewing officials
before final discussion with the employee.

Step 1. Employee and rating official jointly develop draft plans. The
rating official should consider the employee's viewpoint regarding the
development of the performance plan and should set standards at the level
appropriate for management's required outcomes.

Step 2. Rating and reviewing officials discuss draft plan, and resolve
conflicts. The reviewing official must review and approve plans (where there
is no organizationally appropriate reviewing official an exception is allowed);
the plan becomes effective on the date of the reviewing official's signature.

Step 3. Rating official has final discussion with the employee.

Step 4. Employee has five work days to review, comment and sign the plan.
The employee's signature shows that the employee had an opportunity to partici
pate in and comment on the plan. The employee's signature is not required to
make the plan official; management retains the right to make final decisions
on elements and standards.

If revisions or substantive changes to elements and standards become necessary
at any time during the rating period, such changes must be in writing and
become effective when revisions are reviewed and approved by the reviewing
official.

Frequent discussions and counseling are encouraged during the appraisal period
to make certain that work is consistent with elements and standards, thus
reducing the likelihood of disagreements when the PAR is prepared at the end
of the period.

Identifying Performance Elements

Performance elements are the specific duties, responsibilities and/or tasks on
which an employee's performance will be appraised. An employee must be
appraised on each critical and noncritical element on which he/she has suffi
cient opportunity to perform.

) The following criteria should be considered to establish performance elements:

• Are the elements objective?

• Do the elements refer to work activities under the employee's control?
Is the employee responsible within the authority of the position?

• Are the elements derived from the overall mission of the organizational
unit? Are the elements compatible with and supportive of results assigned to
other organizational components?

- 11 -
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• Are the elements comprehensive? •Are the elements job-related?•
• Are the elements clear?

Establishing Critical Elements

1- Every plan must have at least one critical element.

2. The absence of a written standard at a given rating level shall not
preclude the assignment of a rating at that level.

3. To determine whether an element is truly critical, the following
criteria should be considered:

• Is the element significant to the basic purpose of the position.
Significance can be assessed in terms of time spent, importance or consequence
of error?

• Wi 11 substandard performance on thi s e1 ement adversely affect the
organization's objectives?

•
• Are you willing to put this employee on notice that remedial action

will be taken if the Fully Successful standard for this element is not met?

• Is the element of such importance that the employee should be fired •
or downgraded if performance remains Unacceptable after dn opportunity period
is provided?

Mandatory Performance Elements

For PMRS employees whose positions involve duties and responsibilities as
cited below, appropriate performance elements must be inclUded. These
elements may be stated independently or subsumed under broader performance
elements. Elements may be critical or noncritical.

• Performance Planning and Appraisal. Mandatory for supervisors who pre
pare performance plans, reviews and appraisals for subordinate employees, and
who monitor the preparation of plans, reviews and appraisals completed by sub- •
ordinates. Suggested criteria to develop and evaluate this element include
development of the performance plan, conduct of performance review(s), timely
preparation of final appraisal. and applicability of performance elements to
office/Agency gOdls/obJectives.

Supervisors rated less than Fully Successful on this element will NOT receive
a performance bonus.

• Affirmative Action and EEO. Mandatory to the extent that such actlVlty
can be considered an integral part of the position function. The element re-

- 12 -
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lates to the effective use of human resources to achieve Agency objectives.
Suggested criteria to develop/evaluate this element include recognition of
underutilized employees, recommendations for training opportunities applicable
to career development, career counseling, and developmental training consistent
with office/employee goals/objectives, contract management/monitoring when the
employee has input to hiring practices •

• Audit Resolution. Mandatory for employees whose responsibilities in
clude audit-related functions. The extent to which audit resolution is part
of a particular position function is an individual management decision. Super
visors should have qualitative and quantifiable results from their administra
tion of the resolution of audits for which they are responsible. Suggested
criteria to develop/evaluate this element include appropriateness of gathered
data to resolution of the case at hand, ability to research and elicit relevant
data, timeliness and quality of audit investigation.

• Internal Cost Control Activities. Mandatory for employees whose posi
tions require establishing or enforcing internal cost control standards to make
certain that:

--contracts, purchases and other obligations are in compliance with
applicable laws and procedures;

--funds, property and other assets are safeguarded against waste; loss,
unauthorized use or misappropriation;

--Revenues and expenditures applicable to AID operations are properly
recorded and accounted for to permit the preparation of accounts and financial
and statistical reports, and to maintain accountability over assets; and

--prudent management of AID financial loans and grants is achieved subject
to applica~e legislation, AID policies and federal procurement regulations.

Establishing Performance Standards

1. Performance standards describe the levels of achievement for each
performance element in the performance plan and are linked to annual ratings
of record.

2. Standards must be within the control of the individual to achieve.
Standards cannot include skills that exceed those required for the position,
nor should standards require authority beyond that delegated to the position.

3. Standards are to be based upon products and results (performance
outputs) rather than upon the employee's abilities or work behavior. Conduct
matters will be considered only insofar as they have a direct impact and
linkage to the performance in determining a rating and must be couched in
terms of the work.

- 13 -
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4. In the case of posltlons and organizational units in which the most
important result of job performance is not a tangiole or easily measurable
product but a process, standards should focus on desired outcomes of the
process or on subproducts.

5. Standards should be written clearly and as objectively as possible and
include appropriate and objective measures of quality, quantity, timeliness or
manner of performance. Where such measures are not possible or appropriate,
subjective qualitative measures are acceptable as long as they are clear and
specific. Standards should be developed in the context of organizational
requirements. For employees in similar positions at the same grade level and
operating under similar circumstances, standards should be similar, if not
identical.

6. The following criteria should be considered to establish standardS:

o Are the standards objectively measurable?

• If the standard is based on a measure other than quantity, quality,
timeliness or manner of job performance, is the means to assess performance
clearly specified?

• Are the standards achievable?

•

•

• Are the standards consistent with the stanaardS for employees in •
similar positions and grades?

• Can enough information be collected on the performance element to
evaluate different levels of job performance?

Modifications

A performance plan may be modified at any time during the appraisal period for
any reason management determines to be valid such as an element or standard
determined to be unrealistic or a change in organizational priorities, duties
or resources.

The r-ating official is responsible to make certain that the elnplojee under- •
stands the reason for the change, the precise nature of the chanye and implica-
tions in tenns of expected job performance. A new minimum appraisal period of
90 days is required for any new element and/or standard. Employees must be
under approved elements and standards for 90 days to be evaluated against them.
Modifications are documented and dates notea in the Performance Plan section
of the PAR.
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Chapter 3. PROGRESS REVIEWS AND RATINGS OF RECORD

Progress Reviews

One formal progress review during the appraisal period is mandatory. However,
if an employee's performance of any critical element is deemed to be less than
Fully Successful, two reviews are required. Additional forffial discussions are
encouraged for a given performance situation. The progress review presents an
appropriate opportunity to change the performance plan, if necessary. All mod
ifications of performance elements or standards must be noted and dated by the
ratin~ and reviewing officials on the Performance Plan section of the PAR.
Performance progress must be documented when past performance has been less
than Fully Successful. An employee shall be inforffied of his/her level of per
formance by comparing standards against elements.

Benefits of progress reviews:

• revise workplans to maintain realistic goals, define areas needing
additional help and provide an opportunity to exchange ideas for furthering
work progress;

• detennine training to enhance the employee1s ability to successfully
perform the job;

• set achievement expectations and identify level of effort required to
satisfy the requirements of the job or to take advantage of promotional

\ opportunities or more interesting or challenging work assignments;

• obtain employee feedback to promote understanding between the rating
official and employee;

• improve rating official-employee rapport;

• resolve problems by determining the skills or knowledge to successfully
perform the job;

• discuss and identify employee's career development goals in relation to
organizational goals;

" ,
)

j

• coach employee on areas that need improvement by identifying weaknesses
and developing a plan to overcome them. Sessions should cover the rating
official IS appraisal of the emp10yee l s job performance and the effip10yee's
attitudes, comments, potential and career goals.

After the rating official has prepared and signed the progress review, the
review must be discussed with the employee. The employee has five workdays to
review and sign the Progress Review. If the employee has any reservations con
cerning the review of his/her job performance, the employee may state his/her
reservations in a separate attachment.
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When conditions of employment change. e.g •• reassi~nment. departure of rating •
official or substantive changes in position responsibilities. an interim
appraisal is required on page 5. Summary Section. In such cases. the box
marked "interim rating" should be checked.

Preparing for Progress Reviews

1. Preparation

Advance preparation by the rating official and employee is essential durin~ d
semi-annual or an annual performance review.

The rating official prepares by reviewing the perforlilance plan dnd any amend- •
ments; his/her notes from previous progress reviews ana on observations of the
employee's job performance during the past period; and conversations with
other personnel. clients and A.I.D. personnel with wholn the employee interacts.

From these reviews. the rating official should be able to identify points to
discuss with the employee. The points could include. for example. the need
for more information on expected accomplishments. the employee's views on
factors that helped or hindered achievement of expected accomplishments. and
performance areas needing improvement.

The rating official should schedule the progress review in advance in a settin9
free of interruption The review should focus on the employee's progress in
meeting the performance requirements. Factors preventing progress. if any. •
should be identified and appropriate corrective steps taken.

The employee prepares by reviewing notes from progress reviews and planning
sessions and listing points he/she want to discuss. These points might include
accomplishments. tasks not accomplished. planned work that needs clarification
and work performed but not planned.

2. Conducting the Review

The rating official should explain the purpose of the review and indicate that
the discussion will be a two-way exchange of views; the rating official and
employee should listen carefully to what each other is saying so issues are
clearly understood.

The rating official should keep the following points in mind when discussing
job performance:

• focus on the employee's total Job performance against the standards for
the entire period and not just on the most recent performance;

• whenever possible. support each point with specific observations;

• discuss impediments to successful performance;

• discuss specific plans for improvement.
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3. Concluding the Review

Summarize the major points discussed and decisions made.

Interim Rating Requirements

An interim perfonnance appraisal report is required when the employee is
reassigned, promoted or transferred to another assignment and 90 days have
elapsed. The supervisor will:

• have a progress review with the employee and discuss job perfonnance to
that point;

• prepare a rating of record;

• forward the completed performance plan to the executive management
staff to transmit to the gaining rating official or executive management staff
for appropriate action. Interim appraisals must be considered in preparing
the employee's next rating of record.

When a rating official leaves leaves during the appraisal period or when major
changes in duties and performance requirements necessitates a new plan, a
rating of record is encouraged. It is ilnportant that every assignment and
period of service be documented to show duration and quality of service and
that there is documentation that can be considered by the official who prepares
the rating of record.

Ratings of Record

A rating of record must be given to each employee as soon as practical after
the end of the appraisal period. The rating is recorded in the Summary Rating
section of the PAR.

Before ratings of record are finalized, a thorough discussion of rating tend
encies should be held by the pool manager with subordinate rating officials.
Discussions should resolve rating issues prior to actual rating preparation.
Ratings of record must be approved by the pool manager before the rating
official meets with the rated employee.

A rating of record is due for a probationary employee at the end of the
earliest appraisal period after the employee has completed the probationary
period. Until then, rating officials who supervise employees serving new
appointment probations must implement perfonnance plans and, based on perform
ance against the elements and standards in the plan, provide performance
certifications at the sixth and tenth month of probation. Rating officials
should appraise the employee's progress based on plans and reviews; results
should be the basis for these certifications.
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Levels

AID uses a five-level system to rate employees:

Level 5 - Outstanding. Through the employee's initiative, diligence and
productivity, production greatly exceeds the standard for Fully Successful and
the impact of the employee's total performance greatly enhances and/or facili
tates the accomplishment of bureau/office objectives/mission/functions.

•
Level 4 - Exceeds Fully Successful. Through the employee's initiative,

diligence and productivity, work produced is consistently better, more thorough
and/or greater in quantity than specified in the standard for Fully Successful.

Level 3 - Fully Successful. This level of job performance constitutes the •
level of personal achievement and contributions expected of an employee to
effectively accomplish bureau/office goals and job requirements.

Level 2 - Minimally Successful. The employee occasionally and/or partially
meets the standard for Fully Successful but does not fully and consistently
perform at that level.

Levell - Unacceptable. The employee often fails to meet the standard for
Fully Successful.

Deriving Ratings of ~ecord

In deriving the rating of record, the rating official should review the •
appraisal of each performance element giving predominant weight to critical
elements and should assign the rating of record that most accurately reflects
the employee's overall job performance. The rating of record must be
consistent with and supported by critical element ratings.

Outstanding. Outstanding must be supported by Outstanding ratings for all
critical elements. The majority of the noncritical elements should be at least
Exceeds Fully Successful; none can be rated lower than Fully Successful. An
Outstanding rating of record requires personal certification of the pool
manager attesting to the organizational achievements for each critical element.

Exceeds Fully Successful. The majority of the critical elements must be •
rated Exceeds Fully Successful or higher; none can be rated lower than Fully
Successful. In a case where critical elements are evenly divided between
Fully Successful and Exceeds Fully Successful or higher, a Fully Successful
rating of record shall be awarded. The majority of noncritical elements should
be rated Fully Successful or higher.

Fully Successful. The majority of critical elements are rated Fully
Successful or higher; none can be rated less than Fully Successful. The
majority of noncritical elements should be rated Fully Successful or higher,
but none less than Minimally Successful.
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Minimally Successful. One or more critical elements are rated Minimally
Successful; none can be rated lower than Minimally Successful. Noncritical
elements may be a mix of ratings.

Unacceptable. If performance on any critical element is Unacceptable, the
rating of record must be Unacceptable--.~Noncritical elements may be a mix of
ratings.

Approval Process

The rating official shall complete, sign and date the rating of record and
'I submit it to the reviewing official. If the rating official recommends a
) performance pay award or Quality Step Increase for a rated employee, a memo

listing names and amounts of recommended employees should be given to the
reviewing official together with employees' PARs. The reviewing official shall
comment on the rating of record as appropriate, discuss the rating with the
rating official, and sign and date the rating.

The reviewing official shall discuss award recommendations with the rating
official and endorse or modify them before forwarding them with the completed
PARs to the pool manager.

'I
)

)

The pool manager reviews the organizational achievements of each unit in the
pool for validity and consistency, and certifies that PARs are complete and
that award recommendations are justified. The pool manager decides what
performance pay recommendations will be forwarded to the Administrator for
concurrence. PARs are returned to the rating official for discussion of the
ratings of record with rated employees. Ratings of record may not be discussed
with employees until after they have been approved by the pool manager.

Performance awards may not be discussed with rated employees until the Adminis
trator has concurred. Pool managers must institute procedures to communicate
these decisions.

Within three weeks of the return of the PARs for discussion of the ratings of
record with rated employees, executive management staffs must collect them and
forward them to M/PM/CSP for filing.
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Chapter 4. RELATIONSHIP TO OTHER PERSONNEL ACTIONS

Career Ladder Promotions

The current PAR is one of several factors a supervisor considers to determine
whether an employee has the ability to perform at the next higher level of
work. An employee shall not receive a career ladder promotion unless his/her
current rating of record is Fully Successful or higher. In addition, an
employee may not receive a career ladder promotion if he/she has a rating of
record below Fully Successful on a critical element critical to performance at
the next higher grade of the career ladder.

Merit Promotion

PAR results will be a determining factor in an employee's ability to compete
under the merit promotion program.

Training

PAR results may be the basis for recommending training. Such training may be
designed to prepare the employee to take on additional responsibilities, learn
new te~hniques or equipment or, as part of a Notice of Unacceptable Perform
ance, to attempt to bring the employee's job performance up to standards.

Reassignments

AID retains the right to reassign employees to different positions based on
Agency needs. In the case of employees whose job performance is less than
Fully Successful, the Agency may reassign an employee to a position in which
there is a greater probability of Fully Successful performance.

Actions as a Result of· Unacceptable Performance

•

•

•

PMRS and PHS employees who receive an Unacceptable rating must be given an
opportunity period. The Agency must reassign, reduce-in-grade or remove an •
employee whose rating of record remains Unacceptable after being given an
opportunity period.

For PMRS employees whose previous rating is Unacceptable, improvement of
performance to the Minimally Successful level will require a new opportunity
period.

A PMRS employee whose performance is initially rated Minimally Successful and
has not fallen to the Unacceptable level does not require an opportunity
period. Such employees should be counseled and encouraged by supervisors to
improve. Two document reviews are required during the appraisal period.
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If an employee's performance remains Unacceptable, a supervisor may propose
reduction-in-grade or removal of an employee by giving the employee a 30-ddY
written notice of the proposed action.

The notice should include:

• specific e~amples of unacceptable performance on which the pro~osed

action is based;

• the critical element involved in each instance of unacceptdole
performance;

• a statement informing employees within the the bargaining unit the
'\ ri ght to union representation;
/

• a statement informing employees not in the bargainin:) unit to be
represented by an attorney or other person selected by the employee;

• a reasonable time to respond, orally and in writing;

• a statement that instances of successful performance during the 30-day
notice period will be considered in the decision; and

• notice that a decision concerning the proposed action will be made by
the Decision Officer after the 30-day period. The 30-day notice period may be
e~tended by the Decision Officer for an additional 30 days. If the employee

) shows improved perfonoance during the notice period, the decision may be made
/ not to reassign, reduce-in-grade or remove the employee. The employee may be

given another 30-day notice of Unacceptable performance at any time within one
year from the date of the original 30-day notice. However, if the employee's
performance continues to meet Fully Successful standards during the year
following the original 30-day notice period, all reference to the Unacceptable
performance will be removed from the record. .

Appeal to the Merit Systems Protection Board

Reduct ion- in-~rade and removal may be appealed to the ,"1eri t Sys teios Protecti on
Board. Employees in the bargaining unit have the option of appealing to the
Board or may use the negotiated grievance procedure. Only one option is

) allowed. Employees may request guidance from A.I.D.'s Office of Personnel
Management, Labor/Management Relations Division.

Reconsideration Process (PMRS); Grievance Process (PMS)

Employees have the right to disagree with the performance appraisal and seek
relief without fear of reprisal.

An employee who disa~rees ~ith his/her appraisal should attempt to seek relief
by discussing it with his/her rating and reviewing officials. If the employee
is not satisfied with the resolution, the issues should be noted in the
employee's comments on" the Summary Rating section.

)
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•Performance elements, standards, general pay increases, merit increases,
performance awards, Quality Step Increases and cash awards are not covered by
the Agency's reconsideration and negotiated grievance processes. How perform
ance elements and standards are applied is covered. If, after discussion with
his/her rating and reviewing officials, the employee still believes the rating
of record was erroneous, inaccurate or falsely prejudicial:

• employees in the bargaining unit may grieve in accordance with the
AID/AFGE agreement, Article 31.

• PMRS and employees not in the bargaining unit may receive reconsidera-
tion of their ratings of record through the Agency·s Administrative Grievance •
Procedure (see Handbook 29, Chapter 3). Grievances will be reviewed by an
official at a higher level than the rating, reviewing or approving official.

Reduction-In-Force

For RIF purposes, ratings of record are the rating given at the end of the
appraisal period or the improved rating following an opportunity period.

An employee will not be assigned a new rating of record for the sole purpose of
affecting his/her retention standing.

To provide adequate time to properly determine employee retention standing •
immediately prior to a RIF, a general RIF notice will specify the date after
which no new ratings of record will be given that could be used to determine
retention standing.

•
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Performance pay is based on the performance contributions that employees have
made to AID programs and operations during the rating cycle. The performance
apprai sal is the pri ncipal document supporti ng performance pay. Each perform
ance pay decision shall be based on the employee's rating of record for the
current appraisal period, except where a rating or record from the previous
cycle is used for PMRS pay purposes.

Chapter 5. PERFORMANCE PAY

Salary Increases for PMRS Employees

General Pay Increases

PMRS employees with a rating of record of Fully Successful or higher will
) receive the full general pay increase. Minimally Successful PMRS employees

will receive one-half the general pay increase; Unacceptable PMRS employees
will not receive a general pay increase.

Meri t Increases

)

i
/

1. A PMRS employee is eligible to receive a merit increase if he/she
is in a PMRS position on the effective date of the merit increase. PMRS
employees who receive a rating of record of Minimally Successful or
Unacceptable shall not receive a merit increase and must be given an oppor
tuni ty peri od to improve perfonllance to the Fully Successful 1evel.

PMRS employees \'1ith salaries in the range that are less than step 4 of the GS
equivalent grade \"i110 receive a rating of record of Fully Successful or higher
shall receive a full merit increase. PMRS employees with salaries at dollar
amounts equal to or greater than step 4 in the GS equivalent grade receiving a
rating of record of:

o Outstanding will receive the full value of the merit increase;

• Exceeds Fully Successful will receive one-half of the merit increase;

• Fully Successful will receive one-third of the merit increase.

No employee is entitled to receive compensation that would exceed the legal
limit of the rate range.

2. PMRS employees not eligible for merit increases:

• a PMRS employee newly appointed to Federal service within 90
days of the effective date (including the effective date) of the merit in
crease. A reinstated employee is considered to be a newly appointed employee.
Employees not considered to be newly appointed include those rehired from a
reemployme~priority list and those receiving a new appointment without a
break in service of one or more workdays.
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• an employee moving into the PMRS within gO days of the effec
tive date of the merit increase who has received an increase to base pay, such
as promotion, within-grade increase and Quality Step Increase, within gO days
of such effective date. Movement into the PMRS and increases occurring on the
effective date of the merit increase are considered to be within the gO-day
period. Actions covered by this rule include

--conversion to the PMRS;

--reassignment to the PMRS from another pay system;

--promotion to the PMRS;

--temporary promotion to the PMRS.

3. IF, for pay purposes, an employee's job performance cannot be
appraised for-the gO-day minimum appraisal period because:

• the employee is under performance elements and ,standards in
effect for less than the 90-day minimum appraisal period because of conversion,
reassignment, promotion or major changes in duties and responsibilities;

• the rating official has left the Agency and higher level super
visors cannot reasonably appraise the employee's'job performance;

• the employee is on long-term training or IPA assignment;

THEN, merit increases will follow these rules, in the order specified:

• the employee's rating period is extended to provide a minimum
gO-day appraisal period, provided the extension does not exceed September 30
of the same year;

• the employee cannot be rated at the end of the appraisal period.
A transferred rating, if available, becomes the rating of record;

• the employee's rating of record is extended and the appropriate
increase is granted if that rating of record was given no earlier than the
previous AID rating period and was given on PMRS duties and responsibilities;

• the employee receives an increase equivalent to that granted for
a Fully Successful rating.

4. If, for nonpay purposes, a rating of record cannot be prepared at
the times specified in this guidebook, the appraisal period shall be extended
for the amount of time necessary to meet the gO-day minimum appraisal period,
at which time a rating of record shall be prepared.
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) Pay Upon Acquiring PMRS Status
/

When an employee acquires PMRS status. the employee shall receive his/her
existing rate of basic pay. plus any of the following adjustments that apply.
in the order specified:

• the amount of any statutory adjustment in the General Schedule made on
that date. or in the case of an employee subject to special pay rates. the
amount of any adjustment made on that date;

• the amount of any within-grade increase or Quality Step Increase to
which the employee otherwise would be entitled on that date;

\ • the amount resulting from a promotion effective on that date.
J

Pay Upon Loss of PMRS Status

When an employee loses PMRS status. the employee shall receive his/her existing
rate of basic pay. plus any of the following adjustments that apply. in the
order specified:

• the amount of any general pay increase to which the employee otherwise
would be entitled on that date. or. in the case of an employee subject to
special pay rates. the amount of any pay adjustment made on that date;

)

,

.J

• the amount of any merit increase to which the employee otherwise would
be entitled on that date;

• the amount resulting from a promotion on that date;

• in the case of an employee whose resulting rate of basic pay falls
between two steps of a GS grade (or. in the case of an employee whose position
is subject to special pay rates. between two steps of the applicable special
rate range). the amount of an increase necessary to pay the employee the rate
for the next higher step of that grade (or special rate range);

• in the case of an employee whose resulting rate of basic pay falls below
the minimum rate of a GS grade (or. in the case of an employee whose position
is subject to special pay rates. below the minimum of that special rate range).
the amount of any increase that may be necessary to pay that employee the
minimum rate for that grade (or special rate range).

Pay Upon Downgrade from Temporary Promotion in PMRS to Permanent Grade

When a PMRS employee returns to a PMRS position from a temporary promotion to
a PMRS position during which a general pay and/or merit increase occurred. the
following adjustments apply. in the order specified:
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• the amount of any general pay increase to which the employee otherwise
would be entitled at the lower grade on that date, or in the case of an
employee subject to special pay rates, the amount of any pay adjustment at the
lower grade on that date;

• the amount of any merit increase to which the employee would be entitled
at the lower grade on that date.

Salary Increases for PHS Employees

•
General Pay Increases

PMS employees automatically receive full annual general pay increases regard- •
less of job performance.

Within-Grade Increases

1. To earn a within-grade increase, the employee's most recent rating of
record must be Fully Successful or higher. Also, the employee must have comp
leted the required waiting period for advancement to the next higher step of
the grade of his/her position and must not have received an equivalent
increase during that period.

2. An acceptable level of competence determination shall be based on a
current rating of record. When a within-grade increase decision is not •
consistent with the employee's most recent rating of record, a more current
rating of record must be prepared.

3. If an employee has been reduced in grade because of unacceptable
performance and has served in one position at the lower grade for at least 90
days, a rating of record at the lower grade shall be used as the basis for an
acceptable level of competence determination.

4. An acceptable level of competence determination must be delayed when
either of the following applies:

• an employee was not informed of the specific requirements for
performance at an acceptable level of competence at least 90 days before the
end of the waiting period, nor given a performance rating in any position •
within 90 days before the end of that period; or

• an employee is reduced in grade because of unacceptable performance
to a position in which he/she is eligible for a within-grade increase or will
become eligible within 90 days.

5. When an acceptable level of competence determination has been delayed
under either of these circumstances:

• the employee shall be informed that his/her determination is
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postponed and that the rating period has been extended to a date 90 days after
'\ the employee \'/as first told of the specific requirements for performance at an
) acceptable level of competence;

• an acceptable level of competence determination shall be made upon
completion of the gO-day appraisal period based on the employee's rating of
record;

• if the employee's performance is determined to be at an acceptable
level of competence~ the \'/ithin-grade increase will be granted retroactively.

6. An acceptable level of competence determination shall be waived and a
within-grade increase granted when an employee has not served in any position
for the minimum appraisal period during the final 52 calendar weeks of the

~ waiting period for one or more of the following reasons:
/

• because of absences that are creditable service in the computation
of a waiting period or periods;

• because of paid leave;

• because the employee received service credit under back pay
provisions;

• because of detai 1s to another agency or employer for whi ch no
rating has been prepared; or

• because of long-term training.

In such a situation~ there shall be a presumption that the employee would have
performed at an acceptable level of competence had the employee performed the
duties of his/her position of record for the minimum appraisal period.

7. A within-grade increase will be withheld for a PMS employee who
performs at a less than Fully Successful level. Advance notification of the
negative level of competence determination shall be communicated to an employee
in writing 60 days prior to the completion of the waiting period for the
within-grade increase. The negative determination shall include:

• the reasons for the determination and what the employee must do to
) improve his/her performance to be granted a within-grade increase;

/

• notice that the employee has the right to request that the
determination be reconsidered.

8. When it has been determined that an employee is not performing at an
acceptable level of competence~ and thus is not awarded a within-grade in
crease~ the employee may request reconsideration of and appeal a negative
determi nati on.
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9. When a within-grade increase has been withheld, management will make a
new acceptable level of competence detennination every 90-180 days until the •
employee's performance is competent enough to deserve the pay increase.

10. If denial of the within-grade increase is due to performance at the
Unacceptabl e 1evel, the requi l~ements for a Notice of Unacceptabl e Perfonnance
must be met (see Chapter 8).

Quality Step Increases

GS employees \'/ith a current rating of record of Outstanding are eligible to
receive Quality Step Increases (QSIs).

QSIs normally will be initiated by the employee's immediate supervisor. They •
will be approved by the supervisory and budget officials v/ho review and approve
the employee1s performance rating at the end of the appraisal period.

A QSI may not be granted to an employee who has received a QSI within the
preceding 52 weeks.

AID shall inform employees of all persons, including their grade, who were
granted QSIs during the immediately preceding 12 months.

Promotions Within or Out of PMRS on Effective Date of General and Merit
Increases

When an employee is promoted within or out of the PMRS on the effective date of
the general pay increase and the merit increase, the employee shall receive
the following, in the order specified:

• any general pay increase to which the employee otherwise would be
entitled;

• for PMRS employees, any merit increase to which the employee otherwise
would be entitled;

• the increase resulting from the promotion.

Employees Receiving Retained Pay

An employee receiving retained pay will receive one-half of the general pay
increase, regardless of his/her summary rating level.
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Chapter 6. PERFORMANCE AWARDS

General

A performance award shall be based on the employee's rating of record for the
current appraisal period.

Each decision to grant a performance award must be approved by a higher level
supervisor, except in cases where the employee reports directly to the Adminis
trator, and by the pool manager. The reviewing official should be the same
person responsible for making performance appraisal decisions.

Employees will receive credit for performance awards when being rated and
ranked under the Agency's Merit Promotion Program.

) M/PM/CSP will monitor promotions and performance awards to make certain that
extended periods of superior performances are not used as justifications more
than once.

Performance Pools

Performance pools report directly to the Administrator. PMRS pools must
consist of five or more PMRS employees. Organizational entities that directly
report to the Administrator and/or do not have five or more PMRS employees are
combined into a single pool called the Administrator's Pool. Each
organizational entity has a separate pool for PMS employees.

Performance Award Bonuses for PMRS Employees

PMRS employees should be recognized with monetary awards commensurate with
their contributions to the organization. The minimum award is $500; maximum
is $5,000, except for job performance judged to be unusually outstanding.

1. An employee is eligible to receive a performance award if he/she is in
a PMRS position on the last day of the current performance appraisal period for
which performance pay decisions are being made.

2. If a PMRS employee has been promoted within the preceding year, the
pool manager may take this into account in determining the amount of the
employee's performance award.

3. Not withstanding (2) above, a performance award is mandatory for PMRS
employees receiving an Outstanding record of rating. Such awards will be paid
from the pool manager's fund and shall be not less than 2% nor exceed 10% of
an employee's base pay in any given year. Performance awards from the pool
manager's fund may not exceed $5,000.
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4. If a PMRS employee's performance is unusually outstanding, a perform
ance award exceeding $5,000, but not exceeding 20% of base salary in any given
year may be paid from the Administrator's Pool. To be eligible, the employee
must have been among those employees already recommended by the pool manager
for the highest awards to be paid from the pool manager's fund. The combined
amount received from both pools cannot exceed 20% of the employee's base
salary. Each recommendation should be transmitted separately, in writing, to
the Administrator for approval and should include justification for unusually
outstanding job performance and amount already recommended from the pool
manager's fund.

"/

5. If an employee receives an Exceeds Fully Successful or Fully Successful
record of rating, an award may be granted but shall not exceed the amount of
the lowest award for an employee in the same grade in the same PMRS pool with ;-'\
a higher overall rating. \ ~

6. Performance awards for employees rated Fully Successful, Exceeds Fully
Successful and Outstanding may not exceed 10% of base pay in any given year.

7. Pool managers may, at their discretion, give a performance award to
any employee with a Fully Successful rating for a superior performance against
a special project or job requirement. Such an award cannot exceed the lowest
award given to an employee in the same grade in the applicable award pool with
a higher rating. A performance award for an employee rated Fully Successful
may not exceed 10% of base pay in any given year.

8. A PMRS employee newly appointed to Federal service and to the Agency
within 90 days of the effective date (including the effective date) of the
merit increase shall not be eligible for a performance award.

9. When an employee is on leave without pay (LWOP) for a period of time
such that the employee is not in a pay status for at least the 90-day minimum
appraisal period and/or the employee returns to pay status between either a
period less than the 90-day minimum appraisal period and the effective date of
the merit increase, or after the end of the Agency's appraisal period and the
effective date of the merit increase, the employee will not be granted a
performance award.

10. Unrateab1e employees are not eligible to receive performance awards.

11. Failure to receive a performance award may not be appealed.

Funding

For PMRS Employees

• Each performance pool will receive one fund to be used by the pool only
to grant performance awards to PMRS employees.

• 2% will be set aside for the Administrator's use in granting awards to
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exceptionally outstanding employees. The Agency will decide upon the
percentage amount each year •

• The Agency shall. at the beginning of each fiscal year. determine the
amount of money available for performance awards for that fiscal year in
accordance with the requirements below:

--AID may not spend more for performance awards than 1.5% of the
estimated aggregate amount of PMRS employees' basic pay for any fiscal year;

--each PMRS employee receiving an Outstanding rating of record is
guaranteed a minimum bonus of 2% of base pay which is paid from pool funds.

• In determining the estimated aggregate amount of PMRS employees' basic
pay for a fiscal year. consideration should be given to the following factors:

--the number of employees covered by the PMRS during the previous year;

--the aggregate rates of basic pay for such employees;

--significant changes in the number of PMRS employees expected in the
current fiscal year. such as by attrition. reorganization, expansion or RIF;

--the distribution of performance ratings in AID;

\ --the amount of the general and merit increases that will be paid to
) PMRS employees in the current fiscal year.

For GS Employees

Each pool will receive one fund to grant QSIs and performance awards to GS
employees. The amount to be set aside for pools will be a percentage of the
aggregate GS basic pay as determined each fiscal year by the Agency.

)

i
I

A performance award for GS employees receiving a summary rating of Outstanding
may be given at the pool manager's discretion. Such awards should be at least
$300 and no more than $2.000. At the discretion of the pool manager. a GS
employee receiving an Outstanding summary rating may be given a QSI in lieu of
a performance award. QSIs represent approximately 3% of base salary.

A performance award should not exceed the lowest performance award for an
outstanding employee in the same grade in the GS pool.

For Exceeds Fully Successful PMRS and PMS Employees

To the extent that individual pool funds will allow. pool managers may give
performance awards to PMRS and PMS employees rated Exceeds Fully Successful.

- ~ -
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Eligibility Criteria

1. The following PMRS employees are eligible to receive performance
awards:

• employees rated Exceeds Fully Successful or Outstanding;

• employees rated Fully Successful but deserve monetary recogni ti on
for superior performance on one or more elements;

•
• employees at or near the rate range maximum and whose exceptional

accomplishments during the annual appraisal period warrant additional compensa-
tion that cannot be awarded through a merit increase because ;-t would put the •
employee outside the salary range.

2. The foll O\'Ii ng PMS employees are el i gi bl e for monetary a\'lards or QSIs:

• employees rated Outstanding may receive a monetary award or QS1;

• employees rated Exceeds Fully Successful or Fully Successful may
receive a monetary award;

• el;lployees \'1ho have performed in an exceptional manner and are at
the tor of their grade and cannot receive an increase to the base pay may
receive a monetary award;

• employees who have received a QSI \'1ithin the last 52 weeks may
receive a monetary award.

- 32 -

(TM 25: 137)

•

•

•



\
)

Chapter 7. INCENTIVE AWARDS FOR PMRS, PMS AND SES

Incentive awards (Superior Accomplishment Award) may be granted to PMRS, PMS
and SES employees. Performance A\'lards and Presi dential Awards are not covered.

Incenti ve awards may be monetary or non-monetary. The val ue of i ncenti VP.
aVlards shoul d be commensurate wi th that of the contributi on being l'ecogni zed.

Incentive awards shall not be used as a substitute for other personnel
acti ons or as a substi tute for pay.

SES members are eligible only for incentive awards that recognize special acts
or servi ces.

Program Effectiveness

Acti ve and posi ti ve admi ni strati on of tlli s ah'ards program is necessary so that
the U.S. Government, the Agency and AID employees receive the most benefits.
Employees \'/ith supervisory responsibility are encouraged to identify employee
contributions and recommend awards. Adequate funds will be made available to
grant appropri ate monetary a\'/ards.

, Recommendation and Approval
)

A\'/ards must be justified in \'/riting, and must be approved at a management
level higher than that of the individual recommending it:

Up to $2,000
Up to $5,000
Up to $10,000

Credit for Promotion

Assistant Administrator
Agency Awards Committee
Administrator

Recipients of incentive awards will earn credit for those awards when being
\ rated and ranked under the AID Merit Promotion Program.

I
/

Awards will be used as a basis to determine the extent to which an employee
meets the selective evaluation factors as established in the rating plan.

'\
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Chapter 8. UNACCEPTABLE PERFORMANCE

Applicability

This chapter applies to PMRS and PMS employees. Excluded are members of the
Senior Executive Service (SES), and Schedule C and Administratively Determined
(AD) employees.

General

•

An employee whose performance of one or more critical elements is unacceptable •
shall be given an opportunity period in which to improve job performance. Dur-
ing the opportunity period, management shall help the employee improve his/her
performance. Assistance may include formal and/or on-the-job training,
counseling and/or closer supervision. The employee must be advised in wrjting
of deficiencies and the standards that must be met in a Notice of Unacceptable
Performance.

Employees whose performance in one or more critical elements continues to be
unacceptable after an opportunity period is provided, must be reassigned,
reduced in grade or removed from the Agency.

Basis for Adverse Action

An adverse action may be taken only when an employee performs one or more
critical elements at the Unacceptable level, has received an opportunity period
and fails to improve his/her performance. The employee must be informed of the
performance standard he/she must reach -- Fully Successful for PMRS employees
and Minimally Successful for PMS employees.

If the performance of a Pf1RS employee is at the Minimally Successful level
after having received an Unacceptable rating and after having been given an
opportunity period. no adverse action is permitted; the employee shall continue
to be placed under opportunity periods until he/she improves to the Fully
Successful level. In addition, the employee1s rating of record shall be re
vised to reflect the level of performance at the conclusion of the opportunity
period(s).

Opportunity Period

The opportunity period is initiated when the employee is given a written Notice
of Unacceptable Performance. An opportunity period should begin as soon as
practical following a determination of unacceptable performance of any critical
element. The opportunity period should allow the employee a reasonable amount
of time in which to improve performance. The amount of time may vary from
situation to situation, depending on the nature of the deficient performance.
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Preparing a Notice of Unacceptable Performance

The Notice (see Exhibit B) will indicate the standards for acceptable perform
ance that must be met, define management1s role in assisting the employee, and
state the consequences of continued performance at the Unacceptable level.

The Notice is to be prepared and implemented when unacceptable performance
evolves into a continuing pattern and counseling, feedback and additional job
i llstructi ons do not resul tin suffi ci ent improvement. At thi s poi nt, the
servicing personnel specialist should be advised. In the case of an ongoing
performance problem, managers should make such determinations and communicate
their recommendations prior to the final 30 days of the rating cycle.

Tile first step in resolving consistently unacceptable performance is to conduct
j a progress review with the employee at which time the supervisor reviews the

employee's unacceptable performance in terms of the elements and standards
established in the performance plan. The face-to-face nature of the progress
review allows for give-and-take communication between the supervisor and
employee and an opportuni ty to resol ve mi sunderstandi ngs regardi ng expectati ons
and standards for acceptable performance. Immediately following this a Notice
of Unacceptable Performance may be prepared.

Documentation, Withdrawal of and Effects of the Notice of Unacceptable
Performance

A copy of the Notice of Unacceptable Performance will be placed in the
employee's Employee Performance File immediately upon issuance and \r1ill be used
in making subsequent personnel decisions regarding reassignment and promotion.
The Notice shall be removed when the employee1s performance reaches the
acceptable level. This constitutes a withdrawal of the Notice which may be
made at the end of or at any time during the opportunity period. The Notice
must be withdrawn when the employee is reassigned out of the same organization
or from the same line of work to work requiring different skills, is promoted,
01' is reassigned to a new supervisor unfamiliar with the employee1s performance
and work of the organization.

In the case of a PMRS employee who continues to perform at the Minimally
Successful level, a new Notice documenting the subsequent opportunity period
shall be filed in the EPF with the previous Notice. In addition, the PMRS
employee1s rating of record shall reflect the level of performance at the
conclusion of the opportunity period(s).
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June 30*

July 1*

July 31*

Mid-August

EXHIBIT A
Timetable of Performance Appraisal Cycle

End of appraisal period for PMRS and PMS employees.

Rating and reviewing officials should begin finalizing
PARs. Rating officials are responsible for obtaining
perfol4 mance apprai sal s from other supervi sors for
employees on detail from their positions of record
during the appraisal period and who meet the require
ments for interim apprai sal s. Infonnation from these
documents to assess the employee for summary rating
purposes. Employees and rating officials should
start developing performance plans for the new rating
cycle.

Performance plans for the new appraisal period should
be in place.

Rating tendencies must have been discussed with and
approved by pool managers. Rat"ings must be completed,
reviewed and signed by rating and reviewing officials.

•

•

•

Third week, August

Last week, August

Third week, September

Last week, September

End of October

All PMRS and PMS PARs, documented and signed by the
rating and reviewing officials, are due to the pool
manager via EMSs. Included are the performance plan,
progress review(s), summary rating and a memo from the
rating and reviewing officials recommending perform- •
.1nce a\mrds for Pf4RS employees and cash a\,{ards/qual i ty
step increases for Pt4S employees. Pool managers must
submit to M/PM/CSP a list of employees for whom PARs
were not prepared and why.

Pool managers prepare documentation to send perform
ance award recommendations to the Administrator for
final concurrence. Pool managers should return PARs
to rating officials to discuss surrvnary ratings \'1ith
employees.

After the Administrator's concurrence is obtained,
pool managers are encouraged to institute procedures
to communicate performance awards to appropriate
rating and reviewing officials and employees.

EMSs collect PARs and forward them to M/PM/CSP.

Performance awards for PMRS and PMS employees and
merit increases for PMRS employees are processed.

*Effective: fiscal 1988 rating cycle.
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EXHIBIT B
Notice of Unacceptable Performance

MEt10RANDUr4

TO: Employee

FROt~: Irrnnedi ate Supelovi sor

SUBJECT: Notice of Unacceptable Performance

1• ~Jote previ ous progress revi ew at which ti me tile supervi sor di scussed ''1itil
the employee the critical elements in which performance was unacceptable.

Document specific instances of deficient performance. Examples:
• The following assignments were not completed within acceptable deadlines;
• Content of work is insufficient due to factual errors, failure to adhere

to appropriate guidelines, etc.

3. State standards for unacceptabl e performance.

4. State that, as a result of this detennination, the employee shall be given
"X" number of days from the date of this notice to der:lOnstrate acceptable per
formance (Mi nimally Successful for GS, Fully Successful for pr~RS).

5. State that, for the employee to improve hi s/Iler perfonnance to the accept
::lbl e level (Mi nimally Successful for pr~s employees, Fully Successful for pr~RS

employees), he/she must meet the following standards:
State the standard(s) to achieve Fully Successful (for PMRS employees);
I~i nimally Successful (for pr~s employees).

6. Indicate assistance management will provide to help the employee meet the
standards for acceptable performance. This may include, but is not limited to:

• formal or on-the-job trai ni ng;
• counseling;
• closer supervision and more frequent revierl of work; and/or
• restructuring of work assignments.

7. Conclude by indicating the consequences of continued deficient performance:
• For PMRS and PMS at the Unacceptable level: reassignment, reduction in

grade or removal.
• For PMRS at the Minimally Successful level: establishment of an addi-

tional opportunity period.

Remind the employee of the importance of achieving and maintaining an accept
able level of performance.

8. Provide a signature line for the employee. If an employee refuses to sign
(refusal to sign does not prevent or delay the beginning of the opportunity
period), the supervisor should annotate his/her copy of the Notice to indicate
the date it was delivered to the employee. The Notice is delivered by the
immediate supervisor who will meet with the employee to discuss the Notice and
i ts imp1i cat1 0 ns•
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EXHIBIT C

aI.I.II:I
~

UNITED STATES OF ...MERICA

·11111'

AGENCY FOR INTERNATIONAL DEVELOPMENT

PERFORMANCE APPRAISAL REPORT

FOR

PMRS, GS, AND PREVAILING RATE

EMPLOYEES

This page is to be signed and dated by the employee and
supervisor when the performance plan is prepared.

EMPLOYEE INFORMATION

IR..... _
FROM TO

Employee's Name Position Title

o GSOR Organization

o PMRS
PREVAILING

GRADE:__ RATE

RATERIREVIEWER INFORMATION

Rating Officer's Name

Reviewing Officer's Name

Position Title

Date that performance plan was provided to employee

Rating Officer's Signature Date

Reviewing Officer's Signature Date

Employee's Signature Date

Progress Review(s) were held with the employee on the following date(s)

RATING OF RECORD
(comp/~l~d by MQ/lQg~m~nlOfJiar following approval by appropritll~ Pool Monag~r)

o OUTSTANDING

o EXCEEDS FULLY SUCCESSFUL

AID 410-11 (6-87)-Page 1

o FULLY SUCCESSFUL

[J MINIMALLY SUCCESSFUL

(S~~ Privacy ACI Slal~m~nl 011 r~~ru ofpa8~ $)
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(Instructions For Pages 2A 17lrough 2e)

INSTRUCTIONS FOR PREPARING ELEMENTS (PERFORMANCE RQUIREMENTS)

Describe individual job responsibilities for this rating period. Consider job responsibilities in terms of
both ongoing tasks (those thai remain largely unchangedfrom year to year) and special projects or initiatives
unique to this rating cycle. At least one of these elements must be designated "critical". Critical elements
are those of such importance that minimally successful or unacceptable performance in one or more
denotes an overall --rating of less than fully successful.

Accomplishment of organizational objectives should, when appropriate, be included in performance plans
by incorporating objectives, goals, program plans, or by other similar means that account for program
results.

INSTRUCTIONS FOR PREPARING PERFORMANCE STANDARDS

State the Performance Standard for each element. Standards are meant to be the individual yardstick
against which the employee's performance is measured. They should describe the fully successful level
of performance for each individual element. Avoid standards that cannot be used to measure accomplish
ment. While purely qualitative standards may be unavoidable in some instances, try to include specific
goals, i.e., dates for completion, target amonnts, orltges achieved.

INSTRUCTIONSFO.~ PERFORMANCE APPRAISAL
OF INDIVIDUAL ELEiVIENTS

Describe how the responsibility was met in terms of the criteria established in the standard. Avoid excessive
use of superlatives. Adjectives describing the quality of performance should be followed by specific,
concrete, examples of achievement. A narrative statement for each element is not required if perform!U1ce
in that element is indicated as fully successful.

(Space is provided for six individual elements. Page 2A may be reproduced if more are necessary.)

AID 410·11 (6-S7)-Page 1 (Back)

(TM 25: 137)

•

•

•

•

•



;
.'

)

Employee's Name

PERFORMANCE PLAN

ELEMENT: Is this a critical element of the job? 0 YES 0 NO

Performance Standard:

Performance Appraisal:

Page of

\

Overall Performance Rating For This Elemento OUT 0 EFS o FS OMS o UNACC

'\
)

ELEMENT: Is this a critical element of the job? 0 YES 0 NO

Performance Standard:

Performance Appraisal:

Overall Performance Rating For This Elemento OUT 0 EFS

AID 410-11 (6-87)-Page 2A

o FS OMS o UNACC
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Employee's Name I Page of

PERFORMANCE PLAN

ELEMENT: Is this a critical element of the job? 0 YES o NO
\

Perlormance·Standard:

Perlormance Appraisal:

~~ \,[,\\t)\\.,\1
Overall Performance Rating For This Element ® \f\~ U U u

OMS o UNACCo OUT 0 EFS l. 0 FS

ELEMENT: Is this a critical element of the job? 0 YES 0 NO

Perlormance Standard:

I

Perlormance Appraisal:

Overall Performance Rating For This Element
o FSo OUT 0 EFS OMS o UNACC

\

AID 410-11 (6-87)-Page 28
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Employee's Name I Page of

J PERFORMANCE PLAN

ELEMENT: Is this a critical element of the job? 0 YES DNa

Performance Standard:

I

Performance Appraisal:

... rt'
_. n r-f\\G\\\ \'::~

/
Overall Performance Rating For This Element \.~~. i \ ~\~1·f \~\S" \~t::.);

OMS o UNACCo OUT 0 EFS ~~~ , ~'. \ ',:d~S, ~
>......,.•

ELEMENT: Is this a critical element of the job? 0 YES 0 NO

Performance Standard:

Performance Appraisal:

Overall Performance Rating For This Element
o FSo OUT 0 EFS OMS o UNACC

AID 410-11 (6-87)-Page 2C (TM 25: 137)



MANDATORY
ELEMENTS FOR ALL SUPERVISORY

PERSONNEL

The elements for Performance Planning and Appraisal and EEO Responsibilities are applied to all supervisory
personnel. Either element may be designated as critical or noncritical.

Instructions for Performance Planning and Appraisal:

The standard for this element describes the minimum activities necessary to sustain fu1ly successful
performance in this element. Performance that exceeds the fully successful level might include:

• consideration of performance deficiencies as well as potential when
considering individuals for training;

• work assignments coordinated to match abilities to tasks as well
as provide on-the-job developmental opportunities.

NOTE: Supervisors rated le~s than full't- ~ttf~~;~~fu8~ the performance planning and appraisal

element will not receive r:~o/~f~~~1~·?9~~~;\';·:.}
\,~. -.;~~ i ~ -'1 \ r '-~ \ ~ ~ \, ...,...~ -'"....
~::~~~..) t «:~ "..~ ~) ._,~j)

(TM 25: 137)
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I Employee's Name
I Page of

: MANDATORY ELEMENTS FOR ALL SUPERVISORY PERSONNEL

ELEMENT: Performance Planning and Appraisal. Is this a critical element of the job? 0 YES o NO

Performance of subordinate personnel is managed in an effective fashion with employee's skills and abilities efficiently utilized.

Performance Standard:

High quality Performance Appraisal Reports (PARs) and Evaluation Reports (EERs) are executed at the planning and appraisal stages

in a timely manner. At least one progress review is conducted for each employee super~ised. Performance objectives are discussed

with employees. their input solicited and utilized in performance plan preparation.

Performance Appraisal:

,
I

r-..J
Overall Performance Rating For This Element

r;:.. r\ \'![1\~\\1r~) o OUT 0 EFS OMS o UNACC

\::::Z ~\H lU ~
ELEMENT: Equal Employment Opportunity (EEnf s'i'bilities. Is this a critical element of the job? 0 YES o NO--
Gains knowledge of and implements Agency/bureau/office affirmative action goals through training, contact with the Office of Equal
Opportunity Programs (EOP), review of EOP notices on affirmative action. attendance at EEO briefings, and review of bureau/office

affirmative action plan maintained in the bureau/office administrative office.

Performance Standard:

Utilizes this knowledge to identify organizational or other barriers to equal employment opportunity within immediate span of control.

Develops strategies for overcoming barriers and/or proposes same to higher level management in a timely fashion. Takes positive

steps toward meeting affirmative action go":.~ when making human resource management decisions in the areas of hiring, promotion,

) training, career development, position abolishment, reassignment, detail and TDY assignments.

Performance Appraisal:

\,
)

Overall Performance Rating For This Element
o OUT 0 EFS o FS OMS ·0 UNACC

AID 410-11 (6-87)-Page 3
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INSTRUCTIONS FOR PROGRESS REVIEWS

Ait least one progress review is required for all GS/GM and prevailing rate employees. A narrative
appraisal of performance at the Progress Review is OPTIONAL if performance is fully successful
or better. In such cases, check that box which indicates the current level of performance. Include
date(s) of review(s) and signature(s) here and on page I.

A progress review must be conducted and documented when a supervisor completes the probationary
period for new supervisors.

When performance falls to Minimally Successful at least two reviews should be conducted and
documented. Frequent informal progress reviews are also encouraged.

Areas of perfonnance needing improvemeI)t should be discussed with the employee as early as possible
in the rating period. Comments by rating official.should reflect how well the employee responded
to suggestions on how to improve effectiveness and should indicate where additional effort is needed.
Recommendations for training to overcome weakness should be entered. In addition, guidance on
the establishment of an opportunity pe.riOd(S), when p~:f.9rmance is unacceptable, should be obtained

from the Civil Service Personn~l DiV.iS~·'\r(~·\\ 'i.e
t:7~) ~~ ,J\ ~~~.\ ,.\ \ ,~,~o \,).:,J

AID 410-11 (6-87)-Page 3 (Back)
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Employee's Name
I Page of

PROGRESS REVIEWS

I Overall Performance FROM TO discussed below.

)

Overall Performance: D Does not meet standards.

o Meels or exceeds the Specify which elements/standards
standards for in written narrative (above).

fUlly successful.

Supervisors serving pro~ationary period (For new supervisors~9~Y\~
Demonstrated Supervisory Skills are D ACw=n.IRmt:1 UNACCEPTABLE

Progress review was discussed with emPloye@ I'~\~~\\( ~\.';l
) Supervisor's Signature I DaR?) lfU f"; Employee's Signature

I
Date

Overall Performance FROM TO discussed below.

)

Overall Performance: D Does not meet standards.
o Meets or exceeds the Specify which elements/standards

standards for in written narrative (above).
fUlly successful.

Supervisors serving probationary period (For new supervisors ONL Y)
Demonstrated Supervisory Skills are 0 ACCEPTABLE D UNACCEPTABLE

\ Progress review was discussed with employee on
J . .

I

Supervisor's Signature
I

Date
I

Employee's Signature I Date

AID 410-11 (S-S7)-Page 4
(TM 25:137)



INSTRUCTIONS FOR PREPARING SUMMARY RATING

Deriving Summary Ratings

In deriving the summary rating, the supervisor should review the appraisal ofeach performance element giving predomi
nant weight to the critical elements, and assign the summary rating which most accurately reflects the employee's
overall performance. The summary rating must be. consistent with and supported by the critical element ratings. A
narrative statement made by the rating officer on the following page is mandatory regardless of summary rating level.

-Outstanding-the summary rating of outstanding should be used very rarely and must be supported by outstand
ing ratings for all critical elements. The majority of the noncritical elements should be at least exceeds fully
successful with none less than fully successful. A summary rating ofoutstanding requires the personal certifica
tion of the pool manager attesting to the organizational achievements for each critical element rated.

•

-E"'Cceeds Fully Successful-the summary rating of ~ceeds fully successful is supported when the majority of
the critical elements are rared exceeds fully successful or higher. None can be rated lower than fully successful. •
In a case where critical elements are evenly div{ded between fully successful and exceeds fully successful or

. higher, the sumary rating of fully successful shall be awarded. The majority of non-critical elements should
be at the fully successful level.

-Fully Successful-the sumary rating of fully successful is when the majority of critical elements are rated fully
successful or higher. None of the critical elements may be rated less than fully successful. The majority of

.the non-critical elements should be rated fullu~s~r higher, but none less than. minimally successful.

-Minimally Successful-the summ<l~f.lf! ..~~~SSful is assigned when one or more critical elements
are rated minimally successful wi~lt wer. Noncritical elements may be a mix of element ratings.

-Unacceptable-ifperfonnance on any critical element is unacceptable, the summary rating must be unacceptable. •
Non-critical elements may be a mix of element ratings.

Interim Rating Requirements

-An interim perfonnance appraisal report is required when:

• the employee is reassigned, promoted, or transferred to another assignment after 90 days have elapsed; OR
a decision is made to withhold a within grade increase.

In these cases the supervisor'will:

• Have a review with the employee and discuss perfonnance to that point;

• Prepare a summary rating as outlined above.

• Forward the perfonnance package (plan, review and rating) to the executive managelpent staff to transmit
to the gaining supervisor or to the gaining EMS officer for appropriate action. Interim appraisals must be
considered in preparing the employee's next rating of record.

~.

A summary rating is encouraged when the rating officer leaves during the rating cycle or when major chanages in
duties and perfonnance requirements necessitates a new plan. It is important that every assignment and period of service
be documented to show duration and quality of service and that there is documentation available that can be considered
by the officer who prepares the rating of record.

AID 410-11 (6-87)-Page 4 (Back)
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Employee's Name I Page of

SUMMARY RATING

/ Rating Officer's narrative statement highlighting the employee's overall performance during the appraisal cycle.

\
I

/

This is a 0 Summary 0 Interim Rating

@ !"~~tt~UCCESSFUL[] OUTSTANDING o FULLY SUCCESSFUL

[] MINIMALLY SUCCESSFUL r;'~) ~A Pv .... ,
I

Rating Officer's Signature
......- I Date

Reviewing Officer's Comments

"

Reviewing Officer's Signature I Date

Employee's Comments (optional)

\

Employee's Signature I Date

AID 410-11 (6-87)-Page 5 (TM 25: 137)



PRIVACY ACT STATEMENT

The following statement is required to be attached to the subject form by the Privacy
Act of 1974 (Public Law 93-579; 88 Statute 1896).

This form is used to evaluate the performance of members of GS, GM and Prevailing
Rate employees. The Civil Service Reform Act of 1978 (Public Law 95-454) con
stitutes authority for collecting this information.

Disclosure of informationprov~~~\l o~de the Agency without written
consent of the employee conc ~ MU~~o any applicable routine ase
listed under AID's Civil Servi oyee Office of Personnel Record System (AID
2) in AID's Notice of System of Records for implementing the Privacy Act as published
in the Federal Register, or (b) when disclosure without the employee's consent is
authorized by the Privacy Act and provided for in AID Regulation 15. (A copy of
the Regulation and Notice ofSystems ofRecords is available from AiD Distribution
on request.)

AID 410-11 (6-S7)-Page 5 (Back)
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Part II. SENIOR EXECUTIVE SERVICE
PERFORMANCE MANAGEMENT SYSTEM (SESPMS)

Chapter 1. OVERVIEW

Purpose

Senior AID management's principle program and organizational and managerial
objectives are defined through the use of performance plans. SES performance
plans are expected to provide each executive with a clear understanding of
special initiatives for the current appraisal period as \~ell as management's
expectations regarding the execution of continuing responsibilities.

Through resources managed by the executive, goals are translated into organiza
tional objectives and integrated into the performance plans of subordinate
staff. Evaluation of performance is based on the accomplishment of program and
administrative goals, and serves as an assessment of the Agency's progress in
accomplishing major program initiatives as well as an indicator of overall cost
effectiveness, efficient utilization of resources, and effective integration of
the functions of each major Agency component.

The Agency's Performance Review Board is responsible for making certain that a
strong positive correlation exists between the SES members' achievement of
results and the awarding of performance bonuses, changes in individual SES pay
levels and nominations for Presidential rank awards.

Definitions

Appraisal. The act or process of reviewing and evaluating the performance
of an executive against the described performance standards.

Appraisal Period. The period of time established by an appraisal system
for which an executive's performance will be reviewed. For most AID execu
tives, the appraisal period will be for one year, October l-September 30. An
apprai sal peri od may be as short as 90 days.

Appraisal System. A system that provides for the establishment of perform
ance standards, identification of critical and noncritical elements, communica
tion of standards and elements to executives, establishment of methods and pro
cedures to appraise performance against established standards, and appropriate
use of appraisal information in making personnel decisions.

Critical Element. A component of a position consisting of one or more
duties and responsibilities that contributes toward accomplishing organiza
tional goals and objectives and that is of such importance that unacceptable
performance on the element would result in unacceptable performance in the
position. The lowest rated critical element of an executive's performance
appraisal indicates the overall final rating.

- 39 -
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Final Rating. The rating of record assigned to an executive after the •
recommendatlons of the Performance Review Board have been considered.

Initial Rating. The summary rating made by an executive's supervisor and
provided to the Performance Review Board.

Noncritical Element. A component of a position that is of such signifi
cance that it should be included in a performance plan but is not so signifi
cant as to be designated a critical element.

Performance. An executive's accomplishment of assigned work in the criti
cal and noncritical elements of the executive's position.

Performance Appraisal Report (PAR). The completed AID form (410-10 •
(9-86)) used to document the performance plan, progress review(s), modifica-
tions (if any), interim ratings and the rating of record.

Performance Award (Bonus). A cash payment to an executive based on the
executive's rating of record and degree of accomplishment relative to that of
other career members of AID's SESe On an annual basis, career executives
rated Outstanding or Exceeds Fully Successful shall be eligible to receive a
bonus of 5-20% of their annual salary. However, total compensation shall not
exceed the scheduled annual salary for EX-OI. Executives receiving Presiden
tial rank awards shall not receive a bonus in the same calendar year.

Performance Award Budget for SESe A pool of funds from which SES perform-
ance bonuses may be awarded. The pool shall be comprised of 3% of the aggre- •
gate annual payroll for AID's career SES population, as computed on the last
day of the current fiscal year.

Performance Plan. The aggregation of an executive's written critical and
noncritical elements and performance standards (Part I, AID form 410-10(9-86)).

Performance Review Board. The Board that reviews individual executive's
job performance and makes recommendations regarding performance-related
decisions.

Performance Standard. A statement of the expectations or requirements
established by senior management for critical and noncritical elements at the
rating level of Fully Successful. Wherever possible, a performance standard •
should be derived from quantifiable measures of job performance based on such
factors as quality, quantity, timeliness and cost reduction.

Progress Review. A review of the executive's progress in achieving the
performance standards. The review, in itself, is not a rating.

Rating. The level of performance the employee has attained for each criti
cal and noncritical element. The five rating levels are Outstanding, Exceeds
Fully Successful, Marginally Successful and Unsuccessful.

- 40 - •
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Rating of Record. The overall rating derived from the rating of perform
lance elements. The five ratings of record are Outstanding, Exceeds Fully
/ Successful, Fully Successful, Marginally Successful and Unsuccessful.

Special Act or Service. A nonrecurring contribution or accomplishment in
the public interest that is within or outside of job responsibilities, a sug
gestion, a scientific achievement or an act of heroism.

Training

M/PM is responsible to make certain that executives and superyisors of execu
tives understand AlDis perfonnance appraisal systems and are competent at using

~ the Agency·s performance planning documents to develop and articulate organiza
)tional goals into meaningful performance requirements and standards to evaluate

achievement. M/PM will provide new executives with formal training and written
guidance on the proper completion and usage of perfon11ance-related documents.
Performance Revie'l'l Board members may, on an ad hoc basis, meet with individual
executives to help revise SES performance plans or individual elements and
standards the Board has deemed inadequate, vague or defining responsibilities
beyond the executive's control.

Executives will prepare an Individual Development Plan (lOP) on which fonnal
training and developmental activities and strategies are outlined. The PRB
m~ make suggestions to the executive or his/her supervisor on items to
include in the lOP.

Perfonnance Records

Completed PARs reviewed by the PRB and the summary rating approved by the
Administrator shall be filed in a separate Employee Performance Folder (EPF)
maintained for each executive for a minimum of five years. Upon transfer of
the executive to another Federal agency, the documents shall be included with
the Official Personne'l Folder transmitted to the gaining agency; all appro
priate performance related documents five years old or less shall be forwarded
to the gaining agency. Justifications and documentation of awards other than
those based on the PAR shall be retained in the EPF.

)
Tile executive shall revie\'1 his/her appraisal and have an opportunity to comment
on its content or on any aspect of his/her perfonnance prior to transmittal to
the reviewing official. The executive's comments, if any, shall be made avail
able to the PRB. The executive shall be provided with a copy of his/her
appraisal, including comments, if any, made by the reviewing official at the
time the reviewing official completes his/her review of the appraisal, coinci
dental with its transmittal to the PRB.

- 41 -
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Managers must provi de each executi ve a copy of the foll owi ng documents at the
time they are prepared: the initial rating, with notification of the right to
respond in writing and to request a higher level review before the rating
becomes final; comments and recommended changes by a higher level executive,
and the final rating. All performance-related records must be maintained for
five years from the date the rating is issued.

System Evaluation

The PRB \'Iill evaluate all aspects of the SES performance appraisal system. The
PRB wi 11 eval uate the system on an annual basi s and report its fi ndi ngs and
recommendations to the Agency IS Executi ve Resources Board (ERB). Thi s usually
will be done upon completion of the PRB's annual deliberations regarding review
of final ratings and recommendations for bonuses, pay level adjustments and
Presidential rank award nominations.

- 42 -
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) Chapter 2. PERFORMANCE APPRAISAL

Applicability

This section applies to all AID SES members serving under Career, tJoncareer,
Limited Term and Limited Emergency appointments.

Performance pl ans, progress revi ews and subsequent apprai sal s w'j 11 be prepared
or conducted for all AID SES members with the exception of those on detail away
from the Agency or on long-term training.

\ Policies
)

/

1. Performance elements and standards are to be communicated to the execu
tive at or before the beginning of the appraisal period. SES performance plans
will be prepared in writing and provided to the executive at the beginning of
the apprai sal period or \'/ith; n 30 days of the begi nni ng of the apprai sal
period. Additionally, within 30 days of entry into the SES or upon permanent
reassignment, the executive will receive a written performance plan. Perform
ance pl ans \'Ii 11 be documented on the approved Performance Apprai sal Report,
AID form 410-10 (9-86).

2. Each performance plan must include at least two critical elements.

\ 3. The appraisal period shall begin on October 1 and end on September 30.
) ~~hen an executi ve has not served the mi l1i mum 90 days as of the end of the

rating period, the executive's appraisal period shall be extended for the time
necessary to meet the 90-day requirement. The Administrator may terminate the
apprai sal peri od for an SES member at any time after a mi numum of 90 days if it
is believed there is adequate basis on which to appraise and rate the execu
tive's performance. For a career SES member, no appraisal shall be made within
120 days of the beginning of a new Presidential administration.

4. Performance plans will be established in consultation with the execu
tive and transmitted to the Executive Secretary, Performance Review Board. The
supervising official has the final authority to establish performance plans.

OJ 5. Performance elements and standards will be based on the requirements
J of the executive's position and must include organizational objectives.

6. Performance standards wi 11 defi ne the 1evel of accompl i shment necessary
to sustai n a rati ng of Fully Successful for each el ement.

7. All SES performance plans will contain mandatory elements (performance
management, EEO, cost control and audit resolution) and standards that have
been preprinted on AID Form 410-10 (9-86). The elements are intended to be
noncritical. However, in individual cases, rating officials may develop unique
elements and standards covering any of the above responsibilities and designate
them as critical or noncritical.

) - 43 -
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8. Ratings will be based on a comparison of performance against written 4IIt
standards.

9. The SES performance appraisal system uses employs five rating levels:
Outstanding; Exceeds Fully Successful; Fully Successful; Minimally
Satisfactory, and Unsatisfactory

10. Executives shall be given an opportunity to improve Minimally Satis
factory or Unsatisfactory performance through formal or on-the-job training,
counseling or closer supervision.

11. There will be no predetermined distribution of ratings by level of
performance. 4IIt

12. A written rating of record of the rated executive's performance shall
be reviewed for approval by the Administrator or the Deputy Administrator on an
annual basis after considering PRB recommendations.

•

•
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J Chapter 3. PROGRESS REVIEWS AND RATINGS OF RECORD

Progress Reviews

Progress reviews shall be conducted for each executive at least once during the
appraisal period. The review will compare the executive's job performance
against established performance elements and standards. Formal ratings will
not be given as a result of the review. Although documentation of progress
reviews is not required, reviews citing Minimally Satisfactory or Unsatisfac
tory performance should be documented by the rating official and a copy pro
vided to the executive and the PRB Executive Secretary.

\
) Ratings of Record

A rating of record must be prepared when an executive changes from a position
that he/she held for 120 days or more. A summary rating prepared when an exec
utive changes positions during an appraisal period is not considered an initial
rating, but shall be considered in arriving at the summary rating for the
rating period in which performance occurred.

Each performance element must be defined. The only exception is for instances
in which the executive did not have sufficient opportunity to demonstrate per
formance in the element in question. Often, this will be the case regarding
the mandatory element for audit resolution.

) Appraisal of job performance of executives on details or long-term training:

• When an executive is detailed within the Agency for a period expected to
last 120 days or longer, a performance plan shall be prepared covering the per
formance requirements of the new position within 30 days of the effective date
of the detail. A summary rating shall be prepared at the conclusion of the
detail and shall be used in arriving at the rating of record for the appraisal
period in which job performance occurred.

• When an executive is detailed away from the Agency, a reasonable effort
will be made to obtain appraisal information from the outside organization;
the information shall be considered in deriving the rating of record for the

\ appraisal period in which job performance occurred.

• A long-term training assignment shall be treated the same as a detail
away from the Agency.

Levels

The Senior Executive Service Performance Appraisal System uses a five-level
system to rate executives:

\

)
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•Outstanding. Performance that is substantially higher than the standard
for Fully Successful and represents a level of performance not all employees
could be expected to achieve. A rating of Outstanding is meant to connotate
an extraordinary level of achievement and commitment in terms of time, techni
cal knowledge and skill, ingenuity, creativity and initiative in the
attainment of organizational objectives.

Exceeds Fully Successful. Performance that consistently and significantly
exceeds the level of accomplishment that would otherwise be required to meet
the standard for Fully Successful.

Fully Successful. Performance that fully and consistently meets the •
requirements and expectations of the job laid out for the Fully Successful
standard.

Minimally Satisfactory. Performance that does not fully meet the perform
ance standard set for Fully Successful. This may be evidenced by the need for
greater supervisory review, or discussion and correction than is necessary at
the Fully Successful level. When performance falls below Fully Successful,
remedial action should be taken.

•
Unsatisfactory. Performance that clearly fails to meet a performance

standard set at at the Fully Successful level. When performance is
Unsatisfactory on a critical element, corrective action must be taken.

Deriving Ratings of Record

Ratings of record must be based on how the executive performed on identified
critical and noncritical performance elements. The executive's overall
summary rating shall be be derived as follows:

• Outstanding. All critical elements and the majority of noncritical
elements shall be rated Outstanding;

• Exceeds Fully Successful, Fully Successful or Minimally Satisfactory.
The majority of critical and noncritical elements should have the same indi-
vidual rating as that of the summary rating. No critical element shall be •
rated less than one level below that of the summary rating.

• Unsatisfactory. When anyone critical element is rated Unsatisfactory,
the rating of record shall be Unsatisfactory.

Basis for Adverse Action

The following actions shall be taken for performance rated as less than Fully
Successful:

- 46 - •
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Rating of Record Action

One Unsatisfactory rating Removal from position or SES

Two Unsatisfactory ratings within Removal from SES
five consecutive rating years

Two ratings below Fully Successful Removal from SES
within three consecutive rating years

~ Provisions of the Appraisal System
)

The appraisal system provides for:

• written initial rating of the executive's performance made by the execu
tive's rating official. and provided to the rated executive;

• an opportunity for the rated executive to respond in writing to the
initial rating;

• an opportunity for a reviewing official to review an executive's rating.
unless there is no one at a higher level. before PRB review;

" " \ • provision for PRB review of the reviewing officer's comments;)

Performance Review Board

The PRB makes recommendations on executives ' job performance.

Responsibilities

• Review and approve individual performance plans at the beginning of
each appraisal period.

• Review standards and ratings of record for difficulty and strictness of

) application to ensure that only those executives whose job performance exceeds
. normal expectations are rated at levels above Fully Successful.

• Make recommendations regarding the approval of the rating of record for
each executive.

• Make recommendations regarding the allocation of the performance award
budget for the SES including the amounts of individual performance bonuses.

• Make recommendations regarding the adjustment of an executive's
individual SES pay level.

; - 47 -
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• Make recommendations regarding nominations of executives for Presiden- ~
tial rank awards .

• Transmit copies of reviewing official's comments to rated executive and
rating official.

Precepts

Acomprehensive statement of the PRB's responsibilities and operations is
contained in the PRB Operating Guidelines. The following precepts govern PRB
appointment and operation:

1. the PRB will consist of at least three members appointed by the ~

Administrator or the Deputy Administrator; ~

2. notice of appointment of an individual to the PRB will be published in
the Federal Register;

3. PRB members will be appointed in such a manner as to assure consist
ency, stability and objectivity in performance appraisal;

4. when appraising a career executive, the majority of the PRB shall
consist of career appointees;

5. the PRB will review and evaluate the initial rating, the rated execu-
tive's written response and the written comments of a higher level executive, •
if any, and will conduct such further review as the PRB finds necessary;

6. individual PRB members shall not take part in PRB deliberations involv
ing their appraisals, or those of their immediate supervisor or executives
under their immediate supervision;

7. the PRB shall make written recommendations concerning each executive's
rating of record;

8. the PRB shall review and approve recommendations for incentive awards
for SES members based on a special act or service, i.e. an invention, suggest
ion, act of heroism, or other one-time accomplishment that mayor may not be a
part of the executive's job responsibilities. In addition to determining that •
the act cited for an incentive award is one for which an executive may be
recognized, the PRB shall adhere to all applicable guidelines of the Agency's
Incentive Awards Program (Chapter 7, Part A).
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AGENCY FOR INTERNATIONAL DEVELOPMENT

PERFORMANCE APPRAISAL REPORT

FOR THE

SENIOR EXECUTIVE SERVICE

Executive's Name

Organization

Thi, pase i, to be ,isned and dated by the ezecutive and
,upervi,or when the performance plan i, prepared.

I?osition Title

Rating Period
FROM

E5-Pay Level

I
TO

. ) Rating Official's Name IPosition Title

Orpnizational Description: Briefly describe the executive's role in the organization. (Include the number ofpeople and or8tJnizatiofttJl
element' ,upervued, tJI well tJI a de,cription ofre,ource, mtJ1UJ8etL) Describe the executive's position in terms of policy making responsl·
bilities, program and management support activities, development project portfolio (if applicable), and organizational responsibilities.
DO NOT attach position descriptions or functional statements. DO NOT exceed the space provided below•

. EXeCutive's Signature

Rating Official's Signature

AID 410010 (9086)· Page 1

IDate

(S. Pf/vacy Act Statement on f'fNem of PBg6 6J

- 49 -

Date Written Elements and
Standards Provided

Date PRB Approved
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(INSTRUCTIONS FOR PAGES 2A THROUGH 2H)

INSTRUCTIONS FOR PREPARING PERFORMANCE REQUIREMENTS

Consider job responsibilities in tenns of both ongoing tasks (those that remain
largely unchanged from year to year) and special projects or initiatives unique
to this rating cycle. The executive's perfonnance plan shall consist of no fewer
than 5 nor more than 8 such elements. At least two of these elements must be
designated '''critical''. Critical elements are those of such importance that unsat
isfactory perfonnance in one or more denotes an overall rating of unsatisfactory.
The limitation on the number of elements does not include the 4 mandatory
perfonnance requirements found at the end of the Perfonnance Plan section of
this form.

INSTRUCTIONS FOR PREPARING PERFORMANCE STANDARDS

Standards are meant to be the individual yardstick against which the executive's
perfonnance is measured. They should describe the fully successful level of per
fonnance for each individual Perfonnance Requirement. Avoid standards that
cannot be used to measure accomplishment. While purely qualitative standards'
may be unavoidable in some instanc.es, try to~'~~CifiCgoals, Le., dates for
completion, target amounts, orp~e~~~~ d. e .

~~\\Yu :3
~.1 ,U

INSTRUCTION FOR PREPARING PERFORMANCE APPRAISAL
OF INDIVIDUAL ELEMENTS

Avoid excessive use of superlatives. Adjectives describing the quality of perfor
mance should be followed by specific, concrete, examples of achievement.

•

•

NOT E: ALL ENTRIES ON THIS FORM MUST BE CONFINED TO THE SPACE ALLOTTED

(TM 25: 137)
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Executive's Name

PERFORMANCE PLAN

~erformanceRequirement: Describe one responsibility for this rating period.
I

,The above element is a 0 continuing responsibilitY 0 special initiative

)IS this a critical element of the job? 0 YES 0 NO

I Page of

'II.
i

Performance Standard: State the performance standard for carrying out this responsibility in a fully successful manner.

Performane:e Appraisal: Describe how the respon~~lt'ltV~ali(f~t \,,'tei
1
,!,.!..ofJlle criteria established in the standard. Cite specific examples

of substantive accomplishments. ""U) 1 .'" \ i. ,: \! . J
\., "I.· ...

\ Overall Performance Rati ng for Th is Element
) 0 OUTSTANDING

--I' 0 MINIMALLY SATISFACTORY

AID 410·10 (9-861· Page 2A

o EXCEEDS FULLY SUCCESSFUL

o UNSATISFACTORY

o FULLY SUCCESSFUL

(TM 25: 137)



Executive's Name
Page of

PERFORMANCE PLAN

Performance Requirement: Describe one responsibility for this rating period.

The above element is a 0 continuing responsibility 0 special initiative

Is this a critical element of the job? 0 YES 0 NO

Performance Appraisal: Describe how the responsibility was met in terms of the criteria established in the standard. Cite specific example
of substantive accomplishments.

Overall Performance Rating for This Element
o OUTSTANDING

D MINIMALLY SATISFACTORY

AID 410·10 19-861· Page 28

D EXCEEDS FULLY SUCCESSFUL

D UNSATISFACTORY

o FULLY SUCCESSFUL
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Executive's Name

PERFORMANCE PLAN
~erf,ormanceRequirement: Describe one responsibility for this rating period.
)

,~ ,The above element is a 0 continuing responsibility 0 special initiative

,,Is this a critical element of the job? 0 YES 0 NO ..-"'

I Page _ of

Performance Standard: State the performance stan~d f~ \~~{~9~~~hl,~,~sponsibilityin a fully successful manner.

\>:,~~ ~ / \ .~ ",j, \ I '". "; ;~.~: ~. :.~"~

)~---:-----:--:---=:~::---:---:--------:-:-:-:-:-----:------:--:------:~--:-:-:-:----:-:"--.---~",,:,,",",=,...----=:----,.......-\
'Performance Appraisal: Describe how the responsibility was met in terms of the criteria established in the standard. Cite specific examples
of substantive accomplishments.

'.

')
/

. ,Overall Performance Rating for This Element
) 0 OUTSTANDING

./
" 0 MINIMALLY SATISFACTORY

AI D 410010 (9-861 • Page 2C

o EXCEEDS FULLY SUCCESSFUL

o UNSATISFACTORY

o FULLY SUCCESSFUL
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Executive's Name
Page of

PERFORMANCE PLAN

Performance Requirement: Describe one responsibility for this rating period.

The above element is a 0 continuing responsibilitY 0 special initiative

Is this a critical element of the job? 0 YES 0 NO

Performance Standard: State the performance standard for carrying out this responsibility in a fully successful manner.

Performance Appraisal: Describe how the responsibility
of substantive accomplishments.

e criteria established in the standard. Cite specific examples

Overall Performance Rating for This Element
D OUTSTANDING

D MINIMALLY SATISFACTORY

AID 410-10 (9086) • Page 20

D EXCEEDS FULLY SUCCE:)5FUL

D UNSATISFACTORY

o FULLY SUCCESSFUL
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Executive's Name

"\ PERFORMANCE PLAN
,Performance Requirement: Describe one responsibility for this rating period,

The above element is a 0 continuing responsibility 0 special initiative

/5 this a critical element of the job? 0 YES 0 NO

I ~age of

-'

Performance Standard: State the performance standard for carrying out this responsibility in a fully successfui"manner.

Performance Appraisal: Describe how the responsibilit\~SI~\t.n· •.u ..u h~ ~d'fueria established in the standard. Cite specific examples
of substantive accomplishments. ® lfU\XU \S \,;::JL:-J

Overall Performance Rating for This Element
o OUTSTANDING

o MINIMALLY SATISFACTORY

AID 410·1019-86) • Page 2E

o EXCEEDS FULLY SUCCESSFUL

o UNSATISFACTORY

o FULLY SUCCESSFUL
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Executive's Name
Page of

PERFORMANCE PLAN
Performance Requirement: Describe one responsibility for this rating period.

The above element is a 0 continuing responsibility 0 special initiative

Is this a critical element of the job? 0 YES 0 NO

Performance Standard: State the performance standard for carrying out this responsibility in a fully successful manner.

Performance Appraisal: Describe how the responsibilit
of substantive accomplishments.

. ria established in the standard. Cite specific examples

Overall Performance Rating for This Element
o OUTSTANDING

o MINIMALLY SATISFACTORY

AID 410>10 190861- Page 2F

o EXCEEDS FULLY SUCCESSFUL

o UNSATISFACTORY

o FULLY SUCCESSFUL
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Executive's Name

" PERFORMANCE PLAN •
)rformance Requirement: Describe one responsibility for this rating period.

'''e above element is a 0 continuing responsibilitY 0 special initiative
)
Is this a critical element of the job? 0 YES 0 NO _ '" r-:1

I Page of

••rl.,m•.." Sta,d.nI, Stato tho p.",O"""'"""d~GS~~~"b"'tv " • fullV '"'''',,',' m.,"".

)
/

Performance Appraisal: Describe how the responsibilitY was met in terms of the criteria established in the standard. Cite specific examples
of substantive accomplishments.

)

lverall Performance Rating for This Element

I
) 00 OUTSTANDING

MINIMALLY SATISFACTORY

AID 410-10 (90861· Page 2G

o EXCEEDS FULLY SUCCESSFUL

o UNSATISFACTORY

o FULLY SUCCESSFUL
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Executive's Name
Page of

PERFORMANCE PLAN

Performance Requirement: Describe one responsibility for this rating period.

The above element is a 0 continuing responsibility 0 special initiative

Is this a critical element of the job? 0 YES 0 NO

Performance Standard: State the performance stand.~rd~.Cl~'~~~n.hhi .'~_ pon~iibility in a fully successful manner.

Q ~ \L ~1 1 ... ~®I\) .~~~.

Performance Appraisal: Describe how the responsibility was met in terms of the criteria established in the standard. Cite specific examples
of substantive accomplishments.

Overall Performance Rating for This Element
o OUTSTANDING

o MINIMALLY SATISFACTORY

AID.410·10 (9~61 • Page 2H

o EXCEeDS FULLY SUCCeS:lFUL

o UNSATISFACTORY

o FULLY succeSSFUL
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(INSTRUCTIONS FOR PAGE 3)

INSTRUCTIONS FOR MANDATORY PERFORMANCE REQUIREMENTS

/1 The four mandatory performance requirements and the standards against which
perfonnance is to be measured have been defined for all executives. When uti
lized in this fonnat it is intended that they be non-critical. However, if required
by individual situations, the executive and supervisor may develop one or more
of these elements into a unique perfonnance requirement and standard utilizing
one of the previous pages. In such case the element could be designated critical
or non-critical, continuing responsibility or special initiative. These mandatory
elements are not counted in the limitation of 5 to 8 elements required in the pre
vious portion of the Performance Plan. No rating shall be made for Audit Reso
lution if the executive had no responsibility for resolving audit findings during
the rating period.

")

'-->

NOT E: ALL ENTRIES ON THIS FORM MUST BE CONFINED TO THE SPACE ALLOTTED

,
)

/
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MANDATORY PERFORMANCE REQUIREMENTS

For the 4 performance requirements listed below, "X" the box
corresp(,nding to the overall level of performance in each area.
Space is also provided for optional narrative assessment.

IExecutive's Name

';----------------~~"':""'::~~:_::_":":"'~--------~~~---~ ......-=-=-----l
j PERFORMANCE PLAN

A. PERFORMANCE MANAGEMENT
-Performance Appraisal Reports (PARS) and Employee Evaluation Reports (EERS) were D D D D D

executed at the planning and appraisal stages in a timely manner.
- Performance objectives were discussed with employees, their input solicited and utilized

in Performance Plan preparation.

)
- Progress reviews were conducted for all employees.
- Throughout the rating period, assignments were made to subordinate staff in 'I.fashion

that matched abilities to tasks and provided on-the-job developmental opportunities.
Optional Narrative Appraisal (must be completed if performance in this element is less than full.r successful).

B. eQUAL EMPLOYMENT OPPORTUNITY

- The Executive took an active role in developing the affirmative action plan for the DOD D D
organization under his!her supervision.

-The Executive took positive steps to achieve the goals set forth in~hIr~'e
action plan for his!her organization. ~r.:!1

jtional Narrative Appraisal (must be completed "~.Y~-W . Ie is less than fully luccessful).

C. COST CONTROL

- Areas of possible cost reduction were identified and alternate proposals developed D DODD
and investigated.

- Positive steps were taken to reduce operating, administrative, or program expenditures.
Optional Narrative Appraisal (must be completed ifperformance in this element is less than fully successful).

D. AUDIT RESOLUTION (if aDplicable)

- Resolution of audit findings was completed in a timely fashion. D D D DD
- Resolution of audit findings was supportive of program requirements.

Optional Narrative Appraisal (musl be completed ifperformance in this element is less than fully successful).

AID 410-10 (~61 Page 3 (TM 25:137)



(INSTRUCTIONS FOR PAGE 4)

INSTRUCfIONS FOR OVERALL APPRAISAL

Cite specific examples of achievement during the past rating period. Include
mention of any ad hoc assignments that developed during the ral:ing period that
were not anticipated or covered by the elements in the Performance Plan.

•
NOT E: ALL ENTRIES ON THIS FORM MUST. BE C.ONF.IN~P TO THE SPACE ALLOTTED

~~r~'· ~C'(> . ,j. I

~ '. :~\ . [J
~)lJ\1 \"

INSTRUCTIONS FOR SUMMARY RATING

The summary rating is derived from the ratings of the individual elements accord
ing to the following criteria:

•

•
• For a summary rating of outstanding, all critical elements shall be rated out

standing and the majority of non-critical elements also rated outstanding;

• For a summary rating of exceeds fully successful, fully succc~ssfult or mini
mally satisfactory, the majority of critical and non-eritical elements should
have the same individual rating as that of the summary rating. No critical
element shall be rated less than one level below that of the summary rating;

• When anyone critical element is rated unsatisfactory, the summary rating
shall be unsatisfactory.

•
(TM 25: 137)



Executive's Name

, PERFORMANCE APPRAISAL

I Page of

_' ierall Appraisal: The rating officer will provide a narrative statement highlighting the executive's accomplishments during the appraisal
cycle.

)

"-
)

j

)

Progress Review(s) Were Conducted on the Following Dates. They 0 were 0 were not documented.

Summary Rating
'0 OUTSTANDING

}
/,- 0 MINIMALLY SATISFACTORY

Rating Officer's Signature

AID 41Q.10 (g.a61 Page 4

o EXCEEDS FULLY SUCCESSFUL

o UNSATISF~.cTORY

o FULLY SUCCESSFUL

IDate

(H1 25:137)
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"real In Which the Executive ~Ight !mproYl (To be completed by the rating officer) NOTE: This section must be completed regardless

.:»f the executive's summary rating.

)

)

'I Executive's Signature

AID 410-10 (9-86) - Page 5
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(INSTRUCTIONS FOR PAGE 6)

INSTRUCTIONS FOR REVIEWING OFFICER'S STATEMENT

In those instances in which the executive's reviewing officer is a bureau head or
the Deputy Administrator, completion of this section is mandatory. If the re
viewing officer is the Administrator, completion of this section ~s optional at the
request of the executive. In such cases, if the executive does not request a review
by the Administrator, the section below regarding bonus, rank award and pay
level adjustment shall be completed by the executive's supervisor (rating officer).

In all cases, the Executive's Perfonnance Appraisal Report shall be reviewed by
the Perfonnance Review Board before fmalization of the summary rating.

.' ...
, ...

/"\

U

NOT E: ALL ENTRIES ON THIS FORM MUST BE CONFINED TO THE SPACE ALLOTTED

(TM 25: 137)



Executive's Name

" PERFORMANCE APPRAISAL

1Page of

,.!Commendations of Bureau Head or Deputy Administrator: Provide a narrative statement highlighting the executive's accomplishments
during the appraisal cycle.

)

\
)

)

Indicate recommendations regarding performance bonus, rank award nomination, or. pay level adjustment.

Performance Bonus

Rank Award Nomination

Pay Level Adjustment
)

/
Bureau Head or DeputY Administrator's Signature

AI D 41010 (9-86) • PHge 6

DYES
AMOUNT (5'}(, to 2()')(, of SIII.ryl

DYES
o MERITORIOUS
D DISTINGUISHED

DYES
RECOMMENDEDSESLEVEL

o NO

o NO

o NO

I Date
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PRIVACY ACT STATEMENT

The following statement is required to be attached to the subject form by the
Privacy Act of 1974 (Public Law 93-579; 88 Statute 1896).

This form is used to evaluate the performance of members of the Senior Exe
cutive Service. The Civil Service Reform Act of 1978 (Public Law 95-454)
constitutes authority for collecting this information.

Disclosure of information provided will not be made outside the Agency with
out written consent of the employee concerned except (a) pursuant to any
applicable routine use listed under AID's Civil Service Employee Office of Per
sonnel Record System (AID 2) in AID's Notice of System of Records for im
plementing the Privacy Act as published in the Federal Register, or (b) when
disclosure without the employee's consent is authorized by the Privacy Act
and provided for in AID Regulation 15. (A copy of the Regulation and Notice
of Systems of Records is available from AID Distribution on request.)

(rr·, 25: 137)
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CHAPTER 16

THE MERIT PROMOTION PROGRAM

16A. Purpose

The purpose of the Merit Promotion Program is to provide Agency policies
and procedures for meeting its internal staffing needs with the best
qualified candidates available through the Civil Service employment
system; to assure that employees have a fair and equitable opportunity
to develop and advance to their full potential according to their
capabilities; and to provide incentive for employees to improve their
performance and develop their knowledge, skills and abilities.

16B. Applicability

1. AlDis Merit Promotion Program applies to employees in the General
Schedule (GS) and Performance Management and Recognition System (GM) at
grades 1 through 15 as well as Wage Grade (WG) employees in the
competitive service. The competitive procedures of this chapter apply
unless the action is specifically excepted from AlDis Merit Promotion
Program.

2. Career Executive Assignments at GS-16, 17, and 18 are made under the
Executive Assignment System (FPM Ch. 305 and FPM Supplement 305-1).

3. Separate requirements, instructions and Quidance covering positions
in the Senior Executive Service are contained in FPM supplements to FPM
Ch. 920 and AID HB 25, Ch. 13, Executive Personnel, AID/Washin9ton.

16C. Authorities

1. Office of Personnel Management (OPM) Handbook X-1l8, "Oual ification
Standards for Positions Under the General Schedule."

2. Federal Personnel Manual, Ch. 335, "llpromoti ons and Internal
Placement. II

3. 5 CFR 335.102.
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160. Definitions

1. Accretion of Additional Duties and Responsiibi1ities. A situation
where the incumbent has acquired additiona~;ies and responsibilities
through unplanned management action which, when fully performed, warrant
promotion to a higher grade. The additional duties and responsibilities
must represent a logical extension of the old job.

2. Area of Consideration. The area in which the Agency makes a search
for eligible candidates in a specific promotion action as determined by
M/PM. The primary area of consideration is AID/Washin9ton (AID/W):

a. The area of consideration may be extended when normal staffing
efforts fail to produce a reasonable number of well-qualified candidates.

b. The primary area of consideration may be reduced when circum
stances prohibit consideration of candidates from outside the smaller
area. M/PM must concur on the circumstances which justify the smaller
area and the concurrence will be made a part of the promotion record.
The need to maintain ceiling controls and to place surplus employees is
the primary circumstance that would prevent an organizational unit from
adding to its staff. If an organizational unit is below its authorized
ceiling level, the area of consideration will be no smaller than AID/W.

3. Best Qualified Candidates. Candidates considered to be the best of
the group of highly qualified candidates or, if none, the best of the
group of qualified candidates after evaluation and relative comparison
with other candidates in the same group.

4. Career-Ladder Position. A position of incr'easing difficulty in the
same line of work through which an employee may pr09ress from a lower or
entry level to the level of full performance. Career-ladder positions
announced only in AID/W will be desi gnated Upw,ard Mobil ity posi ti ons.
Employees in Upward Mobility career-ladder positions are 9iven training
and developmental assignments as indicated in an individual development
plan and may he promoted without further competition as they demonstrate
ability to perform at the next higher level.

a. Entry LeveL The lowest grade 1evp.1 ina career-1 adder.

b. Full-Performance Level. The highest grade level to which all
employees in a career-ladder may be promoted noncompp.titively.

•

•

•

•

•
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5. Demotion. The change of an employee to a lower grade when both the
old and the new positions are under the same pay schedule, e.g., GS or
WG, or when the old and new positions are in different pay schedules
with the new position offering a lower rate of pay.

6. Detail. The temporary assignment of an employee to a different
position for a specified period of time, with the understanding that the
employee will be returned to his or her position of record at the end of
the detail.

7. Employee Performance File (EPF). Incorporates all records maintained
on an employee which are identified in writing by the Agency as re1atinq
to performance, e.g., performance appraisals, training certificates,
letters of commendation.

8. Highly Qualified Candidates. Candidates whose experience and
training substantially exceed the minimum qualification requirements to
the degree that they possess knowledge, skills, and abilities which
indicate they are likely to be able to perform in the position in a
superior manner.

9. Planned Management Action. Through consent, initiation or assignment
by a responslble superVlsor or management official, an employee acquires
additional duties and responsibilities which warrant promotion to a
higher grade. When the assignment is clearly the most efficient of
several alternative workload assignments, the situation will be defined
as a "planned management" action. The additional duties and
responsibilities must represent a logical extension of the old job.

10. Promotion. The change of an employee to a position at a hi~her

grade level within the same job classification system and pay schedule
or to a position with a higher rate of basic pay in a different job
classification system and pay schedule.

11. Position Change. A specific Nature of Action involving a promotion,
demotion or reassignment made during an employee's continuous service
(within the same Federal agency) and establishes the employee's
eligibility for grade retention (5 U.S.C. 5362), and may also involve a
change of official headquarters or post of duty within the Agency.
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12. Positions with Known Promotion Potential. Career-ladder, trainee
and understudy positions and positions filled· at a 9rade below the
established or anticipated grade.

13. Qualified Candidates. Candidates who are determined by M/PM/CSP to
have met the U.S. OPM general and specialized experience standards for
the position.

14. Reassifinment. The change of an employee from one position to
another wit out promotion or demotion.

15. Reemployment. The noncompetitive reemployment of former Agency
employees granted reemployment rights under OPM regulations and Agency
policy.

•

•
16. Reinstatement. The noncompetitive emp1~/ment of a career or career
conditional employee or a person formerly emp"loyed in the competitive
service who held competitive status or was serving probation when
separated from that service.

17. Selecting Official. The individual l~esp()nsib1e for makin9 a careful •
analysis of the qualifications of each candidate certified for a vacancy
and for making a selection based on his/her judgement of which candidate
could perform best in the job to be filled.

18. Selection Certificate. An alphabetical list of the best qualified
candidates who are referred to the selecting official for consideration
for a vacancy or several identical vacancies.

19. Selective Factors. Specific know1edges, skills, and abilities
essential for satisfactory performance on the job and represent an
addition to the basic qualification standards for a position.

20. Status Quo Employee. An employee who failed to aCQuire competitive •
status when the position in which serving was placed in the competitive
service by a statute, Executive Order or Civil Service Rule which
permitted the employee's retention without the acquisition of status.

21. Trainee Position. A position involVing a well-defined training
program (which may include both on-the-job and classroom training) of a
definite duration and the performance of assigned tasks, on a rotating

•



/

/
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or non-rotating basis, under close guidance and instruction, with
promotion scheduled upon satisfactory completion of the training period.
A·trainee who does not satisfactorily complete the training period will
be reassigned to a different position.

22. Transfer. The employment of a career or career-conditional employee
when moving from one agency to another (with or without promotion)
without a break in service of one full work day.

23. Understudy. An employee selected under merit staffing procedures
for the purpose of b~ing trained to assump the duties of a position
scheduled to be vacated in a definite period of time, normally one year
or less.

16E. Responsibilities

1. Deputy Administrator (DA/AID)

Serves as adjudicator of formal appeals by the Office of Equal
Opportunity Programs (fOP) of final selection decisions by M/PM/OD (also
see 16N6c).

2. AID Office of Personnel Management (M/PM)

a. Director (M/PM/OD)

(1) Maintains oversight of the Merit Promotion Program;

(2) Makes final determination on whether a promotion certificate
is valid when a promotion certificate is challenged.

b. Civil Service Personnel Division (M/PM/CSP)

(1) Administers the Agency's Merit Promotion Pr09ram, ensuring
that there is a Merit Promotion chapter covering all appropriately
designated positions and that OPM requirements are met;

(2) Interprets gUidelines, regulations and policy to ensure that
violations of the Merit Promotion Program do not occur either by error or
design;
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(3) Keeps supervisors and employees informed of regulatory and

administrative requirements which have an effect on the way in which
vacancies can be filled;

(4) Makes an intensive search to locate eligible candidates.
Ensures that employees who are absent on detail, on leave at training
courses, in the military service, serving with public international
organizations or on Intergovernmental Personnel Act assignments receive
appropri ate consideration for promoti on;

(5) Determines whether candidates meet minimum qualification
standards prescribed by OPM to be eligible for promotion or placement.
Notifies candidates orally and in writing why they do not meet the
requirements for a position vacancy;

•

•c. Labor/Management Relations Division (M/PM/LMR)

(6) Obtains appropriate evaluation material from supervisors of
candidates who apply for promotion consideration;

(7) Convenes Merit Promotion Evaluation Panels;

(8) Prepares and issues a Selection Certificate and/or list of •
other eligible candidates to the selecting official;

(9) Informs employees about the general purpose and operation
of the Merit Promotion Program and, in particular, advises app~icants

regarding action taken on specific vacancies. Candidates not selected
are notified in writing as to whether they were listed on the Selection
Certificate, who was selected for the vacancy or the disposition of the
vacancy if the Selection Certificate was not used;

(10) Maintains the recordkeeping and documentation of all
promotion actions processed under this chapter and provides necessary
information to employees and the public, ensuring that individuals'
rights to privacy are protected.

Negotiates with labor organizations as required and/or appropriate
under the provisions of the Federal Labor-Management Relations Program.
Infonms labor organizations about regulatory and administrative reQuire
ments which have an effect on the way in which vacancies can be filled.

•
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d. Position Management and Classification Division (M/PM/PMC)

Classifies Agency positions in accordance with OPM position
classification standards.

3. Supervisors and Selecting Officials

a. Anticipate staffing needs and initiate actions (i.e., submission
of formal request for personnel actions) to obtain candidates in
sufficient time to allow for careful consideration and proper selection;

b. Define, develop and justify selective placement factors, critical
job elements, performance standards, and evaluation methods;

c. Make accurate, adequate, and timely appraisals and reviews of the
performance of employees;

d. Encourage and release employees to serve on Merit Promotion
Panels;

e. Make a careful analysis of the qualifications of each candidate
certified for a vacancy and make a selection based on judgement of which
candidate could best perform in the job to be filled;

f. Ensure that violations of the Merit Promotion Program do not
occur either by error or design;

g. Promptly release employees selected for other positions.

4. Administrative/Management Offices

a. Participate, with the selecting official, in the development of
position requirements and selective factors for vacancies;

b. Submit requests for personnel actions, with appropriate
accompanying documentation, to M/PM/CSP for the purpose of filling
vacant positions. Coordinate actions through to completion;

c. Distribute vacancy announcements and/or printed circulars to
employees;
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d. Advise absent employees of procedures to be followed if they
wish to be considered for promotion opportunities during their absence
(see l6E2b(4»;

e. Ensure that all vacancy announcements are posted promptly in an
area which is accessible to all employees;

f. Ensure fair consideration of employees referred for vacancies in
their Bureaus/Offices;

g. Ensure that action on Selection Certificates is accomplished
within specified time frames.

5. Office of Equal Opportunity Programs (EOP)

•

•
Reviews selections to determine any adverse impact a selection might

have on the Agency's Equal Opportunity and Affirmative Action Programs.

6. Employees

a. Keep informed of promotion opportunities by consulting the
postings on bulletin boards, on file 'with Administrative Offices, and in •
M/PM/CSP, and seek out answers to their Questions concerning the Merit
Promotion Program;

b. Submit applications for vacancy announcements in a timely manner
so they are received in M/PM/CSP by the closing date indicated on the
announcement;

c. Complete the Merit Promotion application to the fullest extent
possible by outlining training and experience relevant to the posted
position. Describe relevant training and experience as completely as
possible on the application while indicating how the training and
experience is pertinent to the knowledge, skills, and abilities required •
to perform the posted job;

d. Keep Employee Performance File (EPF) current by updatina trainin~

and experience documentation when changing jobs or obtaining additional
education and training. May periodically submit revised Standard Form
171, Application for Federal Employment, and if necessa~, SF-171A,
continuation sheet, for inclusion in their EPF;

•
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e. Notify appropriate Bureau/Office Administrative/Management Office
and M/PM/CSP of desire to be considered for promotion during a temporary
absence from AID. This notification must be in writing and should list
the kinds and grades of positions in which interested, indicate how long
the employee expects to be absent and include a mailing address;

f. Assume responsibility for self-development and remain alert to
promotional opportunities for which qualified.

16F. Policies

It is the policy of the Agency that positions be filled with the best
qualified individuals. To accomplish this objective the following basic
guidelines will govern the Agency's Merit Promotion Program:

1. Selective factors, including knowledge, skills, abilities and
personal attributes, will be realistic and directly related to position
requirements and requisites for effective performance of the job.
Evaluation methods will be applied equitably and consistently in
assessing candidates' qualifications against the requirements of the job.

2. Promotion actions made under this chapter shall be made without
regard to political, religious, or labor organization affiliation or
nonaffiliation, marital status, race, color, sex, national ori9in,
nondisqualifying physical or mental handicap or age, and shall be based
exclusively on job related criteria.

3. The employee must have demonstrated a capacity to assume and
discharge the more responsible duties of the new position.

4. Orientation and supervisory training courses will be conducted on a
scheduled basis and will provide at least one session devoted to
discussion of the AID Merit Promotion Program.

5. Selection Consideration

a. Management's Right to Select. This chapter shall not preclude
management's right to select or not select from among a 9rOUP of best
qualified candidates or to select from other appropriate sources when
filling a competitive service position.
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b. Repromotion Consideration. An employee who was demoted without
personal cause will receive special consideration for repromotion to a
position at the employee's former grade for which the employee has
demonstrated that he/she is qualified. Such repromotion consideration
shall be limited to three years. M/PM/CSP will maintain a central list
of repromotion eligible employees.

c. Priority Consideration. If an employee failed to receive proper
consideration in a prior promotion action for which he/she competed and
the erroneous promotion is allowed to stand, the employee may be granted
priority consideration for the next appropriate vacancy for which he/she
qualifies without further competition. M/PM/CSP will provide the
selecting official the names and files of priority placement candidates
who are qualified for reassignment, promotion or repromotion. An
employee is entitled to only one consideration under this provision.

d. Legal and Requlatory Requirements. Candidates must meet the
time-in-grade, time-after-competitive appointment (ninety days), and
qualification requirements for merit staffing actions no later than
thirty days after the announcement closing date.

l6G. General

1. Authority to Change Employee1s Position

a. Career and career-conditional employees may be promoted,
demoted, reassigned, or transferred.

b. Indefinite and status quo employees may be promoted, demoted, or
reassigned if they meet legal and qualification requirements.

c. Employees appointed to a position under the Term Appointment
Authority may be promoted, demoted, or reassigned to another position
covered by the same tenm appointment authorization.

d. An employee on a TAPER (temporary appointment pendin~ estabiish
ment of a register) appointment may be reassigned to any position to which
the original appointment could have been made by the same appointing
officer from the same recruiting list in the same order of consideration.

•

•

•

•

•
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2. Effect of Changes in Employee's Position

a. An employee's tenure is not changed by promotion. demotion, or
reassignment except as provided in FPM Ch. 316 (status quo e~ployee).

b. The tenure of a present or former officer or employee of the
Foreign Service or Peace Corps appointed in the competitive service
under Civil Service regulations 315.606 or 315.607, respectively, is
changed from the Excepted Service to competitive status.

c. An employee appointed under Executive Order 12362, Overseas
Employment, becomes a career-conditional employee.

d. Probationary period

(1) A career or career-conditional employee who is promoted,
demoted or reassigned before completing a one-year probation may be
required to complete the probationary period in the new position. No
new probation is required if one is completed before the action.

(2) Newly appointed managers and supervisors and employees
appointed under E.O. 12362 (spouses of former direct-hire overseas
employees) or CFR 315.607 must serve a one-year probationary period.

(3) A present or fonner career member of the AID Foreign
Service appointed in the competitive service under Civil Service
regulation 315.606 is not required to serve a new probationary period,
except as provided in (2) above.

e. Simultaneous actions. When a position or appointment change and
entitlement to a higher rate of pay occur simultaneously, the higher rate
of pay is deemed an employee's existing rate of basic pay. If the
employee is entitled to two benefits simultaneously, AID shall process
the changes in the order which gives the employee the maxi~um benefit.

3. Implementing Changes in the Employee's Position

The effective date of any change in an employee's position is
determined by M/PM/CSP. However, a change in position may not be made
effective before: (a) the position has been properly classified by
M/PM/PMC; (b) the employee meets all legal and qualifications require
ments; and (c) applicable advance-notice requirements are met when the
change in position involves reduction in rank or pay.
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4. Corrective Actions

Failure to adhere strictly to laws, OPM regulations (FPM Ch. 335-1)
and instructions and Agency policies and procedures will be rectified
promptly. Action to rectify a violation may involve an employee who was
erroneously placed in a vacancy, who was not placed in a vacancy or who
was not considered due to the violation. Corrective action ~ay involve
correction of program deficiencies. The nature and extent of actions
taken in each case will be determined on the basis of all the facts in •
the case t with due consideration to the circumstances surrounding the
violation, the equitable and legal rights of involved parties, and the
interests of the Government.

16H. Personnel Actions Covered by AID's Merit Promotion Plan

1. Promotions

All promotions effected under 5 CFR 335.102 must be filled through
the internal competitive merit promotion procedures unless excepted
elsewhere in this chapter.

2. Temporary Promotions

Competitive procedures must be used for temporary promotions to a
higher graded position for a period of over 120 days.

•
a. A temporary promotion is the most appropriate means of ~eeting

a situation requiring the temporary service of an employee in a higher
grade position. It may be used, for example, in the following situations:

• An employee must perform the duties of a position during the
incumbent's extended absence (prolonged illness or long-term training);

• To fill a vacant position when a permanent appointment is •
delayed due to extenuating circumstances (employment freeze or pending
reorganization);

• To assume responsibility for additional duties performed at a
higher grade for a limited period of time.

•
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b. An employee selected for a temporary promotion must be
informed in writing of the circumstances of the action, including its
expected duration and the fact that the employee will be returned to
his/her permanent grade when the temporary promotion ends or is
terminated. The facts are to be documented and made a matter of record.

c. The period of a temporary promotion normally does not exceed
one year. If the employee's services are still needed after the initial
temporary promotion, M/PM/CSP will review the request to extend the
action with the employing office to determine whether the position should
be filled permanently. M/PM/CSP may extend an action for one additional
year without the prinr approval of OPM.

d. A temporary promotion may be made permanent without further
competition provided the temporary promotion was originally made under
competitive procedures and all potential candidates were advised that the
action might lead to a permanent promotion.

3. Details

Competitive procedures must be used for a detail to a higher-araded
position or a position with known promotion potential when the detail
will exceed 120 days. Competitive procedures also apply when an employee
is detailed to a higher-graded position and subsequently promoted
temporarily, if the combined time frame of the actions will exceed 120
days in a one-year period.

4. Training

Selection for training which is given primarily to prepare an
employee for advancement and/or promotion must be made under competitive
procedures.

5. Reassignment or Demotion

Competitive procedures apply when. an employee is reassigned or
demoted to a position with greater promotion potential than the position
last held (except as permitted by RIF regulations, i.e., management may
assign an employee to a position with greater potential than the grade of
record without competition as a means of minimizing or avoiding a RIF).
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6. Transfer

•

Competitive procedures apply when an employee is transferred from
another Federal agency to a position in AID that represents a promotion.

7. Reinstatement

Competitive procedures must be used when an employee is reinstated to
a permanent or temporary position at a higher grade than that last held
in the competitive service.

8. Appointment of a Career Foreign Service Employee

Competitive procedures must be used when an appointment to a position
in the competitive service under 5 CFR 315.606 (E.O. 11219) has the same
effect as a promotion or is an assignment to a position with known
promotion potential to a grade comparably higher than last held.

9. Appointment of Present and Former Peace Corps Personnel

Competitive procedures must be used when an appointment to a
competitive service position under 5 CFR 315.607 has the same effect as a •
promotion or is an assignment to a position with known prQmotion
potential to a grade comparably higher than last held.

10. Appointment Under Executive Order (E.O.) 1?362

E.O. 12362 allows for consideration of spouses of former direct-hire
overseas employees for competitive Civil Service positions without OPM
approval, consistent with OPM re9ulations.

161. Personnel Actions Excepted from Competitive Merit Promotion Procedures

1. Career-Ladder Promotions

A career-ladder promotion is excepted from further competitive merit
promotion procedures if the employee entered the career-ladder through
the Merit Promotion Program or an approved exception to those procedures.

•

•
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2. Promotion to Position Upgraded Without Significant Changes in Duties
and Responsibilities

When a position is upgraded without significant changes in duties and
responsibilities as a result of a new position classification standard or
the correction of an initial classification error, the promotion is an
approved exception.

3. Promotion When A Position is Reclassifipd at a Higher Grade Under
Accretion of Additional Duties and Responsibilities or Planned Management
Actlon

Such a promotion results when an employee's position is reclassified
at a higher grade in the same general line of work due to additional
duties and responsibilities that were assigned through gradual accretion
of additional duties and responsibilities or planned management action.
The new duties and responsibilities must be logical extensions of the
existing position. The following criteria must be met when using this
type of promotion as an exception to competitive procedures:

a. The employee must continue to perform the major duties of the old
position and assume responsibilities for the ne~'ly assigned work. (A new
position description incorporating both the old and new duties must be
prepared).

b. The employee must be the only employee in the organizational unit
eligible for the higher level duties.

c. Except in unusual cases, the new and old positions must be in the
same promotion pattern, e.g., if the old position was in a one-~rade

interval promotion pattern, so must the new position.

d. There must be no adverse impact on grade controlling duties and
responsibilities of any other position.

e. The new position's grade must not be based on the addition of
project/team leader or superviso~ duties to a nonsupervisory position.

f. An employee being promoted as a result of a planned management
action must have encumbered the superseded position for at least 90 days.
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g. The employee must ~eet all other requirements, e.g., time-in

grade and qualifications.

h. A justification must be prepared outlining how the additional
duties and responsibilities of the proposed position evolved.

The above determinations, except for items f and g(determined by the
Staffing Specialist), are made by M/PM/PMC Position Classification
Specialists who will provide appropriate remarks on SPARs which could •
result in direct promotions. However, the authority to process promo-
tions rests with M/PM/CSP Personnel Staffing Specialists as part of their
overall responsibility for affecting all personnel actions.

4. Promotion to a Grade/Position from Which Demoted Without Personal
Cause

Repromotion to a grade or position from which an employee was demoted
without personal cause and not at the employee's request is excepted from
competitive procedures.

5. Position Changes Permitted by RIF Regulations

OPM regulations mandate that position changes permitted by RIF
regulations be excepted from competitive merit promotion procedures.

6. Promotions Required as Remedy

Promotions reqUired as a rem~dy in grievance procedures are excepted
from competitive merit promotion procedures.

7. TemporarY Promotions of 120 Days or less

•

Temporary promotions of 120 days or less may be excepted from
competitive procedures. Temporary promotions should not be used as a •
means of training or evaluating an employee for a higher ~rade position.

8. Promotion of an Understudy

An Understudy selected under the Merit Promotion Program, may be
promoted to the target position without further competition.

•
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9. Promotion of an Employee Undergoing Training or Evaluation

a. The promotion of an employee who satisfactorily completes
training under an OPM-approved training agreement or executive develop
ment agreement may be processed noncompetitive1y if the agreement
specifically provides for such promotion.

b. The promotion of an employee detailed for the purpose of trainin9
or evaluation for a higher-graded position or a position with known
promotion potential may be processed noncompetitive1y.

10. Selection of Candidates from Reemployment Priority Lists

Candidates may be selected noncompetitive1y from Reemployment
Priority Lists for positions at the same grade as the one last held in
the competitive service.

11. Career-Ladder Promotion Following Noncompetitive Conversion of
Cooperative Education Students

Such promotions may be made in accordance with FPM Ch. 308.

12. Position Changes from a Position Having Known Promotion Potential to
a Position Having No Higher Potential

The reassignment, transfer or reinstatement of an employee fro~ a
position having known promotion potential to a position having no hiaher
potential may be processed noncompetitive1y.

16J. Career-Ladder Promotion Policies (Positions Designated Upward Mobility)

1. Development of Upward Mobility Career-Ladder Positions

Career-ladder positions designated as Upward Mobility require
stringent selective placement factors, a vigorous evaluation process, and
a strong monitoring role for M/PM/CSP.

a. Career-ladder positions will be announced as Upward Mobility
assignments when the area of consideration is limited to AID/W.
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b. There will be direct linkage of performance appraisal to the

selection process.

c. M/PM/CSP will coordinate closely with the supervisor the
development of knowledge, skill and ability standards necessary to do the
job, which will be used in the evaluation process.

d. Each career-ladder announcement will contain a clear definition
of the benchmarks that must be accomplished before pro9ression to the •
next grade.

e. When a selection is made, the supervisor and M/PM/CSP will
develop a training plan specific to the needs of the selected candidates.

f. M/PM/CSP will monitor the employee's training and performan~e

progress to ensure that performance benchmarks are met before promotion
to the next grade.

2. Selection and Development of Employee

a. Before a career-ladder promotion may be made, the employee must •
have clearly demonstrated the ability to perform at the next hi9her qrade
and once the promotion has been made, the work' assi9ned must justify the
higher grade.

b. Entrance into a career-ladder positiori does not guarantee promo
tion at any time. Career-ladder positions are developmental in nature
with increasing difficulty of work for higher-9raded positions within the
career-ladder. To be eligible for promotion, an employee must:

(l) Perform the duties and respons·i bil ities at the Fully
Successful performance level with an overall performance rating of Fully
Successful or higher and also carry out specific assignments or projects
(or currently noncritical job elements) typical of a hi~her-9raded •
position in the career ladder at a Fully Successful level; or

(2) Regularly demonstrate a combination of knowledqe, accuracy,
productivity, skill, ability, judgement, reliability and other pertinent
work behavior which are greater than the required level of perfo~ance in
the current position, and which clearly indicate the probability of
successful performance in the next higher career-ladder position.

•
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3. M/PM/CSP Responsibilities

Before processing a career-ladder promotion, M/PM/CSP must ensure
that:

a. The employee's performance satisfies the performance benchmarks
necessary for promotion to the next level;

b. The supervisor recommends the employee for promotion;

c. The employee has demonstrated the ability to do higher-level
work; and

d. The supervisor will assign higher-level duties to the employee.

4. Supervisor's Responsibility

Supervisors are expected to assign to each employee in a career
ladder position developmental work or projects of sufficient complexity
and responsibility to allow the employee to demonstrate whether he/she is
capable of performing satisfactorily at the next higher level. The
supervisor should provide each employee with feedback on employee
performance during and at the completion of any developmental assignment.

5. Progression Within a Career Ladder

An employee in a career-ladder position must progress steadily within
the terms of the training plan or program and must meet the performance
benchmarks before promotion to the next grade. Employees who are unable
to acquire the skills or abilities to advance may be reassigned to
another position.

16K. Locating Candidates and Publicizing Vacancies

1. Locating Candidates

Candidates will be located by advertising or other methods, e.g.,
priority referrals, reassignments, transfers. Management may recruit
candidates and make selections from any appropriate source, inc1udin~

transfer or reinstatement eligibles, individuals within reach on OPM
registers, displaced career employees, handicapped individuals, and
veterans readjustment appointments.
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2. Area of Consideration

a. Primary Area of Consideration. AID/Washington;

b. Extended Area of Consideration. The primary area of considera
tion may be extended beyond AID!W initially or at any stage in the Merit
Promotion process to search for additional qualified candidates.

c. The primary area of consideration may be reduced under prescribed •
circumstances (see 16D2b).

3. Candidates to be Considered

When positions are announced, the following categories of candidates
are to be considered:

a. All AID/W employees, including excepted service employees, who
file in response to an announcement, except when the area of considera
tion is reduced;

b. Any AID employee who files an application for rpassiqnment,
except when the area of consideration is reduced, provided he/she meets •
qualification requirements;

c. Transfer eligibles from other government agencies when the area
of consideration is extended to include Governmentwide consideration;

d. Nonstatus candidates when vacancy announced Nationwide.

4. Vacancy Announcements

a. Content

Anno~ncements will contain the following information:

• Title, series and grade of the position;
• Organizational unit where the position is located;
• Area of consideration;
• Description of duties;
• Qualifications required;
• Selective placement factors;
• Application procedures and deadline;

•

•
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• Opening and closing dates of the announcement;
• Information about the evaluation methods to be used; and
• Equal employment opportunity state~ent.

When applicable, the following information also will he included:

• A statement that the position has known promotion potential
and a subsequent promotion may be made noncompetitively; or

• The number or approximate number of vacancies if more than one
position will be filled under the announcement.

b. Posting Period

The posting period, i.e., the time an announcement will remain
open, will be determined by the area of consideration. Closing dates
must be on work days. In occupational categories where there are
frequent turnovers, announcements may remain open continuously.
Generally, the minimum requirements for the posting period are:

• Reduced Area of Consideration (Bureau/Office): 5 work days;
• AID/Wand Governmentwide announcements: 10 work days; and
• Nationwide announcements: 15 work days.

c. Distribution

Vacancy announcements will be posted on Agency bulletin boards
throughout AID/W, or the smaller designated area of consideration, and
will be made available to AID employees on the basis of one for each five
employees within the area-of consideration. When the area of considera
tion is extended, announcements will he distrihuted, as appropriate, to
other Federal agencies, public organizations, universities, and other
recruitment sources most likely to produce well-qualified candidates.

d. Announcement of Vacancies at Multiple Grade Levels

If a vacancy announcement covers multiple grade levels, candidates
will be evaluated and a Selection Certificate issued for each grade level.
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5. Application Procedures

a. AID Employees

AID employees must file an up-to-date, completed Applicant
Questionnaire -- Merit Promotion, form AID 4-489, and any other
evaluation material requested in the announcement which will document
their performance in areas demonstrating the desired knowledge, skills,
and abilities required for the posted position.

b. Non-AID Candidates

•

•
Non-AID candidates must submit a completed SF-171, current or

most recent performance appraisal showing job elements, performance
standards and observed performance in areas demonstrating the desired
knowledge, skills and abilities required for the posted position, and
other material requested in the announcement which may be required for
the evaluation process. If job elements and performance standards for
prior experience are not available, the candidate may reQuest the
appropriate supervisor to write a narrative description of the
candidate1s performance, focusing on the desired knowledge, skills and •
abilities. If it is not possible to provide job elements and performance
standards or a narrative description by the supervisor, the candidate
should detail on the SF-171 the work performed.

c. Filing Applications

Applications must be received on or before the closing date of
the announcement. All applications must be received in M/PM/CSP by the
close of business on the closing date of the announcement. Determination
of acceptance beyond this period will be made by M/PM/CSP, which will
consider extenuating circumstances on a case-by-case basis.

16L. Determining Basic Eligibility

1. Minimum Qualification Standards

All candidates will be evaluated to determine their eligibility for
the vacant position and the degree to which they possess the Qualifica
tions necessary for successful performance of the position. The minimum

•

•
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qualification standards used shall be those prescribed by OPM in Handbook
X-118, including provisions for in-service placement and appropriate
special qualifications requirements. All candi~ates who meet the
appropriate standards have basic eligibility for the vacancy. A summary
of these standards shall be included in vacancy announcements anrl the
complete standards shall be available for review in M/PM/CSP.

2. Special Qualification Requirements

Special qualification factors, i.e., selective factors, will be used
in addition to the minimum qualification standards. Selective factors
will be used in accordance with OPM policy when they are essential to the
successful performance of the pos iti on to be fi 11 ed.

16M. Rating and Ranking of Candidates

1. Merit Promotion Panels

a. Candidatp.s will be rated or ranked by either a Personnel Staffin~

Specialist or a Merit Promotion Panel.

b. The Merit Promotion Panel consists of three members, one of whom
must be technically competent in the subject matter of the tarqet
position and be at a grade level at least co~parable to that of the
position being filled; the two additional members are appointed ad hoc by
the Director, ~1/PM, or designee, and must also he at a grade If>vfiT at
least comparable to that of the position being filled. Neither thp.
supervisor nor the selectin~ officer will serve on the Merit Promotion
Panel, but, if necessary, the supervisor or office rf>presentative ~ay, at
the request of the Panel, be called upon to define the position or
provide such additional information as the Panel may require. Service on
Merit Promotion Panels is an employee responsibility~ Employees will be
selected to serve without regard to union affiliation.

c. M/PM/CSP will determine appropriate panel ~embers, ensurina that
panels are representative of the Agency's work force to the extent
possible.

d. M/PM/CSP will inform panel members of their rolf> and
responsibility in serving on the evaluation panel.
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•

2. Candidates who meet the basic eligibi'lity requirements will be
evaluated on each selective factor and rated as follows:

(0) Indicates the candidate does not meet the minimum or basic
requirement of the evaluation factor;

(-) Indicates the candidate has a minumum degree of the knowledge,
skills and abilities specified in the evaluation factor;

(~) Indicates the candidate has the basic knowledge, skill or
ability specified in the evaluation factor and/or is fully
competent;

(+) Indicates the candidate has knowledge, skill or ability in the
evaluation factor which exceeds the position requirements, or
is outstanding, or is beyond the level of fully competent.

Based on this evaluation, candidates will be placed in one of the follow
ing categories: highly qualified, qualified, minimally qualified, or not
qualified. From the candidates ranked highly qualified or, if none, from
among those ranked qualified, the Merit Promotion Panel or Personnel
Staffing Specialist will identify the best qualified candidates for •
referral to the selecting official.

16N. Certification and Selection

1. Selection Certificate

As a result of the evaluation process, an alphabetical list of best
qualified candidates will be included on the Selection Certificate.

2. Validity of Certificate of Eligibles

Certificates are valid until a selection or other decision has heen •
made. If a selectee declines or resigns within sixty calendar days of
the initial selection, the list of eligible candidates may be used again
to develop a second selection certificate. If one or more similar
vacancies arise anywhere in the Agency within sixty days from the date
of initial selection for which the list of best qualified candidates is
appropriate, the list may be used again to certify for the vacancies,
provided that the other positions are of the same classification series
and grade, and have the samQ minimum q~alification requirements, special
qualification requirements; knowledge, skills, and abilities.

•
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3. Selecting Official

a. The selecting official may make his/her selection from any of
the candidates identified as best qualified on the Selection Certificate
or from among other eligibles, which may include referrals for demotion,
reassignment, transfer, reinstatement, reemployment, displaced career
employees, handicapped individuals, veterans readjustment appointees,
individuals within reach on OPM registers, nonstatus candidates and
career Foreign Service employees.

b. The selecting official will be provided with sufficient
information about the qualifications of the candidates referred.

4. Interviewing Candidates

If the selecting official chooses to select a candidate from the
Selection Certificate, the selecting official, or designee, or a
selection panel must interview all candidates listed as best qualified
on the Selection Certificate. All candidates must receive full and fair
consideration for the position.

5. Selection

No recommending or selecting official may show or ~ive preference to
any candidate based upon factors not pertinent to the candidate's
qualifications for performin~ the work of the vacant position. The name
of the selected candidate should be submitted promptly, within five
working days of its receipt, to EOP. If the selecting official returns
the certificate without selecting a candidate from it, he/she should
provide an explanation of the reason for nonselection from the
certificate. If the selecting official considers that none of the
candidates are well suited to the vacancy, the selecting official may:

a. With justification, request the area of consideration be
extended to recruit additional candidates;

b. Fill the vacancy by other means (e.g., rotation, reassignment);

c. Formally withdraw the request to fill the vacancy, specifying
the reason. If a request is withdrawn after application of competitive
promotion procedures, M/PM/CSP will not act upon a subsequent request to
fill the same or similar vacancy for ninety days following withdrawal of
the original request unless approval for earlier action is qranted by
the Chief, M/PM/CSP.
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6. Office of Equal Opportunity Programs (EOP) Clearance:

a. If a selection is made from the Selection Certificate, the
Bureau/Office having the vacancy will submit the Certificate, showing
the selection, to EOP. EOP will examine the Certificate against the
Agency hiring patterns and return it to M/PM/CSP within five working
days of receipt. In instances where EOP is not satisfied that reasonable
efforts were made to consider minority or women candidates, and an
adverse impact on the minority or women profile of the particular office
will result, EOP will return the Certificate within the five working
days, along with its findings, to the selecting official with copies to
the head of the Bureau/Office concerned and M/PM/CSP. If the selecting
official, after reconsideration of the proposed select jon in 1iaht of
EOP's findings, reaffirms the proposed selection, with the concurrence
of the head of the Bureau/Office concerned, the Certificate with
appropriate justification will be returned to EOP within five working
days of receipt. Provided EOP accepts the selecting official's
justification, the Certificate will be cleared and forwarded to M/PM/CSP.

b. In the event EOP does not concur with the selecting officia1's
justification, the proposed selection will be transmitted within five
working days, accompanied by appropriate documentation and comments, to
the Director, M/PM, for final review and decision.

c. This procedure, which begins with the date a selection is made
by the selecting official and ends with a transmittal memorandum to the
Director, M/PM, must be completed within fifteen working days. EOP will
be advised of the final decision and may, within five working days, file
a formal appeal to the Deputy Administrator, with a copy to the Director,
M/PM, for adjudication.

7. Release for Placement

•

•

Employees selected for promotion are to be released from their old •
positions normally within two weeks from the date of selection.
Employees selected for reassignment are to be released from their old
positions normally within thirty days from the date of selection.

•
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1. Records

M/PM/CSP will maintain adequate promotion records to: (a) evaluate
the overall Merit Promotion Program; (b) demonstrate that selections
are being made on a sound, fair basis and in accordance with the
objectives and principles of the Federal Merit Promotion Policy and OPM
requirements; and (c) provide answers to questions that management or
employees may raise about the promotion program in general or specific
selection actions. M/PM/CSP will maintain the following records:

a. The Merit Promotion chapter and any guidelines covering
positions in the competitive Civil Service;

b. A temporary record of each promotion made under this chapter
will be retained for two years and must contain sufficient information
to allow reconstruction of the promotion action. M/PM/CSP will retain
the records for two years following the effective rlate of the action, or
longer if the records are needed in connection with a grievance,
complaint, or other official purpose.

2. Program Evaluation

M/PM/CSP will conduct a review of the Merit Promotion Program
annually to ensure that:

a. Promotion policies and this chapter are as effective as possihle;

b. The promotion program is most useful to management;

c. Promotion actions are taken promptly and properly and that
employee complaints are also handled promptly and properly;

d. Promotion actions are used effectively to encourage competent
employees to strive for advancement, to open careers to them, and to
make the best use of employee skills; and

e. Employees, supervisors and managers have a full understanding of
the Merit Promotion Program.

f. Remedial Actions. When weaknesses are identified following the
annual program evaluation, M/PM/CSP will take necessary measures to
improve guidelines and to ensure full understanding of the promotion
system by Agency employees and supervisory/managerial officials.
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3. Grievances

a. Employees who feel that an action fails to comply with the
Agency's established promotion policies and this chapter should discuss
the action with the appropriate division/office official, personnel
specialist, or the Director, M/PM/CSP. If after such consultation the
complaint cannot be resolved, such complaints shall be resolved under
Agency grievance procedures or the negotiated grievance procedures, as
appropriate, except when a complaint is covered by a statutory appeals •
procedure. The standards for adjudicating complaints are set forth in
HB 29, Ch. 3, and FPM Ch. 335.

b. While the procedures used by AID to identify and rank qualified
candidates are proper subjects for formal complaints or grievances,
nonse1ection from among a group of properly ranked and certifipd
candidates is not an appropriate basis for a formal complaint or
grievance. There is no right of appeal to OPM, but OPM may conduct
investigations of substantial violations of requirements.

•

•

•
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ADM I N 1ST RAT ION 0 F PER SON N E L COM P L E MEN T S

18A. Purpose

This chapter states the policies, standards, responsibilities, and pro
cedures for administration of personnel complements, and outlines special
conditions resulting from assignment of AID employees to those complements.

18B, Definition and Resoonsibilities

Each major AID/W organizational unit and each Mission is given an employ
ment limitation within which its assigned staff must be accommodated.
For employees in a transitional situation, the Office of Personnel and
~~I~ng (OPT) is provided with a special employmeDt limitation
lpersonnel ceiling); i.e., a personnel complement. There are several
personnel complements or subcomplements. OPT administers the personnel
complements and approves or disapproves placements on complement and
transfers between complements.

l8C, Appl icabili!l'

This chapter applies to Civil Service employees and to direct hire
j u.s. Citizen Fo,'eign Service employees except for resident employees

and executive employees as defined by Chapters 8 and 13 of this
Handbook.

l8D. Pol icy

1. Civil Service Em£l9~~

Personnel complements for Civil Service employees are used to enable
AID to manage and control special personnel situations more effectively.
In certain recruitment and training situations, it protects position
based rights of the GS employees. The complements are also used to
simplify the administration of special proqrams, such as the Summer
employment Programs and Youth .JiJ;Jortunitj :;a.mpaign,

2. Foreign Service_~-l9yees

a. Personnel complements are similarly employed for Foreign
Service employees. They are also used to avoid unreasonable charges
to Mission rolls after an employee has completed an assignment with
the Mission and related leave.

b. Placement of employees on personnel complements while in the I

United States awaiting regular assignment is normally limited to career
employees and is not used as a substitute for careful reassignment planning.
The duration of complement assignments is held to a minimum,



18E. Types of Complements and Subcomplements

1. Suballocated Employment Limitations

An employment limitation is allocated to OPT bv the Office of FInancial
Manageme~ (FMJ r~flecting the authorized levels approved for
the various complements and subcomplements. These complements and
subcomplements are shown below for the purpose of describing, controlling,
and reporting the manner in which they are used.

AID/W Regular Complements

a. Foreign Service Complements

(1) Foreign Service Detail Support Subcomplement (U.S.) - for
the assignment in the United States of AID Foreign Service personnel on
detail to other Federal agencies, international organizations, and state
or local governments under the Intergovernmental Personnel Act (IPA).

(2) Foreign Service Detail Support Subcomplement (Overseas) - for
the assignment overseas of AID Foreign Service personnel on detail to
international organizations.

(3) Foreign Service Reassignment/Medical/Separation Subcomplement 
for the ass; gnment of AID Fore; gn Servi ce peMonnit ~IJUhout forward
assignments, pending medical clearance, and/or separation.

EFFECTIVE DATE

August 9, 1978
TRANS. MEMO NO.

25:55 AID HANDBOOK 25

•

•

•(4) Leave Without Pay (LWOP) Subcomplement - for Foreign Service
employees on extended leave without pay.

b. Civil Service Complements

(1) Civil Service Recruitment Subcomplement - for the hiring of
clerical personnel on temporary appointment pending completion of
full-field investigations.

c. Training Complements

(1) Language - for employees assigned on Home Leave and Transfer
or Home Leave and Return to Post travel orders who are assigned to
language training. Fo~eign S~viQe emp{oyee6 with no ~mediate on-going
M.6-i.anmel'Lt6 who have .6u.u.-i.ue~tI M~h MLAT J.>QO~e6 (50 o~ beft~J may be
~eMJ.>-i.gned to th-i.J.> Qomp{eme~ bMed u.pon a.nt<.upated needJ.> 06 the AgenQY.
(See HandbooQ 28, Chapt~ 4J.

(2) Long-Term Training Subcomplement

(a) Senior Training - for senior-level employees to study
at such institutions as: FSI Senior Seminar in Foreign Policy; National
War College or other service colleges; Sloan Program at M.I.T.; Center
for International Affairs at Harvard; Woodrow Wilson School at Princeton;
research fellowships and officers in residence.

•

•
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* (b) Academic Studies - for employees selected for year-fong
study at universities such as the JFK School at Harvard. Maxwell School
at Syracuse, and others.

(3) FSS Career Development Program Subcomplement - for FSS
employees selected for career development to FSR status for the
duration of the program.

(4) Junior Officer and Minority Entry Level Subcomplement - for
minority employment at the professional level.

(5) International Develo ment Intern Pro ram Subcom lements
(AID/Wand Overseas - for applicants selected to serve in
an entrance level training program (2 years) for career positions in
the Foreign Service. Two separate subcomplements have been established,
one for those assigned initially to Washington Offices and Bureaus, and
for those assigned to Missions.

(6) Cooperative Education Subcomplement - for Student Trainee
Accountants who receive on-the-job and university or college training.

(7) Project Stride Subcomplement - for employees with
developmental potential who are selected for an intensive ~ to 3-year
work/study program.

d. Youth Opportunity Campaign Complement (YOC) - for employees
appointed to part-time or intermittent positions of a routin~ nature
for the purpose of encouraging youth to continue or resume their
education. *

e.. Le.ave. wah Pay-DJ.Aab--i.LLty Re.tVr..e.me.iU: Compfe..me.iU: - 60ft
e..mpfoye.e.6 who Me. pe.nCU:ng llia6:aLty fte:tiJie..me.iit.

6. spe.ciaf. Compfe.me.~ (AID/W and Ov~e.~) - (~ appftove.d by
AA/SER 6ftom :tUne. to time.] a pfte.6e.iU: c..omple..me.iU: J.A the. S..&r.u SuppoJtt
MJ.A~ion - 60ft ~uppoJtt 06 the. pe.ac..e.-~e.e.ping e.660Jtt in the. sInai Me.a.

2. AddUioVL6, De.f.e.tioVL6, Oft Change.6 in Subc..ompfe..me.~

a. AddUioVL6, de.f.e.tioVL6, Oft c..hange.6 in ~ubc..ompfe..me.~ atte.
pftoc..e.6~e.d in ac..c..oftdanc..e. wah the. Guide.f.ine.6 and Change. Pftoc..e.dUfte.6 in
Chapt~ 3 and 4 06 Handboo~ 17 - AID Oftganization.

b. Upon appftovaf. 06 ~uc..h addUioVL6, de.f.woVL6, Oft c..hange.6, the.
06 Mc..e. 06 Manag e..me.iU: Pfanning J.A~ue.6 a nw Advic..e. 06 Authoftize.d
PO~~OVL6 and Empfoyme.iU: Lim~oVL6 (AAPEL) fte.6fe.c..ting ~uc..h appftov~.

* Revised



18F. Eligibility Requirements for P1acement_p.i!..SubcompJ~meIlts

1. Uniform Reguir:ements for all Subcom.f.l1ement~

a. The employee must be in a pay status (except for LWOP
Su bcomp1ement) .
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•
b. In the case of a Foreign Service employee other than an

International Development Intern, the employee must have departed from
post of assignment and, as appropriate, have completed home leave and
other authorized paid leave; Mission authorized training (except for
assignment to the Training Complement); TDY authorized by or beneficial •
to the Mission, or approved for service on an AIDjW panel or board; and
TDY in AIDjW authorized by the Mission for reassignment purposes.

c. Except for the Training Complement and Medical Subcomplement,
Foreign Service employees serving under time-limited appointments may
be transferred to complement only after approval by the Chief, Foreign
Service Personnel Division (PMjFSP).

2. Requirements for Foreign Service Detail Support SUbco~ement

The detail of the employee is requested by another agency of the
Federal Government, a public international organization, or by a
state or local government and approved in accordance with Chapter 22
of this Handbook.

3. Requirement for Training Subcomplements

Training for the employee must be requested and approved in accordance
with Handbook 28 - Training and Staff Development.

4. Requirements for Civil Service Recruitment Subcomplement

a. The appointment must be in an occupation and at a grade level
which has been approved by SERjPM for placement on the Recruitment
Subcomplement because of an urgent and recurring need for employees
and the difficulty of prompt recruitment, and

b. The employee must be awaiting completion of security clearance
after which the employee will be placed in a "sensitive" position.

•

•

•
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5. Requirements for Foreign Service Reassignment Subcomplement

SER/PM must have attempted to effect timely placement of the employee
(a) after the employee's last assignment, (b) upon removal from the
Detail Support Subcomplement or Medical Subcomplement, or (c) following
service with an international organization, but was unable to locate a
suitable position for the employee.

6. Requirements for Foreign Service Medical Subcomplement

a. The Medical Division, Department of State, must certify that,
for medical reasons, the employee cannot be cleared for overseas service
at the time.

b. The period allowed for medical evacuation, if any, and any
subsequently approved TOY must have expired.

7. Requirements for Separation ~ubcomp~ment

The employee must (a) be in the United States on (b) have been returned to
the United States on a Notice of Sepanatlon. No reassignment is sought and
continuance on another subcomplement is inappropriate.

18G. Conditions for Retention on Certain Personnel Complements

1. Civil Service Recruitment SUbcomp12rnent

PM/POjCSP transfers newly recruited employees who are assigned to Civil
Service Recruitment Subcomplement positions to vacant positions in Offices
or Bureaus as soon as possible after their security clearance is obtained.
Normally, an employee is not retained on the subcomplement longer than
3 months. During this period, PM/PO/CSP is responsible for detailing
the employee to work which is compatible with the employee's subcomplement
position description.

2. Foreign Service Medical Subcomplement

SER/PM coordinates closely with the Medical Division, Department of State,
on all employees on the Medical Subcomplement in order to know as early as
possible when an employee will be available for service or be separated by
retirement or other means. PMjPOjFSP plans for the placement of an employee
as soon as the probable date of availability is known. Upon receipt of
medical clearance, the employee is assigned to a Foreign Service position,
transferred to the Foreign Service Reassignment Subcomplement while awaiting
final action on reassignment to a Foreign Service position, or transferred
to the Foreign Service Separation Complement.
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3. Foreign Service Detail Support Subcomplement

Foreign Service employees who are assigned to the Detail Support Subcom
plement submit Completion of Assignment Reports on the same schedule as
do other Foreign Service employees. The employee's reassignment is
planned accordingly by PM/PO/FSP in order that the employee mav be trans
ferred directly to an AID Foreign Service position or to the appropriate
Subcomplement immediately upon completion of the detail.

4. Foreign Service Separation Subcomplement

Foreign Service employees in the process of separation are retained on •
the Separation Subcomplement until completion of authorized service in
a pay status not to exceed 3 months or if later. the effective date
of an application for retirement. If such an employee is placed on LWOP
and subsequently returns to a pay status prior to retirement, the employee
is placed on a Separation Subcomplement for such period. Employees who
are on authorized sick leave pending disability retirement are placed on
:the Leave WUh Pa.y-V-wa.bilUy Ret.Ur.e.men.:t Comp.te.men.:t.

5. Foreign Service Reassignment Subcomplement

PM/PO/FSP continuously seeks an assignment for an employee throughout the
period of assignment to the Reassignment Subcomplement. Removal of •
employees from the Subcomplement requires planning and attention by
PM/PO/FSP to negotiate the employee's suitable placement in AID/Washington
or abroad.

6. Utilization of Employees on Foreign Service Subcomplements

Except for employees on the Detail Support Subcomplement, SER/PM is
responsible for detailing employees on Foreign Service Subcomplements
to appropriate work most useful to AID, subject to limitations imposed
by the Medical Division, Department of State.

18H. Conditions Resulting from Movement of Foreign Service Employees from
Overseas or Other Duty Post of Assignment to Personnel SUbcomplement

1. Employee on Reassignment, Detail Support, or Training Subcomplement
for 4 Months or Less After Completion of Overseas Tour

a. The family remains at home leave residence or travels to
employee's duty post at employee's expense.

b. Household effects are loose-packed and held at the last over
seas or other duty post, shipped to the nearest authorized storage
point if adequate storage facilities are not available at post, or at

•

•
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employee's request, may be advance-shipped in accordance with Handbook 22,
Travel and Transportation, Appendix 9A, Foreign Service Travel Regulations.

c. Overseas allowances and differential are paid or terminated in
accordance with applicable portions of the Department of State Standardized
Regulations (Government Civilians, Foreign Areas).

d. The employee is not eligible for a Home Service Transfer
All owance.

2. Employee on Reassignment, Detail Support, or Training Subcomplement,
for r~ore Than_ 4 Months After Compl eti ng Overseas Tour

a. The losing Mission is requested to issue a travel order, or amend
an existing travel order, authorizing travel of the employee and dependents
from any place, where presence is due to travel under Government orders,
to the employee's duty post in the United States.

b. Shipment of unaccompanied baggage is authorized to the duty post.

c. Shipment of household effects and personally owned automobile from
previous post and authorized storage point is authorized to the new post.

d. Home Service Transfer Allowance is authorized under provisions of
Standardized Regulations:

(1) Upon transfer to complement, and

(2) Upon execution of the form AID 4-187, Conditions Governing
Assignment of a Foreign Service Employee to a Position in the United States.

e. Overseas allowances and differential are terminated in accordance
with provisions of Standardized Regulations.

3. Employee on ~1edical Subcomple.!Jlent After Cornpletion of Overseas Tour

a. Conditions a, b, c, and d under l8H.l apply when the Medical
Division, Department of State, certifies in writing that, although medical
clearance cannot be granted at the time, the employee will be cleared for
overseas service within 4 months.

b. Conditions 18H2a, b, c, d, and e apply if the Medical Division:
Department of State, certifies that the employee must remain in the Unlted
States for medical reasons and will not be cleared for more than 4 months.

c. If the employee applies for disability retirement based upon
medical condition:



(1) An SF 50 (form AID 4-520) is issued to transfer the employee
to the Le..ave.. Wlih Palj-V,wab.<.LU1j Retbr.eme..n:t Compleme..n:t and U. S. duty post;

(2) Separation travel is authorized to permit travel of employee
and dependents~ and shipment of household effects and privately owned
automobile~ to separation residence;

18H3c
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•
(3) Overseas allowances and differential are paid or terminated

in accordance with applicable portions of Standardized Regulations;

(4) The employee is not eligible for a Home Service Transfer
All owance.

4. Employee on Separation Subcomplement Who Was in the United States or
Returned to the U. S. for Vol untary or_lnvol untarL?~ratjon for
Nonmedical Reasons

•
a. Separation travel is authorized. The employee is authorized

travel to Washington, D. C., from any place where his or her presence
is due to travel under Government travel orders. The dependents are
authorized travel only to the employee's separation address. If depend
ents are in the United States under home leave/transfer or home/leave
return to post orders and the employee voluntarily resigns, travel of
dependents to separation residence is on a constructive-cost basis. •
(See Handbook 22 - Travel and Transportation, for definition of constructive
cost. )

b. Shipment of household effects and personally owned automobile is
authorized to separation residence.

c. Overseas allowances and differential are paid or terminated in
accordance with applicable portions of Standardized Regulations.

d. The employee is not eligible for a Home Service Transfer
All owance.

5. Employee Returned to the United States Under Medical Evacuation
or Temporary Duty Orders Prior to Completion of Tour

a. The employee is paid per diem under regulations applicable to
medical evacuation or TOY orders.

b. If the employee must remain in the United States for a period
in excess of that for which per diem is payable under applicable
regulations, the employee's status is determined on the basis of the
foll owi ng:

•

•
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(1) A written statement from the Medical Division, Department of
State, which specifies the length of time the employee must remain in the
United States for medical treatment/observation; or

(2) An administrative determination on the length of time the
employee must remain in the United States pending approval of an ongoing
assignment.

c. The employee's Mission will be requested to approve TOY, or
extension of TOY, in AID/W for a total period not to exceed 120 days, if
it is determined under 5b above that the employee must remain 'in the
United States for a period in excess of that covered by medical evacua
tion or TOY orders, but for a maximum period of 4 months or less.

d. If it is determined under 5b that the employee must remain in
the United States for a period in excess of 4 months, the provisions of
paragraph l8H2, 3b, or 3c above apply depending on the nature of the
case. If the employee is voluntarily or involuntarily separated, the
conditions under paragraph 18H4 are applicable.

Foreign Service EmQ!Q~Returned to AID Rolls, After c(mpletio~

of~ssign~ent under the Intergovernmental Personnel Act IPA~
wit~n International Organization, Assigned to Complement

a. Assignment of 4 months or_lg~~

(1) Family remains at home leave or separation address in the
United States or travels to employee's duty post at employee's expense.

(2) Household effects are held at the separ~tion address of an
employee returning from an international organization (unless the
international organization ships employee's household effects to duty
post). For an employee returning from an IPA assignment, household
effects are loose-packed and held at the last overseas or other duty
post, or shipped to the nearest authorized storage point if adequate
facilities are not available at post. Employees in either group may
request advance shipment in accordance with Foreign Service Travel Regu
lations, contained in Handbook 22.

(3) The employee is not eligible for f1or'e Serv'ice Trc.nsfe.r
A11 owance.

b. Assignment ,of more than 4 months

(1) Shipment of unaccompanied baggage may be authorized to duty
post from the international organization separation address in the Unitec.
States or IPA duty station.
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•(2) Shipment of household effects and personally owned automobile
fronl the international organization separation address in the United
States or IPA duty station is authorized to the new duty post.

(3) Travel of employee and dependents from the international organi
zation separation address in the United States or IPA duty station is
authorized to duty post.

(4) Employee is eligible for Home Service Transfer Allowance pro
vided he or she is returning from overseas assignment with an international
organization or under IPA. Employee is not eligible for Home Service •
Transfer Allowance based on an assignment in the United States.

•

•

•
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CHAPTER 19

DETAILS - FOREIGN SERVICE

19A. Pu rpose

1. This chapter provides the policies, regulations and procedures
which govern the detail of Foreign Service (FS) employees within the
Agency, to other federal agencies and to the White House, and the detail
of employees of other federal agencies to AID FS positions.

2. Details within the Agency primarily are intended:

--to meet emergency workload conditions;
--to expedite staffing of new offices or missions;
--to afford career develoJlnent opportunities;
--pending classification of a new position.

3. Detail s to other agencies are considered in such terms as:

--the best interest of the U.S. Government;
--career develoJlnent possibilities afforded employees;
--Agency interest in the assignment;
--Agency cost;
--whether the lending AID office can spare the employee's services.

\
)

i
/

1913.

19C.

Appl icabil ity

1. This chapter applies to the detail of AID FS and Senior Foreign
Service (SFS) employees to positions within the Agency or to other
federa1 agenci es, and the deta i 1 of employees of other federal agenci es
to AID FS or SFS positions.

2. Assignments of FS or SFS employees to a Member or office of
Congress, to a state or local gover~nent or an institution of higher
education, or to a position under the Pearson Program are covered under
Ch. 45; detail s to an international organization, Ch. 44; details to AID
under the Intergovernmental Personnel Act and Joint Career Corps
Program, Ch. 22 and Supp. 22A, respectively.

Authorities and Heferences

1. Foreign Service Act of 1980, as amended, sec. 503(a)(l)
2. 5 U.S.C. 3341
3. 3 U.S.C. 112
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190. Definitions

1. Detail. The temporary assignment (TOY) of an employee to a
different position for a specific period. A TOY authorized in
accordance with this chapter is a detail. The employee retains the
official title of the position from which he/she was detailed.

2. Emergency Oetail. A detail, including a TOY, made to meet
emergency needs of the Service caused by abnormal workload, special
projects or studies, change in mission or organization or unanticipated
absences.

3. Employing Office. Employing office means:

a. the Foreign Service Personnel Division (PFM/P~1/FSP) for all FS
and SFS employees except as noted in 19D3b and c below;

b. the Executive Personnel Management Staff (PFM/PM/EPM) for
employees serving in executive positions;

c. the Office of Administration, Office of the Inspector General
(IG/ADt1), for Foreign Service Auditors and Investigators (BS-08).

19E. Policies

1. Details shall not be used to circUl:lVent the FS assignment system or
regulations regarding the establishment of positions.

2. Emergency and short-term details may be made for up to, but not
more than, six months. Any extension beyond six months must be approved
by the AA/PFM or the IG, or their designee.

3. Employee consent is not required for a detail, but the Agency will
consider valid objections.

4. Deta"ils during the first or last three months of an overseas tour
of duty are discouraged.

5. Any employee may be detailed to work outside his/her nonnal field
to meet Agency operational needs and to promote the efficiency of the
Servi ce.

6. Employees on an emergency or short-term detail are eligible for
travel allowances in accordance \'1i th HB 22, Travel and Transportati on.

•

•

•

•

•
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7. Employees on short-term details within the Agency are counted
against the personnel ceilings of their regular unit. Employees on
long-term details are carried on the appropriate PFM/PM or IG personnel
complement.

8. A Letter of Agreement is required for details of federal employees
to the Agency and details of AID employees to other federal agencies,
including details to tile White House or to a Congressional Committee.

9. Agency employees detailed to other federal agencies are subject to
the rules and policies of tile agency to which detailed.

19F. Responsibilities

1. Approval of Details

a. Reimbursable detail s are approved by the Deputy Administrator
(executi ve 1evel personnel /posi ti ons), the Inspector General (BS-08
personnel /posi tions), 0 r tile Assi stant to tile Adminis trator for
Personnel and Financial r~anagement (all other personnel /posi ti ons ).

b. Nonreimbursable details of employees outside their nonnal
fiel d for more than 60 days are approved by the Director, PFM/pr~/OD or
the Inspector General, as appropriate.

c. Nonreimbursable details of employees outside their normal
field for 60 days or less are approved by the employing office.

d. The directors of the lending and borrowing Missions, or their
\ designees, approve nonreimbursdble details of 60 days or less between

) r~issions and advise the employing office in writing.

e. For details between overseas posts in excess of 60 days, the
bureau acting for the gaining post su~nits a written request to the
employing office for approval 30 days prior to the proposed effective
date, providing the information specified in 19G1a. The request must
indi cate that tile requi red post and country cl earances have been
recei ved.

f. All other details are approved by the employing office.

2. Employing Office

a. Reviews all requests for details and notifies the requesting
unit or other federal agency, in writing, of approval/disapproval.
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n. Negotiates fonna1 agreement with the borrowing/1 ending unit or
agency, obtaining all appropriate clearances/approvals.

c. Prepares Letters of Agreement (Attachment 19A), as requi red.
For detail s to established positions that exceed 30 days, and to extend
or terminate details, prepares SF 50s, Notification of Personnel Actions.

d. Counsels employees regardin9 the terms of their detail
agreement and their rights/benefits during the detail.

3. Bureaus/Offices/Overseas Posts

a. Coordinate'witn supervisors, managers and employing off'ice to
identify, and recommend tasks and/or circumstances suitable for, filling
positions on a detail basis.

•

•

b. The lending and borro~/ing Agency organizational units must
reach all necessary agreements on allotment and appropriation charges •
for regular salary and allowances before a detail is made in excess of
30 days for Washington employees and 60 days for Mission employees.

c. Secures necessary bureau/office clearances prior to submitting
requests for details to the employing office.

19G. Procedures

1. Details of AID Employees in AID/W

a. The borrowing AIO/W unit suunits a written request to the
employing office which includes:

o employee's name, present organization title, grade, salary
and organizational designation;

o the peri od for whi ch the deta il is requested;
o a description of duties, or if the detail is to an existing

position, the position title, grade and position
description number;

o the agreed upon allotment and appropriation charges, if any.

The bureau acting for a gaining post subnits the request to the
employing office for concurrence/approval 30 days prior to the proposed
effective date of a detail.

•

•
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b. If a continuing new position is to be established in which the
detailed employee will serve, the borrowing unit suanits form AID 4-512,
Staffing Pattern Action Request (SPAR), or position description to the
employing office. The formal request for the detail is sent to the
employing office after the borrowing unit has been notified that the
position has been established.

c. An SF-50 terminating the detail is prepared automatically
unless the borrowing unit requests, and is granted, an extension.

2. Details From AID to Other Federal Agencies

a. An agency wishing to detail an AID employee on a reimbursable
or nonreimbursable basis sends a fonnal request to the Director,
PFM/PI4/0D or the IG, as appropriate. The request must specify the
duration of the detail, nature of work, reasons justifying the detail
and proposed funding arrangements.

b. The employing office:

(l) requests concu rrence of the proposed deta i 1 from the
bureau, office or post to whidl the e:nployee is assigned;

(2) notifies the requesting agency of the
approval/disapproval of the detail;

(3) negoti ates terms of agreement wi th borrowing agency and
prepares Letter of Agreement;

(4) prepares SF-50s to effect and terminate detail
assignments.

c. Employees may use the foml AID 4-253, Compl eti on of Ass; gnment
Report, to indicate their interest in detail assignments to other
federal agencies.

3. Details to AID/W from Other Agencies

a. The AID office or bureau requesting the detail of an employee
from another federal agency submits a written request to the employing
office. In addition to the information specified in 19G1a, the
following must be included in the request:

(1) justification for not using existing AID staff;
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(2) names of officers in AID and the lending agency which
participated in arranging the detail and officers in the lending agency
to be contacted in connection with formal negotiations;

(3) financial arrangements, such as whether travel costs are
to be authorized and paid by AID directly to traveler or whether the
lending agency authorizes travel and wishes to be reimbursed; and

(4) statement of the total estimated cost.

b. The employing office detennines whether a qualified Agency
employee is available and, if so, takes necessary actions to effect the
detail of that employee. If no AID employee is available, the employing
office negotiates an agreement with the lending agency and prepares the
Letter of Agreement.

4. Details to Overseas Posts from Other Agencies

a. The post forwards request to the appropriate Bureau, providing
the information specified in 19G1a and 19G4a.

•

•

•

1. Details Within AID

19H. Fundi ng and Reimbursement

b.
employing
posi ti ons
itinerary
be issued

c.

I f the bu reau approves the reques t, the bu reau requests
office action in the same manner as for details to AID/W
from other agencies, including sullnission of a travel
and any special instructions if the travel authorization will
by AID

The employing office takes the necessary actions.

•Details usually are made on a reimbursable basis. A
nonreimbursable detail within the Agency is permitted when:

a. both positions are covered by the same appropriation;

b. the position to which detailed is covered by a different
appropriation but the detail involves a matter related to the loaning
unit's appropriation and will help it accomplish the purpose for which
appropriations are provided; or

•
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c. the position to which detailed is covered by a different
appropriation but, regardless of the purposes of the appropriation, the
detail will have negligible impact on the loaning unit's appropriation.

2. Detail s from AID to Other Federal Agencies

a. A nonreimbursable detail to another federal agency is
pennitted when the detail involves a matter related to AID's
appropriations and will hel p it accompl ish tl1e purpose for which
appropriations are provided; or is for 30 days or less.

b. Payment by the Agency for travel expenses, overtime or other
special charges must be specified in the Letter of Agreement.

c. All other interagency details must be on a reimbursable basis
unless AID has specific statutory authority exists to approve
nonreimbursable details.

d. Details that exceed 30 days are made on a reimbursable basis
and documented with a Letter of Agreement. Reimbursement is made on the
basis of regular salary and authorized employee expenses agreed to in
writing by AID and the borrowing agency.

3. Details to the \4hite House

Details to the White House in excess of 180 days in a fiscal year'
must be made on a reimbursable basis.

4. Details to Congressional Committees

Unless otherwise provided by law, detail s to Congressional
committees usually are made on a reimbursable basis and are subject to
the time limits specified in 191. Nonreimbursable details shall not
exceed 90 days.

/

191. Miscellaneous Provisions

1. Extensions and Modification

Extensions of details initially approved for less than six months,
subject to the time limitations specified in 19E3. t~odifications to the
terms of an agreement are processed in the same manner as the original
detai 1•
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2. Medi cal Examinati on, Immunizati on and Insurance - Overseas Detail s

a. All individuals proposed for overseas details must obtain any
requi red immunizations. Infonnation concerning requi red immunizations
will be provided by the Department of State, Medical Division (M/MED),
through the employing office.

b. The employing office will obtain M/I~ED clearance for FS and
SFS employees of the foreign affairs agencies proposed for overseas
deta il s.

c. Civil Service (CS) employees proposed for overseas details for
90 days or more must have a physical examination. rVMED will provide a
courtesy examination. CS employees detailed overseas are eligible for
coverage under the Foreign Service 11edical Program, evacuation travel or
a physical examination on return to the United States.

d. Information concerning the Federal Employees Heal th Benefits
Program will be provided by the employing office.

3. Time and Attendance

a. For details within tIle Agency, the borrowing unit is
responsible for Time and Attendance Reports.

b. For employees on detail to otiler agencies, maintenance and
sUDnission of time and attendance records shall be specified in the
Letter of Agreement.

c. Annual and si ck 1eave and overtime are authorized by tile
borrowing office/agency. Overtime will not be approved unless provided
for in the Letter of Agreement or requested in wri ting by the borrowi ng
agency and agreed to, in writing, by the employing office. Authorized
overtime is recorded on the timecard and submitted to PFM/PM/OS/P with a
copy of form AID 190-3, Overtime Authori zati on and Report.

4. Perfonnance Evaluation

a. AID employees detailed wi·~in the Agency or to another federal
agency are evaluated under the Foreign Service Evaluation Program. For
AID employees detailed to anotiler federal agency, evaluation
requirements will be specified in the Letter of Agreement.

•

•

•

•

•
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(1) ·Thesp~c·ific objectives to be accomplished should be
discussed at the beginning, and will be the basis for the evaluation
prepared at the end, of the detail assignment.

(2) Regular or interim Employee Evaluation Reviews (EER) are
required for details which exceed 120 days and are processed as
indicated in Ch. 40.

(3) Memoranda of Perfonnance are required for details of
30-120 days. The original is sent to the employee's rater at his/her
duty station to be used to prepare a regular or interim EER. The
employee is given a copy.

b. Employees on deta il to AID from another federal agency are
evaluated only at the request of the employee's parent agency.
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ATTACHMENT 19A

letter of Agreement
Between the

U.S. Agency for International Development
and

The U.S. Agency for International Development (AID) hereby enters into an
agreement for the temporary detail of
to. • Th i s ass i -=g=nm::":e:-:::n:-:I:t---::lsh="":a'I"TI-bl:"":e:-=m:-::'a"':J"de-=--::o:-:::n~a ~(r7r:-:::e7"l m='1bl:":'u':"":"r=sab1e/
nonrelmbursable) basis in accordance with the provisions set forth hereln.

1 • PURPOSE:
(Nature of Work, justification for assignment)

2. SCOPE OF WORK:

A. Outies and Responsibilities of Assignee

B. Controls over Work

3. DURATION, EXTENSION AND TERMINATION OF ASSIGNMENT:

A. This assignment is for the period beginning (date) and
end i ng (da te ) ---'------''------

B. The period of assignment, if less than six months, may be extended
wi th the mutua 1 consent of the parti es to the agreement and the
assignee. An extension must be documented with an amendment and
personnel action or memorandum, as appropriate.
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c. This agreement may be tenninated by mutual consent of both parties,
with reasonable notice to the assignee, or upon ( # ) days notice in
writing by either party of its intention to terminate the assignment.

4. RIGHTS AND BENEFITS:

A. The workweek and hours of duty will be determined by the gaining
agency sUbject to applicable federal regulations.

13. The assignee will continue to accrue annual and sick leave in
accordance wifu the provisions of AID Handbook 27, Attendance and
Leave. Use of leave will be approved by tile supervisor designated for
the period of assignment. The gaining agency will advise AID of any
leave taken (method of reporting). will maintain the
assignee's offlclal leave record.

c. The assignee's coverage under federal retirement, group health
benefits and life insurance programs shall continue during the period of
assignment. The assignee's share of costs for such coverage will
continue to be withheld from salary. Payment of the employer's share of
costs shall be as indicated in SA below.

O. The gaining agency shall complete the Employee Evaluation Report,
fonn AID 420-4, in accordance wifu fue procedures contained therein.

5. REIMBURSMENT PROVISIONS:

A. Salary and Fringe Benefits.

B. Travel, Transportation and Allowances.

•

•

•

•

•
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C. Overtime or Other Special Charges.

D. Method of Reimbursement.

A. The assignee is subject to the federal statutory and regulatory
provisions which govern ethical and other standards of conduct,
conflicts of interest, suitability, security, and limitations on
political activity (18 U.S.C. 203, 205, 207, 208 and 209); and to any
appl i cabl e state and local government statutory and regul atory
provi si ons.

13. The federal tort claims statutes and any other federal tort
1 iabil ity statute shall apply to the assignee.

C. The rules and policies that govern the internal operation and
management of the gaining agency are applicable to the assignee.

D. Travel, transportation and related allowances may be authorized
only in accordance \'1i til the Federal Travel Regul ati ons when such
expenses will be funded (or reimbursed) by AID
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8. CONTACTS:

•
AID

Personnel Matters:

(Empl Dying Offi ce)
(Mailing Address)
Agency for International Development
Washington, DC 20523

Billing Information:
Operating Expense Branch (PFM/FM/AD/OEB)
Office of Financial ~'anagement

Room , SA-2
Agencyror I nternati onal Deve1oJl1le nt
Wa slli ngton, DC 20523

9. SIGNATURES:

AID*

(Ilt1e)

(Date)

*See Ch. 19, sec. 19F1, Approval of Details

(Other Organization)

(Other Organization)

(T1 tl e)

(Da te)

•

•

•

•
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21A. Purpose

*To be renumbered
Chapter 15, HB ?~,

Book A, in the new
Handbook series

CHAPTER 21A*
DETAILS AND TRANSFERS TO INTERNATIONAL

ORGANIZATIONS - CIVIL SERVICE

This chapter provides the authorities, policies, responsibilities,
) and procedures for details and transfers of AID Civil Service

personnel to qualified public international organizations.

218. Applicability

1. Detail s

Any AID Civil Service employee who is· a U.S. citizen is eligible to
be detailed to an international organization (IO). An employee so
detail ed remai ns an employee of AID for all purposes throughout the
term of the detail, including extensions.

2. Transfers

Any AID Civil Service employee who is a U.S. citizen is eligible to
be transferred to an international organization, except for
Presidential appointees and certain personnel serving in other than
career appointments. A transferred employee enters a new position
and is separated from AID, except for retention of the rights and
benefits specified in this chapter.

21C. Authorities

1. LO.11552
2. 5 USC, section 3343 and sections 3581 through 3584
3. 5 CFR, Part 352, Subpart C
4. FPM, Chapter 352, Subchapter 3

21 D. Pol icy

1. It is the policy of the U.S. Government to assist international
organizations to obtain well-qualified U.S. citizens to serve in
their secretariats and technical assistance programs. The law



4. Details or transfers to international organizations will to the
extent possible be based on the preference, skills, experiences,
abilities, and career interests of the AID employee being
considered for the detail.

authorizes and encourages details and transfers of Federal
emp1oyees as a way of maid ng them ava i 1ab1e to i nternati ona1
organizations in support of this policy.

2. AID actively assists international organizations in finding
well-qualified U.S. citizen AID personnel for their programs.

3. Details and transfers of AID personnel to international
organizations shall be made without regard to race, sex, age,
color, religion, or national origin.
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•

•
5. AID employees under consideration for detail or transfer will
be notified by the Offi ce of Personnel t~anagement (t1/P~1) as soon as
possible and prior to being notified by the international
organization.

•b. Defines and specifies the pay, allowances, post
differential and other monetary benefits to be considered in
determining the basis on which the equalization allowance is made.
(See paragraph 21F4c.)

2. Office of Personnel Management (M/PM)

6. Attachment 21A to this chapter provides a list of the approved
agencies to which details and transfers may be made. The Agency
may detail or transfer an employee to another public international •
organization only when the U.S. Office of Personnel Management
(OPM), after consultation with the Department of State, agrees that
such other organization is qualified for inclusion on the list.

21E. Responsibilities

1. Secretary of State

a. Approves, in cooperation with the parent agency of the
employee, extensions of details or transfers to international
organizations beyond the five year period. However, time served
under one or more of such details or transfers, including
extensions, may not exceed a total of eight years.

Takes action on written requests from international organizations
for the detail or transfer of AID employees, and for extensions,
unless the total time (including an extension) would exceed five
years.

•
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21 F.

a. Is responsible for pay and allowances and related matters
for employees on detail.

b. Serves as accounting and depositing office for
contributions made by a transferred employee for retirement, health
benefits, and insurance coverage.

4. Employee Transferring to an International Organization

a. Acknowledges, in writing, notice from AID concerning
benefits, and states intentions concerning retention of retirement,
health benefits, and life insurance coverage while on the rolls of
the international organization.

b. Remits contributions, as appropriate for retirement, health
benefits, and insurance to the Central Accounting Division
(M/FM/CAD), AID/W Cashier.

c. Indicates disposition to be made of' accumulated and current
accrued annual 1eave~

d. Forwards annually a completed form AID 410-1, Equalization
Allowance Information (Attachment 21B), to M/FM/ESD/CACB.

e. Sees that required performance evaluations are prepared by
the organization on him/herself and forwarded to M/PM in a timely
manner. (See 21F3f below.)

Terms of Details and Transfers

1. A detail or period of transfer in excess of·365 days does not
constitute a break in Federal employment and employees will
conti nue to be covered by the reti rement system to whi ch thei r
appointment with AID would otherwise entitle them (transferred
employees, see 21F4b below).

2. AID employees on detail or transfer with an "international
organization are subject to Agency regulations governing employee
responsibilities and conduct, including limitations on political
activity, financial disclosure requirements, and post employment
restri cti ons.

3. Conditions Applicable to Employees on Detail

a. Length of Detail

An employee may be detailed to an international organization for
periods up to five years, which may be extended for not more than 3
years when the Secretary of State, at AlDis request, determines the
extension to be in the national interest. Normally, the initial
period of the detail is three years or less.
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•b. Status of Employee on Detail

An employee on detail continues to be an AID employee and to draw
pay and allowances from AID. The employee retains privileges,
rights, seniority, and all other employee benefits. leave is
earned and used under AID regulations.

c. Oath of Office

The international organization may require an employee on detail to
sign a declaration form •.Signing this form is not considered to be
in conflict with the employee's AID oath of office, provided the
declaration is merely a formal written recognition of an
employer-employee type relationship.

d. Reimbursement for Employee Expenses

An AID employee on detail may be reimbursed for allowances and
expenses by an international organization without regard to 18 USC
209. An employee may not accept reimbursement from both AID and
the international organization for the same expense. However, if
reimbursed less by the international organization than permitted
under AID regulations, the Agency shall reimburse the employee for
the difference.

e. Ceiling Charge

Employees on detail continue to be counted against the AID position
ceiling.

f. Employee Evaluation and Promotion

(1) An employee's work performance while on detail shall
be evaluated according to AID regulations, and this requirement
shall be contained in the detail agreement with the international
organi zati on.

(2) An employee on detail may apply for and be considered
for every promotion for which the employee would be considered if
serving in the employee's AID position.

(3) Any promotion or upgrading of the employee's AID
position, made while the employee is on detail, will be effective
the day it would have been effective if the employee were present
and actually serving "in the AID position (see 21F4g, Reemployment
Rights) •

•

•

•

•
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4. Conditions Applicable to Transferred Employees

a. Length of Transfer

An employee may be transferred to an international organization for
a period of up to five years, which may be extended for not more
than three additional years when the Secretary of State, at the
request of AID, determines the extension to be in the national
interest. The initial period of a transfer is typically three
years or less.

b. Rights and Benefits Retained by Employee

(1) During the period of reemployment rights, an employee
who transfers to an international organization retains retirement,
health benefits, and insurance coverage provided the appropriate
contributions are deposited currently with AID. Except for health
benefits, payments and contributions to those funds are based on
the rate of pay the employee would have received if he/she had not
transferred. The Agency is responsible for determining this rate.
Thus, the Agency must establish when the transferred employee would
have received a within-grade increase, or general pay increase.
Also, any promotions made during the period of transfer must be
taken into account. Health benefits payments depend upon the
premium of the plan in which the employee is enrolled and type of
enrollment (family or self only). The Agency must be sure the
employee payments are adjusted whenever necessary.

(2.) Employee payments are considered to be deposited
currently if received by AID before, during, or within three months
after the end of the pay period during which coverage is provided.
Failure to deposit these payments currently terminates the
transferred employee's coverage on the last day of the pay period
for which payments were currently deposited, subject to a 31-day
extension of life insurance and health benefits coverage as
provided by regulations. Terminated coverage may not be renewed
until the employee actually reenters on duty in a pay status in AID.

(3) An employee who transfers retains coverage and all
benefits and rights to compensation for \'/Ork injuries. However,
such compensation may not be drawn from both the international
organization and the U.S. Government.

c. Equalization Allowance

(1) A transferred employee may be entitled, upon
reemployment, to an equalization allowance. An equalization
allowance is defined as the difference between the specified pay,
allowances, post differential, and other monetary benefits a



transferred employee receives from the international organi~ation,

and the amount which would have been received if detailed to the
international organization from the Federal Government. Factors
considered in calculating the difference noted above are:

(a) For the Federal Government
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Net Salary (as defined below)
Living Quarters Allowance
Post Allowance
Post Differential
Education Allowance

(b) For the International Organization

Net Salary (as defined below)
Post AdJustment
Dependent Grant
Repatriation Grant
Education Allowance
Special Post Allowance

The Department of State defines net salary (i) for the Federal
Government, as the amount paid an employee before the deduction of
State and local taxes, but after the deduction of hypothetical U.S.
Federal tax using the standard deduction considering the number of
exemptions and appropriate tax table prescribed by the Department;
(ii) for the international organizations, following the Common
System of Salaries and Allowances of the United Nations and
Specialized Agencies, as the amount actually paid to the employee
after the deduction of the Staff Assessment; (iii) for the other
internatlonal organizations, as the amount actually paid to the
employee. In cases where pay is subject to State and local taxes"
this shall be the pay before the deduction of the taxes.

(2) An employee who transfers to an international
organization for a period of less than one year may be paid per
diem in lieu of some or all of the above allowances. Upon
returning to AID, the employee shall be reimbursed for the
difference between the gross salary, per diem, and allowances (if
any) received while transferred and the gross salary and per diem
the employee would have received on an AID detail to the same duty
station.

(3) At the end of each calenda~year and at the end of the
term of employment, the employee must furnish a statement of all
pay, allowances, and other'monetary benefits received from the
international organization; changes in family status and the
applicable dates; and appropriate supporting evidence prescribed by
AID to substantiate employee's claim for equalization amounts.

•

•

•

•
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Form AID 410-1, Equalization Allowance Information (Attachment
21B), is to be used to submit this information to the Compensation
and Accounting Control Branch, M/FM/ESD/CACB •. Copies of this form
will be given to a transferred employee at the beginning of the
transfer.

d. Leave

(1) A transferred employee may elect to retain with AID
all accumulated and current accrued annual leave for which the
employee is eligible to receive a lump-sum payment; or the employee
may request a lump-sum payment at any time prior to reemployment
with AID. The employee must refund the amount of the lump-sum
payment if reemployed by AID within six months after transfer.

(2) Annual Leave. Upon reemployment, an employee is
entitled to have the period of separation covered by the transfer
and the period necessary to effect reemployment counted as
creditable service for determining the rate at which annual leave
is accrued. If not previously liquidated by lump-sum payment, the
employee's annual leave account retained with the Agency at time of
transfer is reinstated upon reemployment. Leave earned in the
employ of the 'international organization is not creditable when
exercising reemployment rights.

(3) Sick Leave. Upon reemployment, an employee1s sick
leave account will be restored to the status at the time of the
employee1s separation and transfer. Sick leave earned while in the
employ of the international organization w"i'll not be credited to
the employee1s account upon reemployment in AID.

e. Employee Evaluation and Promotion

(1) M/PM shall request that the international organization
evaluate the work performance of an employee on transfer in
accordance with AID regulation,s.

(2) An employee who transfers may apply for and be
considered for every promotion for which the employee would have
been considered had the employee remained in AID.

(3) Any AID promotion made while the employee is on
transfer will be effective the day it would have been effective if
the employee were on the AID rolls.

f. Step Increases

The personnel and p~ records of a transferred employee are updated
to reflect step increases as they become due. Appropriate
adjustments are made in the amounts due from the employee for
retirement and life insurance.

AID.3-7B (7-74)
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•g. Reemployment Rights

(1) An employee who transfers to an international
organization has a right to reemployment in the AID position held
at time of transfer, or to one of like seniority, status, and pay,
if the following conditions are met:

(a) Employee is separated either voluntarily or
involuntarily, at ,the expiration of or within the period of
transfer and employment with the international organization: and

(b) Employee applies for reemployment to AID no later
than ninety calendar days after separation.

(2) Upon reemployment within the above statutory
limitations (5 USC 3582), an employee is entitled to have the
period necessary to effect reemployment counted as creditable
service for all appropriate Federal employment purposes, such as
determining the rate at which annual leave is accrued.

Attachments:
A--OPM List of IDs
B--Equa1ization Allowance Form
C--Summary of Certain Tax Provisions

•

•

•

•
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*LIST OF INrERNATIONAL ORGANIZATIONS WITHIN THE MEANIOO OF
THE FEDERAL EMPLOYEES INTERNATIONAL ORGANIZATIOO SERVICE Acr

/

/

-

United Nations and Specialized Agencies and
SPecLii Programs of the united Nations

Food and Agriculture organization
Intergovernmental Maritime COnsultative

Organization .
International Bank for Reconstruction and

Developoent (including International Finance
COrporation)

International Civil Aviation Organization
International Labor organization
International !'b1etary Pund
International Telecoom.mication Union
united Nations
united Nations Children's Fund
United Nations Educational, Scientific

and CUltural Organization
*United Nations EnvirCll1llellt Program
united Nations Relief and WOrks Agency

for Palestine Refugees in the Near East
Universal Postal union
WOrld Health organization
WOrld Meteorological Organization

Inter-American Organization

Inter-American Children's Institute
Inter-American Development Bank
Inter-American Indian Institute
Inter-American Institute of Agricultural

Sciences
Inter-American Tropical Tuna CQIIIdssion
Organization of American States
Pan American Healt:h Organizationl
Pan American Institute of Geography and

History
Pan American Railway Congress Association
Postal Union of the Americas and Spllin

Other Regional Organizations

caribbean Organization
ColQlbo Plan eouncil for Technical Cooperation

in SOUth and SOUtheast Asia

lPrev1OU81y kIiCIlfti u Pan American sanitary
Organization

*Great Lakes Fisheries Camdssion
*North Atlantic Assembly
North Atlantic Treaty Organization
South Pacific Camnission

Other International Organizations

African Development Bank
Asian Development Bank
*Asian Productivity Organization
*Asian Vegetable Research and Developllellt center
central camnission for the NaVigation of

the Rhine
*Camnission for the conservation of

Antarctic Marine Living Resources
European Atallic Energy camunity
General Agreement on Tariffs and Trade of

the Interim canmission of the Inter
national Trade Organization

Intergovernmental camnittee for European
Migration

International AgreeEnt on the Maintenance
of certain Lights in the Red sea

International Ataaic Energy Agency
International Bureau for the Permanent

Court of Arbitration
International Bureau for the Protection of

Industrial Property
International Bureau for the Publication of

CUstom Tariffs
International Bureau of weights and

Measures
International COtton Advisory CcmDittee
*International eouncil for the Explora
tion of the sea

International eouncil of SCientific
Unions and AssOciated tllions

International criminal Police organiza
tion

*International crops Research Institute
for the semi-arid Tropics

*International pertilizer Developaent center
International Hydrographic Bureau
International. Institute for the thification

of Private LaW
*International. MIlrltiJ1le sate1.llte

OrganizatioaB

*Federal Persomel MIII.l
(AR,lendi.x A)
Inst. 322 May 3, 1985
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International North Pacific Pisheries camnission
International Organization for Legal Metrology
International pacific Halibut Pisheries camnission
International pacific salmon Pisheries camnission
International Rul:ber study Group
International Secretariat for Volunteer service
International seed Testing AssOCiation
International Sugar COUncil
International Union of Official Travel

Organizations
International· Whaling camli.ssion
International Wheat COlUlcil

Notes

Interparliamentary Union
Organization for Ec:onaDic cooperation

and Development
Permanent International AssOCiation of
Navigation COngress

*Secretariat to the Convention on
International Trade in Endangered
Species of Wild Pauna and Plora

suez canal Users Association
'!'he Hague COnference on Private

International Law
*Multinational Porce and Observers
*United States-Iranian Claims Canmission •

(1) '!'be preceding list contains the names of a number of small highly specialiZed
intematioOa1 bodies not maintaining normal secretariats and not expected to require the
full-tilDe services of Pederal persomiel. '!'hey have been included on the list, however,
because they may request the short term detail of a Pederal employee and they eX> qualify as
international organizations under Public Law 85-795.
(2) '!'his list does not include SEATO or Baghdad Pact. Although these are international
organizations in which the United States GoVerJ'uJent participates, assigrments of Pederal
personnel are coordinated by the Department of State and are made under statutory authority
other than Public Law 85-795.

•

•

•
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ATTACHMENT 21A~B1

EQUALIZATION ALLOWANCE INFORMATION

AUTHORITY
FPM ChllPt8t' 352. SubchllPter 3 - Detail and Transf.r of Fed.r.1 Employees to International Organizations. and HB 25, Employment and Promo
tion, provlda that aach amployaa On transf.r il.r.quir.d to submit to the Agency for International Dev.lopment at the and of each calandar year
and at tha and of his tarm of .mployment (1) • statement. c.rtified by a competent official of the international organization. of paym.nts for pay.
allowances and oth... mon.tary ben.flts rec.iv.d from the In_nat",nal organization. (2) a statam.nt of any changes In family status and the ap
pllcabla dat8i, and (3) llPproprlate supporting evidanc. pr.scribed by the Agency to substantiate the .mploy..•• claim for eqUalization allowan.,..

INSTRUCTIO":S
PART I-TO BE COMPLETED BY THE EMPLOYEE AND THE INTERNATIONAL ORGANIZATION
1. Prepare original and one COpy.
2. If no changes have occurred in any item since the last report, indicate "No change from previous submission."
3. Item C. Employment Reporting Period is one of the following:

a. For new employees. date salary and allowances commence with the international organization thrOUgh December 31.
b. For continuing employees, January 1 through December 31.
c. For returning employees, January 1 th rough date of departure from post.

4. Item K. Show annual Iiving quarters expense (no breakdown neededl.
5. Item O. To be certified by an appropriate official of the international organization es to the contents of Item N.
6. Submit original to: Agency for International Development. Office of Financial Management. Employee Services Division. central Payroll

Branch (FM/ESD/CPBI Washington, D.C. 20523. Retain one copy for personal records.
PART II-ALL SECTIONS ARE TO BE COMPLETED BY THE AID OFFICE OF FINANCIAL MANAGEMENT
Item II.B. To find amount of equalization allowance. take the total from line 6. Item II.A.• AID Computed Salary. Allowances, and Differ.

p.ntials, and subtract the total from line 6 in Item I.N., Salary and Allowances/Grants Paid During Period of Employment.

Office of Financial Management is to retain original for official record.

PART I-TO BE COMPLETED BY THE EMPLOYEE AND THE INTERNATIONAL ORGANIZATION

A. EMPLOYEE NAME B. INTERNATIONAL ORGANIZATION C.15~~fh0ri"'ENTR~~, ' ..
FROM ITO

D. POST OF ASSIGNMEN T (City and Country) E. DATE EMPLOYEE ;t\RRIVED AT POST F. ~~IWnRURIHGREPORTINIO

FROM ITO

G. FOREIGN CURRENCY EXCHANGE RATE. (Moet favorable rate of excllange at whtch you obtained

~
S , U.S. EQUALS

l«e/Qn cl6Fency. II mOl'e than one rate prevailed durin' reporting period, quote and explain In
Item PJ

H. QUARTERS OCCUPIED (Street addreee. city, lind I. APT. OR ROOM NO. J. DATE OCCUPIED 1<. ANNUAL LIVING QUARTERS
Country) EXPENSE (U.S. Dollau)

L FAMILY DOMICILED AT POST OF ASSIGNMENT

DATE DE-
PL.ACE OF RESIDENCE

DATE OF
NAME RELATION- o~ PE.N 0- ARRIVAL

SHIP eIRTt-i ENCV STREET ADDRESS AND CITY Ii. T POST

I. %

2. %

s. %

4. %

M FAMILY DOMICILED AWAY FROM POST (If appllcabte)

DATE DE· DATE OF

NAME REl-ATfON- O~ PEND- PLACE O~ RESIDENCE DEPARTURE
SHIP BIRTH ENCY STREET ADDRESS AND CITY ~ROM POST

I. %

2. %

3. %

4. %

AID41~1 (5-781
CONTINUED ON REVERSE SIDE.



ITEM AMOUNT
(U.s. Dolllln)

1. NET SALARY (Grors lett tta!!auetsment)

2. POST ADJUSTMENT

3. DEPENDENT GRANT

4. REPATRIATION GRANT

5.,EDUCATION ALLOWANCE (Kindergarten through 12th grade)

6. SPECIAL POST ALLOWANCE

7. PER DIEM (See HB 25. Chap. 21)

8. TOTAL SALARY AND ALLONANCES/GRANTS PAID )
10. DATE

9. EMPLOYEE'S CERTIFICATION (Signature)

N. SALARV AND ALLOWANCE/GRANTS PAID DURING REPORTING PERIOD OF EMPLOVMENT

PAGE NO.
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•
O. INTERNATIONAL ORGANIZATION CERTIFICATION

_1_._T_V_PE_D_N_A_M_E 1-2-.....T-'T--L-E---------------------

3. SIGNATURE 14. DATE

P. REMARKS

PART II-TO BE COMPLETED BY THE OFFICE OF FINANCIAL MANAGEMENT

A. AID COMPUTED SALARV, ALLOWANCES. AND DIFFERENTIALS

•
TYPE OF ALLOWANCE

1. NET SALARY

2. LIVING QUARTERS ALLOWANCE

3. POST ALLOWANCE

4. POST DIFFERENTIAL

5. EDUCATION ALLOWANCE (Kindergarten through 12th grade)

6. PER DIEM (See HB 25. Chap. 21)

7. TOTAL AID COMPUTED

AMOUNT
(U.S. dollart)

EFFECTIVE DATE

BEGAN ENDED

•
B EQUALIZATION ALLOWANCE DUE EMPLOVEE

1. TOTAL AID COMPUTED ~ 4. PERIOD COVERED

~
FROM TO

2. TOTAL SALARY AND ALLOWANCES/GRANTS PAID

3. EQllttLIZATION DUE ~
AID41G-1 (6-78) Back •
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SUMMARY OF CERTAIN TAX
PROVISIONS WHICH ~~Y BE AVAILABLE

TO TRANSFERRED U.S. GOVERNMENT EMPLOYEES

1. Foreign Earned Income Exclusion

a. Personnel who transfer to an international organization and are
employed abroad may qualify to exclude up to $85,000 of foreign
earned income in 1984, $90,000 in 1985, and $95,000 in 1986 and
1ater years.

b. To claim the foreign earned income exclusion the taxpayer, per
IRS tax guidance (1983 publication 54), must have foreign earned
income, a tax home in a foreign country, and must be:

(1) A U.S. citizen who is a bona fide resident of a foreign
country or countries for an uninterrupted period that
includes an entire tax year, or

(2) A U.S. citizen who is physically present in a foreign
country or countries for at least 330 full days during any
period of 12 consecutive months.

c. If the employee's spouse has income earned abroad and can meet
either of the above tests, each may exclude such income .up to
the above limits for each tax year, i.e. a total of $170,000 for
1984, $180,000 for 1985, and $190,000 for 1986 and later years.

2. Foreign Housing Exclusion or Deduction

a In addition to the foreign income exclusion, transferred
personnel may also claim an exclusion or a deduction from gross
income for a housing amount if their tax home is in a foreign
country and they qualify under either the bona fide residence
test or the physical presence test (l-b, above).

b. The "housing amount" per IRS 1983 Tax Guidance (Publication 54),
is an amount equal to the excess of reasonable foreign housing
expenses over a base housing amount. The base housing amount is



4. U.S. Government Employees

a. For the purposes of both the foreign earned income exclusion and
the foreign housing exclusion or deduction, foreign earned
income generally does not include any amounts paid by the United
States or any of its agencies to its employees.

b. However, amounts paid by the United States or its agencies to
persons who are not their employees, i.e., contractors, may
qualify as foreign earned income for purposes of exclusion or
deduction.

•

•

•

•

•
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c. If you are a U.S. Government employee paid by a U.S. agency that
assigned you to a foreign government to perform specific
services, for which the agency is reimbursed by the foreign
government, your pay is from the U.S. Government and does not
qualify for the exclusion or deduction.

5. Income Averaging

An employee who chooses to figure tax ~nder the income averaging
method may not claim the foreign earned income exclusion or the
foreign housing exclusion in the computation year. See IRS
publication 506 for information on Income Averaging.

16% of the annual salary of a GS-14, step 1, U.S. Government
employee, figured on a daily basis for the days meeting the bona
fide residence test or the physical presence test. The annual
salary is the GS-14-1 salary on January 1 of the year in which
the employee's tax year begins.

3. Puerto Rico, Virgin Isiands, Guam, and Northern Mariana Islands

a. Residents of Puerto Rico, the Virgin Islands, Guam and the
Northern Mariana Islands are not entitled to the exemption for
U.S. citizens in possessions, or to the exclusion of foreign
earned income, or the exclusion or deduction of foreign housing
amounts under the bona fide residence or physical presence rules
related in l-b, above.

b. Puerto Rico. Generally, a U.S. citizen wh"o is a bona fide
resident of Puerto Rico for an entire year is not subject to
U.S. tax on income from Puerto Rican sources (this does not
include amounts paid by the United States). However, income
from sources outside Puerto Rico is subject to U.S. tax.
Expenses allocable to the exempt income may not be deducted (see
IRS Publication 570).

2b
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It should be emphasized that this is a general and simplified
surr~ary of certain provisions in the tax code which may be of use to
employees who are transferred and who are employed overseas. Each
employee's situation is unique, and the individual should consider
the specific rules. The IRS publications referenced herein, No. 54,
"Tax Guide for U.S. Citizens and Resident Aliens Abroad," No. 570,
IITax Guide for U.S. Citizens Employed in U.S. Possessions,1I and No.
506, IIAveraging,1I can be obtained from local IRS offices and should
prove useful to employees in the exploration of their personal tax
si tuati ons.
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CHAPTER 21.

TEMPORARY ASSIGNMENTS UNDER
THE INTERGOVERNMENTAL PERSONNEL ACT

This chapter sets forth the policies, regulations and procedures which
govern the temporary assignment of personnel under Title IV of the
Intergovernmental Personnel Act (IPA) of 1970, as amended.

22B. Applicability

J

1. Thi s chapter appl i es to the tempotary assi gn,nent of personnel
between AID and state, local and Indian tribal governments; institutions
of higher education; and other organizations as defined in this chapter
(hereafter referred to as participating organizations). Temporary
assi gnments under tlli s chapter wi 11 focu s primari lyon professi onal ,
aaninistrative and technical occupations (e.g., GS, GM, FS, SFS and SES).

2. AIO Career Civil Service employees are eligible for assignment
under this chapter. AID employees under the follol'ling types of
appointments are inelig"ible for assignment: temporary, time-limited,
term, non-career, limited Senior Executive Service (SES), Schedule C,
and Administratively Determined (AD).

3. Assignments may not be made to state or local government elected
official positions. Assignment to a similar Indian tribal government
position is subject to the approval of the U.S. Office of Personnel
Management (OPM).

4. Participants in the Technical Advisors for Child Survival (lACS)
Program and participants involved in activities relating to research on,
and the treatment and control of Acqui red Immune Deficiency Syndrome
(AIDS) in developing countries, are eligible for IPA assignment under
the gUidelines stated in this chapter.

5. Career employees of participating organizati ons who are U. S.
citizens and who have been employed in a permanent position for at least
ninety days are eligible for assignment to AID. Excluded from
participation are university students employed as research, graduate or
teaching assistants, and in similar scholarship-related positions.



-,., '.

Page No. Effective Date Trans. Memo. No.

22-2 Nov. 1 , 1989 2!j:151 AID HANDBOOK 25 •
228

6. This chapter does not apply to assignments of FS employees under
Section 503 of the FSA of 1980, as amended, which also authorizes
assignment to State and local governments and educational institutions,
among others.

22C. Authori ti es and References

1. Title IV, Intergovernmental Personnel Act of 1970, as amended
2. 5 U.S.C~ 3371-3375
3. 5 CFR 334
4. FPM Chapter 334
5. Section 625(d) of the Foreign Assistance Act of 1961
6. The Foreign Service Act of 1980
7. Section 545, Child Survival and AIOS Activities, of the Foreign
Assistance Appropriations Act

220. Definitions

1 • "State" means a state of the Uni ted States, theDi s tri ct of
Columbia, the Commonweal th of Puerto Rico, and territories or
possessions of the United States; ani nstrumentaTity or authority of a
state; or a Federal-state authority or instrumentality.

2. "Local Government" means a city, town, 'county or other subdivision
or district of a state, including agencies., authorities and
instrumentalities of any of the foregoing and any combination of such
units or combination of such units and state.

•

•
3. "Instrumentality or Authority"-means an organization which: (a) is
government created or controlled; (b) is pUblic and nonprofit; Tc) has
some governmental function del egated to it; and (d) is recognized asan
i nstrumenta 1Hy or au thority by the state or 1oca 1 government. Public
school districts and other special purpose districts andallthorities, •
such as housing authorities and thoseprovidi I1g water and sewer
services, fall within the definition of a local government
i nstrumenta 1Hy or authority.

4. "Institution of Higher Education" means accredited private 'and
public four...;year colleges and universities, and·technica1and junior
colleges located ill the United States or within U.S. 'territories or
posses si ons.

•
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5. "Indian Tribal Government" means any Indian tribe, band, nation, or
other organlZed group or community, including any Alaska tJative village
as defined in the Alaska Native Claims Settlement Act (85 State. 688),
recognized as e1ig"ib1e for the special programs and services provided by
the United States to Indians because of their status as Indians, and
-includes any tribal organization as defined in section 4(c) of the
Inaian Se1f-Detennination and Education Assistance Act.

6. "Other Organizations" means a national, regional, statewide,
areawide, or metropol1tan organization representing member state or
local governments; an association of state or local pUblic officials;
or, a nonprofit organization which offers as one of its principal
functions professional advisory, research, educational or development
services, or related services, to governments or universities concerned
with pUblic management.

Organizations interested in participating in the IPA program as an
"other organization" must be certified as e1 igib1e by opr" before they
may enter into an IPA agreement. Written requests should include a copy
of the organization's: (a) articles of incorporation, (b) bylaws, (c)
evidence of nonprofit status, and (d) any other information describing
the organization's activities as they relate to the pUblic management
concerns of governments or universities. Requests should be sent to:
Personnel Mobility Programs, Workforce Effectiveness and Development
Group, Office of Personnel Management, 1900 E Street, N.W., Washington,
D.C. 20415.

7. "Participating Organization(s )" means those organizations as
defined 1n th1S chapter.

./

i
;

22E. Pol i ci es

1. It is AIDls policy to cooperate in IPA assignments both to and from
the Agency when such assignments provide mutual benefits, including the
sharing of scarce expertise, to all parties to the agreement.

2. IPA assignments shall not be used to fill positions if qualified
AID employees are eligible and available for placement.

3. Personnel selections and assignments processed under this chapter
shall be in accordance with AlDis policy of nondiscrimination.

4. AID will not enter into an agreement under which an AID employee
would be assigned to a position which required union membership as a
condi ti on of employment.
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1. U.S. Office of Personnel Management (OPM)

OPM is responsible for issuing regulations regarding the
implementation and administration of assignments under Title IV of the
IPA. opr~ provides guidance and direction concerning all aspects.of the
IPA program and monitors overall usage of this authority. through .
periodic evaluations.

2. Assistant to the Administrator for Personnel/Financial Management
(AA/PFM)

The AA/PFM, or designee, authorizes all assignments, whether by
appointment or by detail, under the provisions of this chapter for all
employees (minus BS-08 employees).

3. Office of the Inspector General (IG)

The Office of the Inspector General, or desi gnee, authorizes all
assi gnments, v/hether by appoi ntrnent or by detail ,under the provi sions
of this Chapter for BS-08 employees.

4. Office of Personnel Management (PFM/PM)

a. Monitors selection criteria based on Agency priorities.

b. Approves assignment terms, conditions and rates' of
compensation. All Assignment Agreements are signed by the Director,
PFM, or designee.

c. Prepares periodic evaluation reports for OPM and provides
other informati on as requested or requi red •.

5. Civil Service Personnel Division (PFM/PM/CSP)

a. PFM/PM/CSP is responsible for the overaU management ,of IPA
assignments within AID and ·ensuring that all assignments are effected'in
accordance with applicable laws, regulations, and internal policies and
procedures.

•

•

•

•
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b. PFM/prvCsp is responsible for ensuring that all required
personnel actions for employees assigned under the IPA are effected in
accordance with applicable laws, regulations and Agency policies, e.g.,
ensures that the descriptions of duties to be performed are current,
accurate and appropriately classified; processes assignment actions;
obtains required performance evaluation reports of AID employees under
IPA assignments; processes periodic step increases and pay actions as
appl i cabl e.

c. Provides technical guidance to AID Geographic Bureaus and
Offices, participating organizations and IPA participants.

6. Office of Financial Management (PFM/FM)

PFM/FM is responsible for ensuring that all fiscal obligations
specified in, or required as a result of, AlDis participation in an IPA
agreement are satisfied in accordance with applicable laws, Federal
regulations and internal policies and procedures.

7. AID Geographic Bureaus and Independent Offices

a. Advises PFM/PM/CSP of long-range plans and requirements,
initiates requests for the assignment of participating organization
employees to AID in accordance with established procedures and
participates in the preliminary negotiations with participating
organizati ons.

b. In conjunction with PFM/PM/CSP, establishes selection criteria
and prepares the description of duties for the position.

c. When it is in the interest of the Agency and the employee,
concurs in the release of a Bureau or Office employee for assignment to
a participating organization under this chapter.

8. Employees

Employees assigned under tilis chapter, whether to or from AID, are
responsible for fulfilling the terms and conditions to which they have
agreed by signing the Assignment Agreement.

9. Office of the General Counsel (GC)

Deputy Ethics Officials in GC/EPA are available to counsel
candidates for IPA assignments on potential conflicts of interest or
rel ated matters.
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22G. Assignment Procedures

1. Assignment of AID Employees to a Participating Organization

a. By Detail

AID employees detai led to <l partici pating organization are
considered AID employees in all respects except supervision. and retain
all the rights and benefits of Federal employment. They are paid by AID
and count against AID's full-time equivalent (FTE) ceiling.unless~the

participating organization pays 50% or more of the employee'ssalary
costs. •

b. By Appointment

AID employees may be granted Leave Without Pay (LWOP) and
subsequently be appointed to a participating organization. Such
employees. although paid by the participating organization. remain AID
employees and retain all· the rights and benefits of Federal employment.
service under an IPAiscredi tabl ei nfullfor Federal salary purposes.
including within-grade increases. retention. and leave accrual •
purposes. Employees on LWOP continue to remai ni ncorporated -in. the
Agency's personnel system but docnotcount against the FTE ceiling after
the first 30 days ofthei r IPAassi gnment.

2. Assignment of Participating Organization Employees to AID

a. General

The assi gnments -ofparti ci pat ing organization employees ·to AID
are initiated by AID Geographic [3ureausand Offices. All IPA
assignments. whether by detail or by appointment. IIlJst be authorized by
the AA/PFM. After this authorization has been received. the requesting
office must sUbmit toPFM/PM/CSP a c~npleted Request for Employment •
Under the Intergovernmental Personnel Act of 1970. form AID 410-2 (see
Att. 22A). and pre-employment fonns. whi ch i ncl udeanupdated
App1i cati on for Federal Employment.· fonn 'SF -171. The requested
effective date of assignment must provide adequate time to complete the
required security clearance and negotiations among all parties to the
agreement.

•
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b. l3y Detail

(l) Employees of a participating organization may be detailed
to AID. Such personnel remain employees of their parent organization
for all purposes except that they are subject to the Federal and AID
regulations outlined in 22G above. Employees on detail to AID do not
count against the FTE ceiling. Participants involved in the TACS and
AIDS programs do not count against the FTE ceiling.

(2) The assignment may be to an established position or may
entail a set of ad hoc duties that have been given a GS-equiva1ency
grade. Such assignments are controlled to the extent required to ensure
that the services provided are productive and mutually beneficial and
that the costs do not exceed the amount allocated. Detai1ees normally
serve on staff assignments or in an advisory or consultative capacity
rather than performing line management functions, and serve under AID
supervision.

c. By Appointment

(1) Employees of participating organizations may be appointed
to AID while on LWOP from their parent organization. Appointees are AID
employees for all purposes except enti tl ement to retirement and other
benefit programs. IPAs may be appointed to GS/GM/SES positions.

(2) Personnel appointed to AID are included in AlDis
personnel system. Appointees count against the FTE ceiling.

(3) Appointments, rather than details, should be used if
supervision of AID employees or line management responsibilities are
involved. IPA appointments may be used to temporarily fill AID
positions only when such positions clearly and demonstrably cannot be
filled by the promotion or reassignment of a qualified career employee
and recruitment is neither feasible nor appropriate.

22H. Statutory Provisions

1. Liability Statues

The Federal tort c1 aims statutes and any other Federal tort
liability statute shall apply to all personnel assigned under this
chapter.
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2. Privacy Act and Freedom of Information Act

Assi gnment Agreements and other records perta ini ng"to IPA
assignments are subject to the provisions:of thePrivacy':Act of,1974 and
the Freedom of InfonnationAct of·1967, as'amended. Disclosure of
information under the provisions :ofei ther Act may'be made only in
accordance with, the regulations set forth in HB18,Pa rt II I,' Ch .10,
Public Access to AID Records, and/or HB 18, Part,lIl:,:Ch.'12, Access to
and Protection of Records'on Individuals,PrivacyAct .:.1974, as
appropriate. Requests for ,information'under'the-provisionsofleither
Act should be sent to AlDis Office of Public Inquirie~(XA/PI). •
3. Employee Responsibilities, Conduct and'Political Activity

a. Employees assigned under this chapter, whether to or from AID,
are subj ect to the Federal -statutory andregu1.atory provi si ons whi ch
govern ethical and other' standards of conduct, conflictsof,interest,
suitability, security, and limitations on political activity (see
HB24: 2, Emp1oyeeRes pons i bi Ii ti es"Conduc t'cand Pol itiCa1, Act i vi ty ); , and
to applicable state and local government ,statutory and regulatory •
provisions •. Prospective employees, shall be infonned; and'provided a
copy, of such regulations;'andshall indicate in writing on the
assi gnment agreement that such i nfonnati on and documentati on ha s.been
recei ved.

b. Before any proposed disciplinaryor.adverse.action,is taken
against an emp1 oyee assigned to AID 'underthe IPA, representati ves'of
the participating organization and AID shall consult concerning the
proposed action. Issues to be resolved may include responsibility and
jurisdiction for the action, suitability of the proposed action; and
protection of employee rights and appeals. HB30:6, Disciplinary/Adverse
Actions, shall apply for AID employees.

221. Assignment Agreements

1 • Genera1

a. IPA assignments are implemented using an Assignment'Agreement,
form OF 69 (see Att. 22B). The agreement documents' the condi ti ons of
the assi gnment incl uding .job duties, fi seal obI igati ons and ernpI oyee
benefits, rights' and obligations. PFM/PM/CSP provides copies of each
new agreement to OPM, all .parties to the agreement, PFM/FM/ESD,and
PFM/FM/BUD. PFM/PM/CSP retains' the ori ginalof' the. agreement and any
supporting documentation.

•

•
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b. Before an agreement may be effected, AID and the participating
organization must reach all necessary agreements regarding allotment and
appropriation charges for salaries and allowances. Financial costs and
billing instructions must be specified in the agreement, including the
bill i ng addresses of both the host and 1endi ng agenci es; s tarti ng and
ending dates; name, grade, step, and salary of the employee; names of
contact persons; and any other pertinent billing information.

c. Assignees must be informed of their choices in connection with
their rights and benefits, including retirement, group life insurance or
health benefits programs, and of their obligations and responsibilities
for preserving such rights and benefits.

d. All agreements with AID must specify that the assignf~e can
return to the position occupied prior to the IPA assignment, or to one
of comparable pay, duties and seniority and that the assignee's rights
and benefits will be fully protected.

e. Agreements with AID are authorized by the Assistant to the
Adninistrator for Personnel/Financial Management, AA/PFM, and are signed
by the Director, affic(~ of Personnel Management, PFM/PM/OlJ, or designee.

f. Any significdnt changes in an employee's responsibilities,
duties, salary, duty station or supervisory relationships should be
documented as a modifi cati on to the ori gi na 1 agreement. Agree'nents
which are modified, extended or terminated before the original
completion date must be sent to aPM within thirty days after the revised
agreement is signed. Copies of the revised form are sent to a~M, all
parties to the agreement, PFM/FM/ESD and PFM/FM/BUD.

2. Duration, Extension and Termination of Assignments

a. An agreement may he made for up to two years and may provide
for intermi ttent, part-time or full-t ime employment, but shoul j be kept
to the minimum time necessary to cO:llpl ete the assigned tasks.

b. Assi gnees who have served for 48 consecutive months, whether
on an intermittent, part-time, or full-time basis, may not serve under
another, IPA assi gnment wi thout at 1east a 12-month retu rn to duty with
their parent organization. Successive assignments with a break of less
than sixty calendar days is considered continuous service.

c. AID employees who have served under IPA assignments in excess
of six years during their Federal career may not be considered for
another IPA assi gnrnent. This provi 51 on may be wai ved only by opr~ at the

/ request of the head of the Agency, or designee.
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d. Requests for extensions and/or replacement personnel must be
authorized by the AA/PFM. The Director, PFM/PM, or designee, may
approve the extension of an assignment not to exceed 48 consecutive
months. Extensions are documented with a revised agreement which
explains the reason(s) for the extension beyond the first two years, and
the participating organization1s original plan for utilizing the
assi gnee at the compl etion of the assi gnment.

e. An assignment may be terminated at any time at the request of
AID or the participating organization. Thirty days advance notice,
along with a statement of the reason(s), should be sent to all parties
to the agreement. If the assignee, whether appointed or detailed to
AID, ceases to be employed by the participating organization, the
agreement must be terminated immediately. If an assignment is found to
be in violation of the IPA or 5 CFR 334, Temporary Assignment of
Employees Between Federal Agencies, OPt~ may direct AID to terminate the
assignment or take other corrective action(s).

22J. Assignment Provisions

1. Obligated Service Agreement

•

•

•As a condition of acceptance, AID employees, whether appointed or
detailed to a participating organization, must agree to return to
~ederal service for a period of time equal to the length of their IPA
assignment. Reimbursement to AID for its share of the assignment cost."
exclusive of salary, will be required if an employee fails to carry out
thi s agreement. Reimbursement may be wai ved by the I-lead of the Agency,
or df!si gnee, for reasons acceptabl e to the Agency.

2. Personnel Actions During Assignment

a. All personnel actions which could apply to an AID employee or
the employee's position, e.g., reclassification, transfer of function,
or reassi gnment, are appl i cabl e whi le an employee is on an IPA
assignment. An employee should be notified of any organizational or
staffing changes affecting the position from which he/she was assigned.

b. AID Reduction-In-Force (RIF) provisions outlined in HB30:2,
Involuntary Separations - Civil Service, continue to apply. In some
cases, a temporary or continuing exception to a RIF order may be
justified to avoid interruption or untimely termination of an
ass i gnment. SpecHi c criteri a for except; ons are provi ded in FPM
Chapter 351 •

•

•
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c. Notification of Personnel Actions, SF-50s. must be processed
to effect. correct, extend. amend, and tenninate all relmbursable and
nonreimbursable assignments.

3. Performance [valuations. Promotions and Awards

a. Performance Evaluations

(1) For AID employees serving under an IPA assignment,
performance evaluations shall be prepared by the IPA supervisol' in
accordance wi th the procedures outl i ned in the As si gnment Agreement.
AID performance evaluation forms should be used .

. (2) Official performance evaluations of employees of
participating organizations will be prepared by the employee's immediate
supervisor only at the request of the employee or the participating
organization.

b. Promotions

AID employees are eligible to participate in the AID Merit
Promotion Program. Employees should forward a statement to their prior
Executive Management Staff or Administrative office or to M/PM/CSP
listing the types and grades of positions for which they wish to apply.
The statementimUSt indlcate also the planned duration of the IPA
assignment and the employee's current mailing address.

c. Awa rds

(l) An AID employee assigned under the IPA is not eligible
for a Quality Step Increase (QSI). However. an employee may receive a
cash or honorary award for performance or suggestions related to the IPA
assignment. The grant of a cash aWdrd must document substantial
benefits which have accrued to AID programs or activities. The cost of
a cash award may be shared between AID and the participating
organization. If a participating organization wishes to grant a cash or
honorary award, AID must be infonned of the award. the reasons for it.
and must concur in the action. A copy of any appl icable documentation
will be filed in the employee's Official Personnel Folder (see HB32:1,
Official Personnel Files and Records).

(2) AID employees assigned under the IPA are eligible for
within-grade increases in accordance with HB26:3. Pay Under the General
Schedule. Determination of an acceptable level of competence is waived
for the period of assignment.
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(3) The interrupted service benefit will be applied in
accordance with OPM statutory regulations.

(4) Employees appointed to AID for a period of·more than one
year may be considered for within-grade incr~ases.

(5) All employees assigned to AID under the IPA are el igible
for honor awards. Only employees appointed to AIO are eligible for cash •
awards. In conjunction with a recommendation for an award, the
concurrence of the participating organization should be obtained.
Employees assigned to AID are not eligible for QSls.

4. Completion of Assignment

a. Participants in the IPA program may be awarded a Certificate
of Recognition, OPM form 1161, upon completion of their assignment (see
Att.22C).

b. Employees of AID must be returned to the position occupied at
the time of assignment or be reassigned to a position of like pay and
grade level. If promoted while on assignment, the employee must be
returned to the new position. The Agency must notify the employee,of
the position to which he/she will be returned at least thirty days
before the end of the IPA assignment. If the position.offered is,of a
lower grade or pay than the position held immediately before the IPA
assignment, the proposed action must be treated as an adverse,action
under HB30:6, Separations and Disciplinary Actions, if applicable.

c. A returning employee who is not satisfied with the position to
whi ch he/she will be assi gned may seek rel ief through the appropri ate
Agency channel s.

5. I njury or Death Compensa ti on

If an employee on LWOP from AID or a participating organization is
injured or killed in the performance of official duties, the employee or
beneficiaries may elect to receive benefits under either Subchapter 1 of
Chapter 81,5 U.S.C., Compensation for \~ork Injuries ("Federal
Employees I Compensation Act), or the benefits to which entitled from the
participating organization,butnotboth. The election shall be made
within one year after the injury or death ,or such further- time as the
Secretary of Labor may allow for reasonable cause shown. When made, the
election is irrevocable unless otherwise provided by law.

•

•

•
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22K. Reimbursement Provisions

1. Reimbursable Costs

Assignments may be made on a wholly or partially reimbursable
basis, including payment of travel, transportation and related costs,
basic pay, and supplemental pay. The recipient organization normally
should pay at least 50% of the total salary costs and 50% of the
employerls share of fringe l>enefits costs.

?-. Nonreimbursable Costs

Nonreimbursable costs include, but are not limited to, the
following indirect or administrative costs: charges for negotiating the
agreement, preparing and maintaining payroll records, developing IPA
reports, tuition credits, office space and furniShings, supplies, staff
support, and computer time.

3. Cost-Sharing Arrangements

a. Cost-sharing should be based on the extent to which each party
benefits from the assignment. ~Jhile the largest share of costs should
be borne by the party which benefits most, generally the recipient
organization, rare exceptions may occur when available resources will
not permit cost-Sharing on a relative basis.

b. Relative benefit should be based on the assignment purposes
listed in the Principal Benefits chart shown below, and a statement of
relative benefit must be included in Part 6, Reason for r~obility

Assignment, of the Assignment Agreement (see Att. 228).

c. Factors other than or in addition to relative benefits must be
explained in Part 9, Fiscal Obligations, of the Assignment Agreement.

PRINCIPAL BENEFITS

PRINCIPAL BENEFICIARY
AID rJon-AID

AIU Employees to Non-Federal Organization

- Support AIOls mission

- Provide developmental opportunity which will
enhance the assi gnee I s job perfomlance

[ X ]

[ X ]

[

[

]

]
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[ X ]

[ X ]

[ X ]

- Support government-wide initiatives

- Strengtllen intergovernmental relations

- Share scarce expertise [ ]

- Assist in transfer of new ideas and technology

Non-Federa·l Employees to AID

[ ]

[ ]

[ X ]

[ X ]

•- Meet te1oporary need for skilled personnel [ X ] [ ]

- Provide develo~nent opportunity which will enhance
the assignee's job performance [ ] [ X ]

22L. Travel and Transportation

1. The following travel and transportation expenses may be authorized
in conjunction with all assignments under this chapter in accordance
with the IPA and the Federal Travel Regulations, FTR, (see Hn22, Travel
and Transportation):

a. Travel, including per diem, to and from the official duty
station and for official Government business during the aSSignment.
Reimbursement of authorized expenses incurred during assignment to AID
will be made to the employee through the appropri ate AID Bureau or
Office, unless such travel is performed at the request of the
participating organization.

b. Travel and transportation of immediate family and household
and personal effects to and from the official duty station, including
temporary storage of effects not to exceed sixty days. Nonternporary
storage expenses may be authorized in connection with assignment to an
isolated location.

c. Subsistence allowances for the employee and immediate family
whil~ occupying temporary Quarters at the assignment location and on
return to the fonner duty post.

•

•
d. Per diem or rel ocati on all owances,. but not both. Per diem

normally is authorized only for short term assignments or when it is not
feasible to move the employee's family.and effects for a period of less
than one year. When autllorized,perdiem is payable·for the employee
only and is calculated on a decreasing scah~ for assignments in excess
of thirty calendar days. Per diem may be authorized concurrently at the
duty station and during official travel not to exceed the statutory •
daily limitation.
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e. Transportation of the remains and personal effects of an
employee or family member if death occurs during the assignment.

2. Prior to travel at AID expense, assignees must agree in writing to
serve the entire period of the assignment or one year, whichever is
shorter, unless the assignment is terminated for reasons acceptable to
AID or the participating organization, as applicable. If the assignment
is terminated for reasons deemed unacceptable, the travel and
transportation expenses are recoverable from the assignee as a debt due
the United States. The head of the Agency, or designee, may determine a
waiver is justified and waive the right to recovery from a participating
organization employee.

3. Allowable expenses may be authorized an AID employee, or reimbursed
a participating organization, only in accordance with the provisions of
the IPA and the FTR, whether paid by AID or the participating
organization.

4. Due to the temporary nature of IPA assi gnments, househunting tri ps
and the costs of selling or purchasing a residence, including real
estate costs. may not be authorized.

22M. Compensation

1. AID Employees on Detail to a Participating Organization

AID employees on detail are paid by AID and are entitled to their
federa 1 ra te of pay. I f the ra te of pay for the posi ti on to wh i ch
detailed is higher, the assignee may receive a supplementary salary from
the participating organization in accordance with its regulations.

2. AID Employees Appointed to a Participating Organization

a. AID employees are paid by the participating organization to
which appointed. If the rate of pay is less than that received from AID
prior to the appointment, AID will pay the employee an amount equal to
the difference (supplemental pay).

b. Supplemental pay is authorized and approved by the Director,
M/PM, and is payable biweekly for the duration of the assignment. An
employee will be advised of any entitlement to supplemental pay,
including the method of payment, before execution of the agreement. The
amount of the payment may vary during the assi gnment due to such thi ngs
as promotion, within-grade increases and pay plan revisions, or
comparable changes in pay from the participating organization.
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c. If the rate of pay is greater than the basic pay received from
AID prior to the appointment, tne Federal rate of pay shall constitute
the maximum salary rate which may be consldered for retlrement purposes.

3. Employees on Detail to AID

The rate of pay approved for employees on detail to AID will be the
highest rate established using the following criteria:

a. An amount equal to that received from the participating
organization, including a university (if university employment is for
less than 12 months, the salary may be annualized);

b. The Federal rate authorized for the grade level at Which the
position was established; or

c. A rate equal to annual university earnings plus foregone
consulting income in an amount up to 15% of the university earnings.
Reimbursement of foregone consul ting income in excess of 15% must be
approved by the AA/PFM. University earnings are not annualized if
foregone consulting income is included in the salary computation.

4. Employees Appointed to AID

a. The minimum rate of the grade level established for a -position
is usually authorized. Higher rates for positions at the GS-ll to
GS-1S, or equivalent, grade levels may be authorized based on the
superior Qualifications of the applicant and subject to the approval of
ei ther OPf1 or AID, as appropri ate.

b. AID appointees are entitled to cost of living increases.

22N. Allowances and Differentials

For allowances and differentials associated with overseas assignments,
see liB 26:13, Overseas Allowances and Differential s.

220. Attendance and Leave

1. Employees on Detail to a Participating Organization

a. Basic Workweek and Hours of- Duty

The workweek and hours of duty, which will be speci fied in, the
Assignment Agreement, will be determined by the participating
organization subject to the 40-hour workweek and 8-hour nonovertime day
requirements for Federal employees.

•

•

•
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b. Hol i days

On Federal holidays, employees are either excused from duty
without charge to leave or, if required to work, may receive holiday pay
or compensatory time off (see 111326:8, Premium Pay). Employees on an IPA
assignment with a state or local government may be excused from duty
without charge to leave on state or llocal government holidays, but may
not receive premium pay if required to work. Premium pay must be
approved in advance by AID.

c. Annual and Si ck Leave

Annual and sick leave continue to accrue in accordance with
the provisions of HB 27, Attendance and Leave. Arrangements for
maintaining leave records, both for earnings and charges, will be
specified in the Assignment Agreement.

2. Employees Appointed to a Participating Organization

a. Basic Workweek and Hours of Duty

The workweek and hours of duty wi 11 be determi ned by the
participating organization and should be specified in the Assignment
Agreement.

b. Holidays

Entitlement is determined by the participating organization in
accordance with its regulations.

c. Annual and Sick Leave

(l) Employees on LWOP are entitled to accrue annual and sick
leave at the rates prescribed in HB 27. If the rates authorizl~d by the
participating organization are less than those prescribed in HI! 27, the
appropriate leave accounts will be adjusted to reflect the difference
upon the employee's return to AID. This provision must be specified in
the Assignment Agreement.

(2) Responsibility for the maintenance of leave records for
AID employees on LWOP, although normally assigned to the partidpating
organization, will be specified in the Assignment Agreement.

;

/ ------------------------------------
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3. Employees on Detail to AID

a. Ba si c Workweek and Hours of Duty

The workweek and hours of duty normally will be the same 'as
for AID direct-hire employees (see HB27:1 • Hours of Duty). However.' if
the workweek of a state or local government is shorter by state:.l aw or
local ordinances, the employee's workweek will be adjusted.: Employees
detailed to AID/Ware eligible to participate in the authorized Agency
flextime schedule with the approval of their invnediate .. supervisor,
unless this practice conflicts with state law or local ordinances.

b. Holidays

Employees on detail to AID may be excused from duty for state.
holidays in accordance with state or local laws and regulations. and for
all Federal holidays.

•
c. Annual and Sick Leave

Employees on detail to AID. are covered.under their parent •
organization's leave system. The Assignment Agreement will specify the
procedures by which leave is approved and reported to the parent
organization. AID will not reimburse detailees.for unused leave. If an
employee earns less leave while detailed to AID, the parent organization
will either pay the employee for the additional leave or will make the
balance available upon the employee's return to the organization.

4. Employees Appointed to AID

a. Basic Workweek and Hours of Duty

Employees appointed to AID have the same workweek and hours:'of •
duty, including participation in the Agency's flextime: schedule, as AID
direct-hire employees (see HB2l:1, Hours of Duty).

b. Holidays

Appointees are eligible for all Federal holidays.

c. Annual and Sick Leave

Appointees are entitled to accrue and use leave to' the same
extent as other Agency employees (see HB 27).

•
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22P. Employee Benefits

1. AID Employees on Detail to a Participating Organization

a. Reti rement

Employees on detail who are eligible for coverage under the
Civil Service Retirement System (CSRS) or other Federal retirement
systems will continue to be covered. Likewise, employees subject to
mandatory Social Security (FICA) and Civil Service Retirement coverage
under the provisions of Public Law 98-369 will continue to be covered.
The applicable biweekl.y salary deduction will continue to be \~ithheld.

Funding arrangements governing AID's contributions will be specified in
the agreement.

b. Federal Group Life Insurance and Health Benefits

Employees on detail continue to be covered under Federal group
life insurance and health benefits programs. An employee's
contributions for such programs continue to be deducted biweekly.
Funding arrangements governing AlDis contributions are specified in the
Assignment Agreement.

2. AID Employees Appointed to a Participating Organization

a. Reti rement

(l) Employees on LWOP from AID who are eligible for full
coverage under the CSRS or that portion under the provisions of Public
Law 98-369, may elect to continue coverage. Coverage is continued when
an employee's contribution to the appropriate retirement fund is
currently deposi ted. Contributions are considered currently deposi ted
if received by AID within three months of the end of the pay period for
which payment was due. The Assignment Agreement will specify the
procedures by which the employee's and AID's contributions will be
made. If an employee remains under a Federal retirement system, the
Assignment Agreement should specify also that the employee is exempt
from contributing to any mandatory state or local retirement system.

(2) Employees who elect not to make retirement contributions
will receive, if under the CSRS, credit for up to six months L!~OP in a
calendar year.

(3) Contributions may not be made retroactively. However,
full retirement credit may be reinstated retroactively if OPM determines
that failure to make current deposits was due to administrativ~ error or
to circumstances beyond the control of the employee and the required
payments were deposited at the first reasonable opportunity.
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(4) Employees who are injured or disabled while on LWOP may
not receive both Federal disability retirement and compensation from a
participating organization for the same period. This provision does not
bar tile right of employees to receive the benefit paying the greater
amount, or to their right to a Federal retirement annui ty based on
service, i.e., a nondisabi1 ity annuity.

(5) If an employee, or his/her survivor, elects to receive
any benefit from a participating organization's retirement system which
OPM determines is similar to the employee's Federal retirement system,
Federal retirement credit will not be allowed for the period of the
employee's appointment to the participating organization.

b. Social Security and Medicare

(1) Employees on LWOP are covered by Social Security only if
they were covered under thi s sy stem du ri ng thei r Federal employment.

•
(2) Wages paid after December 31, 1982 are taxed the hospital

insurance portion of the FICA tax for Medicare coverage. Part A.
Deducti ons are wi thhe1d and reported in accordance wi th the Treasury •
Fiscal Requirements Manual Instructions.

c. Federal Group Life Insurance and Health Benefits Programs

(l) Employees appoi nted under the provi si ons of thi s chapter
may continue Federal group life insurance and health benefits coverage
for the duration of their appointment. Coverage is continued when an
employee's contri but i on to the appropri ate program is currently
deposited. Contributions are considered currently deposited if received
by AID within three months of the end of the pay period for which
payment was due. AID will make matching contributions upon receipt of
the employee's portion. Such coverage will be continued when an
employee returns to AID upon completion of the IPA assignment.

(2) Fail ure to deposi t payments currently for ei ther program
will result in the termination of coverage effective the last day of the
pay period for which payment was currently deposited, subject to a
31-day extension as provided by Federal regulation. Once terminated,
coverage may not be reinstated until an employee actually enters on duty
in a pay status in AID in a position not excluded from coverage.
However. such coverage may be reinstated retroactively if OPM determines
that failure to make current deposits was due to administrative error or
other circumstances beyond the control of the employee and that payments
were deposited at the fi rst red sonab1e opportuni ty.

•

•
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(3) Coverage under a Federal life insurance or health
benefits program must be terminated if an employee elects coverage under
a participating organization's life insurance or health benefits program
which aPM determines is similar to the Federal program. Terminations
are processed by PFM/PM/CSP in accordance with established procedures.

3. Employees on Detail to AID

Employees detailed to AID are not eligible to participate in
Federal retirement, group life insurance or health benefits programs.

4. Employees Appointed to AID

a. Ret i rement

Appointees are not eligible to participate in a Federal
reti rement sy stem.

b. Social Security

If an appointee was covered by social security in his/her
parent organization, the appointee may continue to be covered, but as an
employee of the parent organization rather than AID. Coverage should
not be extended to appointees who were excluded from coverage in their
parent organization.

c. Federal Group Life Insurance and Health Benefits Programs

(1) Appointees are not eligible to participate in the Federal
Employee's Group Life Insurance (FEGLI) program.

(2) Appointees are eligible to participate in the Federal
health benefits program only if appointment to AID results in the loss
of coverage under their parent organization's health benefits program,
the premium for which has been paid in whole or in part by the parent
organization.

d. Failure of Employer to Pay Contribution

If a participating organization fail s to continue the
employer's contribution to the organization's retirement, life insurance
or health benefits programs, AID may pay the employer's contributions,
or any part of them, for the employee's period of assignment. Such
contributions will be sent by AID directly to the organization1s system
or to the appropriate fund. The employee must continue his/her
contributions to the applicable benefit program. The procedures for any
such payments must be specified in the Assignment Agreement.
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22Q. Empl~yee Development

1. ~ID Employees Assigned to a Participating Organization

a. AID employees assigned to a participating organization are
subje:t to the policies and procedures contained in HB 28, Training and
Staff Development.

D. An AIO employee on detail must obtain the concurrence of the
participating organization for training scheduled during the employee's
normal hours of duty. Such concurrence must be forwarded with the
training request.

II

c. An AID employee appointed to a participating organization must
obtain the concurrence of the pdrticipating organization for all
training requests. Such concurrence must be forwarded with ~training

request.

•

•
2. Employees Assigned to AIO

a. Employees assigned to AID may be admitted to AID training
programs for professional, administrative or technical personnel in
accordance with established Agency policies and procedures (see HB 28
for application procedures).

b. Payment from, or in behalf of, a participating organization
for training costs may be waived by the Chief, Training Division
(M/PM/TD), or designee, in whole or in part. Payments reserved by the
Agency for training shall be credited to the appropriation or fund used
for paying the training costs.

22R. Forms and Attachments

Attachment 22A - Request for Ernployment Under the Intergovernmental
Personnel Act of 1970, form AID 410-2

Attachment 22B - Assignment Agreement, form OF 69
Attachment 22C - Certificate of Recognition, OPM form 1161

•

•

•



\ I I' f.~·

·---·--·-----------rINSTRUC-TIONs~rDeDotrtmental Service (CHECK ONE)

REQUEST FOR EMPL.O.YME. N.T. UNDE.. R ..T. H. E... . .SlIb".'il .f)r.iHin~I...an<~.. l.. copy '.OPM/CSP. For 0 DETAIL

VERNM' ENTAL PERSONNEL ACT OF 1970 over""-1S,SIHVICI' vUtlflllt ""u,nal and 1 copy 0 EXTENSION
INTERGO . to PM. 1 ~,p IS .." M II ill') !)) OF DETAIL

CJUE~::O-R(;A~"_~T~nN J~~:;:~;:.~ ~~.:,:~~~::-n~-- LTV ':~I~,"~_ . ~~~,~~~~N~FIMos.l

JlJ:ilIFiCATION ~ OR USE (II' IPA IWhy i'\ IPA i1ssignnlPnt rw.,deeP 51;ltl' why thB work l;annot be performed effectively and more

appropriiltnly tlY rnOlllar AID Ill1lpl()YI'I'~'. ~;t,,1t! ·.poc:ilit: obll!l:tivr... and i1flli.-ipilted r0511Ito;.)

o
(C on tillul! o.n revl'lse. if necessary)

IlIJllr~i' (DIl!o(;rillll worl; 10 II .. pl'lIorllll-II /11111 IOVlll of rllspollsihility. If lin ol<lstinq position, Cll!arly identify.)

o

IConlllllHl un reverse, if necessilry)

MINIMUM OUI\I II-YINli EUUCA II liN I\NI)/Oll IIlAINING

o
IDl1!Jr.tll .,nd fil!ld of <;l'l'c,.,I,,' •• tiofll

(ContlnUI' on reVllrse. if nccp:.sary)
----' ----_..- ---------'--------------

MINIMUM <JIJI\I IFVIN(,' I XI'I lilt I',CI \111,1 ... 1,. rl", .. lio" ""II IYPI' of ")(pll'II!nce ilnd lovc\ of rosponslbility):

(Continul' on reverse, if necl!ssaryl

Cl nIl f 1('/\ liON I cllr •• ly thaI 1111: individ"al uppllintod or Ih·tilih!d undlll tlw terms of Publil; Law 91·648 will be assigned only the

lhltius and rm;p()n!;ihilitil!~. dllscrilmd lIhuv(' /I11d lIwy will n(lithor cOllfli('\ with nor unnecessarily duplicate those of

othtH AID IIInploYllllS.

SICiNATum or Cl. HTIf' YING OFFICf:R

0--" -..--------.- --- .
I\ID 410~ (1 I 1:\)

TIT LI

(Continue Uti rIlVW';l!)

BEST AVA/LADLE COpy

~
I
I
I



Use~this,space; fori'conttnuation'of, answers' ',onreVHrse. ' Include "Icrn lowhichanSWf.>r applies.

o

o

o

(J
AID 4.102 (11 .73) (buck)



OF69 - Rev. 9/79
Office of Personnul MOll81101l1Ont
F PM Chapter 334

o
ASSIGNMENT AGREEMENT

Title IV of the

Intergovernmental Personnel Act of 1970

(5 U.S.C. 3371 - 3376)

INSTRUCTIONS

H~ ~~ (TM 25:1~~)

C)

This i1qn!I!1rlllllI conslillJll!S till: writWn nleOI II 01 ,hi! ohliWltiom
illld wsponsihiliri(ls of "ll~ plirtil!S loa ll'lllporary ;)ssiqnrn(!nl
;)rran!!(!d under Ill() provisions of tlw Inwr!Jovernnl(lntal P(lrsonrwl
I\ct of 1970.

The wrm "Stalll or l()cnl!l(Jvl~rnllll!lIl," wlwn al'PI!arin!l on IIII~

lorin, also rofers to .111 inslilution of hl!lhnr (!(hn:ation, an Indian
trihallJov,:rnnwllt, anduny oll11!r 1!li!lihhl CH!llInil;llion.

Copies 01 thl: (;ornplewd and sllJrwd agn~enll!nl should b(l rl!laincd
by CDch ~;i!lnillory.

Within 15 days of the eff(lctive date of the assignment, two copies
of this form must be sent to:

Faculty Fellows and Personnel Mobility Division
Office of Intergovernmental Personnel Programs
Of fice of Personnel Management
P.O. Box 14184
Washington, DC 20044 ,

Procedural questions on completing the assignment agreement
form or on other aspects relating to the mobility program should
be addressed to either mobility program coordinators in each
Federal agency or to the staff in the Intergovernmental Personnel
Programs Division in Office of Personnel Management's regional
(Jflicc.

PART1-NATURE OF THE ASSIGNMENT AGREEMENT-----_...... -._~- .. -._.. _..- - _. _._-_ .._------~.- "-'-'.- -._-------_.-
1._____________0 Nnw A!JrHllnwnt

PART 2-INFORMATIONON PARTICIPATING EMPLOYEE

iJ Modification D Extension

o

2. Name fL,;". Fim.Mid:'''~.==~~=~==~· -_~ 13. Social Security Number

4. Homo Addmss (Streot, City, Stiltt!, ZIP Code) 5.. A. Have you ever been on a mobility assignment?

YES NO

5~-'- B. If "YES", date of each assignment (Montll and Year)
FROM: TO:

PART 3-PARTIES TO THE AGREEMENT

6. Fcder-~I Agency-iList office, bureau or o~g;'JizlJtiona/~;;i'~hich-b"State or Local Government (Identify the governmental agency)
IS party to thf] agrtJcmellt)

it"1;; nSsi!;'-;;'-;;;beln!;~nd;;;h;~~~i~~, -1;l(;lJ-~y i-;;~~;s-pro!~-~? -- -- - -- YES 0 NO

I I yes, !lIVO namu of pro!JllJlll.

PART 4-POSITION DATA

A-Position Currently Held

12. Immediate Supervisor (Name and Title)()
9. Employmenl Office Nnme untl Address (Bllildifl~', Stro,.'t, City,

Stilte alld ZIP codd
10. Employee's Position Title 11. Office Phone No. (Area Code)

14. State and Local Employees

State or Local Annual Salary Original Date Employed by the
State or Local Government

__________.. . . ._,__._.._. .B-TX~~~_~~rer"_t_A----=--p.:..p_o_i"_t_m_e_"_t _

.--.-__1_3_._F_'e,dt!rul_Emplo.y-ctls (Clwck 8Pp~opr~.tebo~. ._ . __

Cnrcer Competitive rndicate GS Level

Other (Specify)

---- _. --------_... ---- -----

18. Immediate Supervisor (Name and Title)o
C-Position To Whic.~ Assignment Will Be Made

15. Employment Office Name and Address (Building, Strf.'l.'t, City, 16. Assignee's Position Title
State and ZIP code)

Dostroy Provious Editions

BEST AVAILABLE COpy

17. Office Phone No. (Area Code)

5069·104



PART'S'-:TVPE,OFASSIGNMENT

eli9:-~'~:t:;~~;::~:~,,~:;al-~~~c~---- -.
~ ~ On leave without pay from a FedlH'j)la~lerl(:y

On detail' to a Foduralagency

On appointment in 'a f=odnrul agency

(2)

._..---'--------------.,..----------
20. Period of Assignment (Month, Day, Year)
FROM: TO:

PART6~REASON~·FORMOBllITVASSIGNMENT

21. Indicate the reasons for this m~·bilityassignnll!ntallddi::cuss ho~~lh-l~;"-~'rk;;""illbenefitthe rarticilJating governments. Inaddition,
,indicate how the (JmllloYlw wHi be utilized at tlw compilltionofthis assi!Jl1rncnt. '

C)

PART7'-:POSITrON'DESCRIPTlON
______• '_' p ~. . ••• 4_•• _ •••__._ •••__ • _ •• • .~._

22. Listthl! rnajorduties and resrol1sibilitiostohepcrformlldwhllrloiltlwfllobility <lssigr1ment . Attach an accurate current description of
thurosition bcingfillc<J'throughlhc'IPA'ossi!inmellt.

o

PART S;"EMPl:OVEE BENEF'ITS

(

\-2-3-.-n-a-tc-'-'0-'B~~icPaV---- '" ..--- -'-'----- . - ..._..- .... _-- _ ... - - I24:S';C~itJ' Pay Conditions (Indicate any conditions that could

.....) 'incmase the assigned employee's compensation during the
~_, assignment period) .

---~~------_.__.... '--"'---'---'- .._~, .. ~ -- ------ ----
25. 'Leave 'Pr(}vi~rons Undicatn th(HJnllUalol1rJ sicle !(Jc'IVO btHwfits lor which 'tilt! ilssignedemployee is eligible. Specify the procedures for

'(f.·portinf}, r(!qumitillg imrJ ((!cord;o!) sue" I(.'iwi,')

(J



Attachment 228 (3)

PART 9-FISCAL OBLIGATIONS-.---'_._-_.----"-"'-'- --_ .._.__.-._-_ .._--......_---

I~. J
~

Identify, where appropriate, the ollice to which invoices and time and attendance records should be sent.
26. Federal Agc!ncy Obligations (If payi"g more than 50 plJrcent of . 2-7-.-S-t-a-te-o-r-L-o-c-a-IG-o-v-e-rn-m-en-t-A-g-e-nc-y-O-b-I-ig-a-ti-o-n-s-------

a Ft.'dc!ralemployae's salary beyond a 6-month period, specify
rstionalo for cost-sharing decisiol/.)

PART 10-CONFLICTS OF INTEREST AND EM PLOVEE CONDUCT-_... ---------_ ...._-------------------------

PART 11-0 PTIONS

A. Fooeral Employees Group Life Insurance

Q Cove~_.__.__. rJ.~_~· . _1

B. Federal Civil Service Retirement

State or Local Agency Benefits (Indicate all State employee
benefits that will be retained by the State or local agency
employee being assigned to a Federal agency. Also include a
statement certifying coverage in all State and local employee
bel/efit programs that are elected by the Federal employee on
leave without pay from the Federal agency to a State or local
agency,)

Applicublc Federal, Stule or local conflict.Qf -intemst laws haw been reviewed with the employee to assure that conflict-of.interes.t
situations do not inadvertently arise durin!! Ihis assignment.

The employee has heen notilied of laws, rules and regulations, ,mti policies on employee conduct which apply to him/her while on
this assignment.

0 28.

0 29.

o
n Covf:red lJ N.A.~-'----._~.._--_ .._.~~. - ._- ---.--
C. Federal Employee Health Benefits

D Covered II N.A._. L._L .__._ .__ .__ .L _

32. Other Blmefits fI"dicatt: any othflr mnployee bf.'flcfits (() be macJ(! part of this agreement)

o
33. Indicate: (1) Whether the Federal agency or State or local agency will pay travel and transportation expenses to, from, and during the

assignment as specified in Chapter 334, of the Federal Personnlll Manual, and (2) which travel and relocation expenses will be included.

PART 12-TRAVEL AND TRANSPORTATION EXPENSES AND ALLOWANCES------------------------



(4)

PART 13-APPlICABIUTYOFRUlES, REGULATIONS ANDPOUCIES______ _ • ~ • •__ .0·

34. Check Appropriate Boxes
,/- "'\
' YES A. Tlw rules and policies !IOVl!rnin~1 th .. inwrnal operation and management of the agency to"-J Yes, with I}xceplions iltliJdwd which my assi~lnrTll:nt is made under this agreement will be observed by me.

l~J B. I have been informed I hat my ilssiqnmen t may be lerminated at any time at thl} option of the Federal agency or the State or local
government.

r..~JC. Ihave been informed that any tr.lvd and transportation expenses covered from Federal agency appropriations may be recoverable as
n debt due the Unitllcl States, if I clo not SI!rVe until the t."Ompletion of my assiqnment (unless terminated earlier by either employer)
Or one yom, wh ichever is shorter.

,-] D. I huve been informed·of applicable provisions should Illy position with Illy permanent empioyer become subject to a reduction-in·
. . force procedure.

r JE. I agree to serve in Ihl! Civil Service upon thtl completion of my assi!JllnwlIl for a period equal to that of my assignment. Should I fail
. tOsllrve the rl~uired.limc, IhaVl!helm informed-that I will be liahh! to IIw United States for all expenses (except salal y) of my as

signrnmll. (For Fed(!ral employfH.'sonly)

PART 14-CERTIFICATION OF ASSIGNED EMPLOYEE

( ")igning this Il!Jn;ment,I~:;'°r·tifYthat·l-unliorstn~-dthet;;;~~;'-thi~o;g~~~ltand anree to the rUles, regulations and policies as indicated

~,jart13ahovn. _0 __ _..0_-'__...._.__. . ._.. ... ' 0_.__ ..
35. Location' of Assignment (Name of Organization) 36. Date (Month, Day, Year)

____________..... ._._ . ..__" From: I_T_O_: _

37. Signature of Assigned Employee

PART 15-CERTIFICATIONOFAPPROVING OFFICIALS

38. Date of Signature (Month, Day, Year)

._--•• _ ••__0__• ----------_••_---------------------

In signing this agreement, we I:ertifythat:

-. the description of lIUtiflS and responsibilrlll~Sis CUHl!llI and fully and nccllriltcly describes those of the assigned employee:

- this assignment is beinu entered into to serve a sound, mutual public purpose and not solely for the employee's benefit;

0 0- at the completion of tho assionm.cnt, the participatinH employel: will be wturned to the position he or she occupied at the time this
agreement was enter(,'{) into orll position of like seniority, status and pay.

-_0_-_. 0.. 0_.._ ..._. ._.... . _
State or Local Government Agency

39. Signatun~of Authorizing Officor

41. Date of Signature (Month, Day, Year)

-------- ----_._._.._------ ._.'--.--_. _•..__.. _-
43. TyptldName and Title

Federul Agency.._-_.•......__ . _._-----
40. Signaturll of Authori7ing Officer

42. Date of Signature (Month, Day, Year)

44. Typed Name and Title

n PRIVACY ACT STATEMENT

\'-. /ctions 3373 and 3374, Assignment of Employees To or From State or Local Governments, of Title 5, U.S. Code, author
·Iles collection of this information. The datawill be used primarily to formally document and record your temporary as
signment to or from a State or local government, institution ofhigher education, Indian tribal government, or other eligible
organization. This information may also be used as the legal basis for personnel and financial transactions, to identify you
when requesting information about you, e.g., from prior,employers, educational institutions, or law enforcement agencies,
or by State, local, or Federal income taxing agencies.

Solicitation of your Social Security Number (SSN) is authoriled by Executive Order 9397, which permitted use of the
SSN as an identifier of individual records maintained by Federal agencies. Furnishing your SSN or any other data requested
is voluntary. However, failure to provide any of the requested information may result in your being ineligible for participa
tion in the Intergovernmental Assignment Pro~Jram.

BEST AV/1/L4SLE COpy
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CERTIFICATE OF RECOGNITION
i.'i prfJsl'HfNI t,.,

In recognition of participation in strengthening
our federal system of government by serving with the

ft'mn to

OI'M Furm 11611!lP, J·'!ll
11 ~ nrrl~" "r l'pr"'ClnnfOl ManAll'prn.. nl

on a temporary assignment under the Intergovernmental Personnel Act

BEST AVAILABLE COpy
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SUPPLEMENT 22A

JOINT CAREER CORPS PROGRAM

1.

2.

Purpose

This supplement provides the authority, responsibilities and assignment
provisions applicable to temporary assignments to and from the Agency
under the Joi nt Career Corps (JCC) Program. Under th is program, AI D
negotiates an "umbrella" agreement with a university whereby a select
number of faculty members, who are engaged in fields of science and
technology relevant to AlDis programs in developing countries, alternate
between university and AIr) Foreign Service assignments while retaining
their university appointments, and FS and SFS members may be assigned to
participating universities. JCC assignments are implemented as details
under Title IV of the Intergovernmental Personnel Act of 1970 (IPA), as
amended. The overall regulations governing IPA assignments are
contained in HB25:22, Temporary Assignments Under the Intergovernmental
Personnel Act. Only those regulations or policies specifically approved
by the Office of Personnel Hanagement (OPM) for the JCC Program, or
which differ from those contained in Chapter 22, are included in this
supplement. The user should consult both Chapter 22 and this
suppl ement for campl ete i nfarmati on on assi gnments under the IPA.

Appl icabil ity

a. Thi s suppl ement appl i es to the temporary overseas assi gnment of
university faculty members under the JCC. JCC members normally will be
senior-level, tenured professional s able to provide technical,
scientific and policy-related advice to AID Missions, high-level host
government officials, and, in some cases, AID/W Bureaus. Only faculty
members of universities that have entered into an "umbrella" agreement
with AID are eligible for assignment under this program.

b. This supplement also applies to the temporary assignment of AID
Forei gn Servi ce and seni or Forei gn Servi ce (FS and SFS respecti vely)
members to participating universities in the United States (Reverse
JCCs ).

3. Authori ty and References

Title IV, Intergovernmental Personnel Act of 1970, as amended
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4. Policies

a. Nature of Assignments

(l ) Assignments are implementer! using an Assignment Agreement,
form OF-69, which documents the terms and conditions of the assignment
(see also HB25:22 and Att. 22B).

(2) JCC members usually will spend approximately one~third of
their careers on assignments with AID, primarily at overseas posts.
Two-thirds of their careers will be spent at the .university in a reserve
status, during which the JCC members' services may be utiHzedby AID
via short tenn (TDY) consultaneies. The combination of university and
AID assignments will permit JCC members to develop extensive experience
in their technical specialities within. both the U.s. and developing
countries.

(3) The length of an overseas JCC assignment with AID is subject
to bi annual negoti ati on and generally will conform wi th "the assi gnment
pol i ei es whi ch govern AID Forei gn Servi ce members. In no case will an
assignment be for more than four years.

b. Performance Evaluation

The performance of JCC members will be evaluated annually and
formal evaluation reports prepared by the appropriate AID supervisors.
Copies of such evaluations will be provided to the applicable
universities for use as an additional means of documenting professional
contributions and evaluating performance for purposes of salary and
promotion.

c. Reimbursement Provisions

Allowable expenses will be specified in the "umbrella"agreement
between AID and the parti ci pa ti ng uni versity. Fundi ng arrangements will
be specified in the Assignment or "umbrella" agreements, as
appropri ate. Costs associ ated wi th JCC assi grnnents may i nelude, "but are
not 1imited to, the foll owing:

(l) Basic salary, whieh \'/ill be set by PFM/PM in aecordancewith
established guidelines;

(2) University fringe benefits, including health and life
insurance and contributions to retirement accounts;

/ )

\
)

'\
I

/
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(3) Overseas allowances and benefits allowable under the
Standardized Regulations (Government Civilian, Foreign Areas) (see
HB26:13, Overseas Allowances and Differentials); and

(4) Travel, transportation and related costs allowable under the
Federal Travel Regul ati ons (see al so HB22, Travel and Transportati on).

5. Responsibilities

a. U.S. Office of Personnel Management (OPM)

OPM is responsible for the implementation and administration of
assignments under tile IPA. aPM provides guidance and direction
concerning all aspects of IPA assignments and monitors overall usage of
tilis authority tilrough periodic evaluations.

b. Assistant to the Administrator for Personnel/Financial Management
(AAJPFM)

The AA/M authorizes the number of assignments under tile JCC program
and determines the funding source(s).

c. Overseas Missions and AID/W Bureaus or Offices

Identify needs and compl ete the Request for Employment Under the
Intergovernmental Personnel Act of 1970, form AID 410-2.

d. 13ureau of Science and Technology (S&T)

(l) Screens requests from Hissions and AID/W Bureaus or Offices
for servi ces under the JCC program and i dentifi es uni vers ity faculty
members to fill positions within the authorized numbers.

(2) ~Jegoti ates the "wnbrell a II JCC agreement wi th appropri ate
universities in accordance with guidelines established by AA/M and
arranges for signing of such agreements after concurrence by M/PM.

e. Offi ce of Personnel Management (PFM/PM)

Approves assignment terms, conditions and rates of compensation.
Assignment agreements are signed by tile Director, PFM/PM, or designee.

/-----------------------------------
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f. Foreign service Personnel Division (PFM/PM/FSP)

(1) PFM/PM/FSP is responsible for overall management of JCC
assignments and for ensuring that assignments are effected in accordance
with applicable laws, regulations and internal policies and procedures.

•
(2) Obtains necessary security and medical clearances (or waivers,

as appropriate), detennines the rate of compensation, prepares IPA
agreements and obtains the necessary clearances and approvals, processes •
other appropriate assignment actions, prepares or authorizes travel
authorizations, and obtains performance evaluation reports.

(3) Provides technical guidance to Missions, AID/W Bureaus and
Offices, and JCC members.

g. Office of Financial Management (PFM/Fr~)

PFM/FM is responsible for ensuring that all fiscal obligations
specified in, or required by, an agreement are satisfied in accordance
with applicable laws and regulations, and internal policies and
procedu res.

h. Universities and JCC Members

Universities and JCC members are responsible for fulfilling the
terms and conditions of the "umbrella" JCC Agreement and the IPA
agreement to whi ch they have agreed.

6. Assignment Provisions - RJCC

a. Nature of Assignments

(l) A reci procal arrangement, the RJCC, is wri tten into all
"umbrella" agreements with participating universities. Under the RJCC,
FS and SFS m~nbers undertake teaching, research/extension and/or serve
as technical resource persons at participating universities. Such
assi gnments benefi t AID by providing an opportuni ty for such members to
update their knowledge and skills in areas of professional interest and
need to the Agency. An RJCC assignment may involve some liaison
responsibilities for, or technical linkage with, an AID project or
actidty being undertaken by tile participating university.

•

•

•



Trans. Memo. No. Effective Date Page No.

AID HANDBOOK 25 25: 151 Nov. 1. 1989 22A-5

(2) RJCC assignments normally will be for a mlnlmum of one
academic year. The period of assignment will be specified in the
Assignment Agreement.

(3) RJCC assignments are viewed as sabbatical or visiting staff
arrangements. rather than school-student relationships which would be

" authorized under the Agency's employee development and training
regulations. Registration for courses by RJCC assignees normally will
be in addition to the assignee's full-time university responsibilities.

b. Assignment Procedures

RJCC assignments are implemented as details under tile IPA and are
documented with an Assignment Agreement (see 5a(l) above).

c. Performance Evaluation. Promotions and Awards

The evaluation and promotion regulations contained in HB25:40, The
Foreign Service Employee Evaluation Program, are applicable to RJCC
assignees. Participating universities are required to complete the
Employee Eval uati on Report (Forei gn Servi ce). form AID 420-4. The
regulations provided in HB30:5, Incentive Awards Program. also continue
to apply to RJCC assignees.

d. Reimbursement Provi si ons

RJCC detail assignments normally are made on a wholly or partially
reimbursable basis. Universities are expected to pay at least half of
the salary of RJCC assignees. Allowable expenses, fiscal obligations
and reimbursement provisions must be specified in the Assignment
Agreement.

e. Travel, Transportation and Related Benefits

(l) FS and SFS members detailed to a university from a post within
the United States are eligible for the Domestic Relocation Allowance
(see H1322:9A. sec. 148).

(2) t~embers detailed from an overseas post are eligible for the
same allowances and benefits that would be authorized for an AID/W
rotation assignment (see IIB22:App. 9A and H1326:13).

(3) I f a member I s dependent( s) el ect not to accompany the member
to the university, Separate '>1aintenance Allo~/ance (SMA) will not be
payabl e.
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C HAP T E R 26

PAR T - TIM E CAR E ERE MP LOY MEN T

26A. Purpose

These regulations implement P.L. 95-437. the Federal Employees Part-Time
Career Employment Act of 1978. by establishing a continuing program in
AID to provide career part-time employment opportunities.

26B. Pol i cy

It is the policy of AID to provide career part-time employment
opportunities in positions through GS-15 or equivalent subject to the
Agency's resources and requirements. AID recognizes the importance of
this program in providing career opportunities for individuals at all
levels with productive potential which goes unused because they cannot
meet the requirements of a standard workweek. In particular, the program
should provide (l) older employees with an opportunity for a gradual
transition into retirement; (2) employment opportunities for the handi
capped who require a reduced workweek; (3) parents with an opportunity
to balance family responsibilities with the need for additional income;
(4) benefits to students who must finance their own education or
vocational training.

26C. Definitions

For the purpose of these regulations--

1. II Agency" means the Agency for Internati ona1 Development.

2. "Part-time career employment" means part-time employment of 16 to 32
hours a week under a schedule consisting of an equal or varied
number of hours per day, whether in a position which would be part-time
without regard to this section or one established to allow job-sharing
or comparable arrangements, but does not include employment on a tem
porary or intermittent basis.

260. Applicability

1. These regulations apply to: (a) all AID employees serving under
competitive or excepted appointments through GS-15 or equivalent.

2. Excluded from application of these regulations are: (a) Foreign
Service employees (U.S. and Foreign National) and (b) individuals
employed on a temporary or intermittent basis.
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26E. Responsibility for Implementation

1. Office of Personnel Management

PM/PO/W will have central responsibility for implementing the part
time career employment program in the Agency. A part-time employment
coordinator will be designated who will be responsible for:

working with Bureaus and Offices in the development of Agency
wide plans, goals, and timetables for the implementation of an
Agency-wide part-time employment program;

surveying full-time GS employees to determine how many, if any, •
would convert to part-time if the opportunity were made
available;

responding to requests for advice and assistance on the part
time employment program and providing information to managers
and supervisors on the basic rules governing part-time employment
and position management/work assignment techniques which can
lead to more productive use of part-time employees;

monitoring Agency progress reports in expanding part-time
opportunities and preparing reports as required by OPM and the
Congress;

consulting and coordinating with the Office of Equal Opportunity
regarding part-time employment matters as they relate to the
EEO program;

•
maintaining liaison with groups interested in promoting part
time employment opportunities;

consulting with FM with regard to availability of part-time
ceilings.

2. Bureaus/Offices

Appropriate officials in AID/W Bureaus and Offices should be alert to •
ways and means of expanding part-time career employment at all levels
within the Agency. Each Bureau/Office in AID/W shall designate an
individual who will be responsible for coordinating with supervisors,
managers, and PM/PO/W in:

reviewing positions as they become vacant to determine if they
are conducive to filling with a part-time employee;

•
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entertaining request from current employees for conversion
to part-time status and providing guidance to employees
desiring to make a change;

identifying and recommending positions and/or occupations that
are suitable for filling on a part-time basis;

assuring that part-time employees are not regularly exceeding
the number of hours in the employee's scheduled workweek
and that overtime for part-time employees is held to a minimum
essential to carry out the Agency's requirements, and when
necessary, is scheduled so as to provide maximum benefit to
the Agency;

establishing annual Bureau/Office goals and timetables in
providing career part-time opportunities and submitting such
plans to the PM/PO/W Coordinator for part-time employment;

request authorization from FM for ceilings to cover new part
time position requirements or for the withdrawal of full-time
permanent ceilings with a corresponding increase in part-time
ceil ings:

3. Office of Financial Management

The Office of Financial Management is responsible for:

a. Reviewing requests for and allocating part-time ceilings
to other Bureaus/Offices

b. In consultation with PM and other appropriate offices,
developing internal Agency procedures governing the allocation of personnel
ceilings and the counting of part-time employees.

c. Periodically reviewing actual hours worked (including
overtime) by part-time employees against scheduled hours to assure that
adherence to work schedules is reasonably maintained, and bringing any
significant continuing abuses to the attention of appropriate officials
in Bureaus/Offices.

26F. Conversion of Full-Time to Part-Time

1. The Agency shall not abolish any position occupied by a full
time employee in order to make the duties of such position available to
be performed on a part-time basis.

2. An employee who is employed on a full-time basis shall not be
required to accept part-time employment as a condition of continued
employment.



3. An employee may request consideration for conversion to part
time.

4. Conversion is contingent on the Agency's ability to:

a. Change the employee's position to part-time taking into account
such factors as:

whether regular or peak workloads lend themselves to a part
time schedule;

adaptability of the work to be performed on a part-time
basi s;

26F.
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•
necessity of having coverage of the position on a full-time
basis;

benefits to the employee.

b. Reassign or promote the employee to another established
part-time position.

All actions will be subject to the AgencY's normal assignment and merit
promotion policies on the same basis as for fUll-time employees.

5. Part-time vacancies will be publicized through normal Agency
channels, e.g., Merit Promotion Vacancy Announcements, recruiting
bulletins and vacancy listings in Front Lines, etc.

26G. Workweek

•
1. A permanent part-time employee shall be scheduled to work no more
than 32 hours per week and normally no less than 16 hours per week.
No exceptions are permitted to the maximum number of hours per week.
The scheduled workweek must be stated on the SF 50 in terms of actual
days of the week and number of hours each day (not to exceed 8) to
be worked, e.g., 24 hours, Monday through Thursday, 6 hours per day. •

2. The Agency is not restricted from temporarily increasing an
employee's hours of duty above the number of hours scheduled, includ-
ing above the 32 hour limit; however, such increases should be held to
emergency or extremely heavy workload situations that are temporary
in nature or to training opportunities for a part-time employee.

3. A change in work schedule can be accomplished only by a Notice of
Personnel Action effecting such change which must be initiated by a
written request through the supervisor and approved by the
appointing authority.

•
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4. A part-time employee is entitled to overtime payments
worked in excess of 8 hours per day or 40 hours per week.
should be held to a minimum essential to carry out Agency
When necessary, overtime work should be scheduled in such
the number of days in excess of 8 hours is minimized even
total workweek exceeds the normally authorized workweek.

26H. Tenure

for hours
Overtime

requirements.
a manner that
though the

Part-time employees shall have the same protection against removal
during or after the probationary period as full-time employees. The
probationary period and the conversion from Career-Conditional to
Career Status for part-time employees shall be computed on the basis
of calendar time, the same as for full-time ernployment. The Servi ce
Computation Date is also the same for part-time work as for full-time.
Since part-time employment constitutes a separate competitive level
from fUll-time employment, an employee woul d compete only with other
part-time employees during a Reduction in Force (RIF). Therefore,
retention status will depend on which competitive level, in the judgment
of management, requires a RIF.

261. Earnings

The rate of pay for part-time employees shall be proportionate to
the time scheduled to work. Waiting periods for within-grade increases
shall be based on calendar weeks of creditable service.

26J. Promotion

Part-time employees shall be eligible to apply under the merit
promotion program for vacancies on the same basis as full-time employees.
Part-time experience shall be credited on a pro-rata basis according
to the relation it bears to a full workweek.

26K. Overtime

Under Title 5 U.S.C., hours of work must exceed 40 hours in an admin
istrative workweek (excluding holidays and paid leave), or 8 hours
in a day to be considered overtime.

26L. Leave

1. Annual leave shall be earned on a pro-rata basis and be determined
by years in service. Maximum carryover at the end of a leave year
shall be the same as for full-time employees.

2. Sick leave shall be earned at the rate of one hour for every 20
hours in pay status.



3. No leave (annual or sick) shall be earned for hours worked in excess
of 80 in a pay period.

26L.

EFFECTIVE DATE

May .9, 1980
TRANS. MEMO NO.

25: 81 AID HANDBOOK 25

•
4. Part-time employees are not eligible for Military leave.

5. Other leave categories (e.g., Absence Without Leave, Leave Without
Pay, Funeral Leave, Excused Absences) shall apply to part-time employees
in the same way they apply to full-time employees.

6. For all categories of leave to which part-time employees are eligible
leave shall be charged only for absences during those hours the employee
is scheduled to work. •26M. Ho 1i days

Holiday pay shall be received only if an employee is regularly scheduled
to work on that day and o~ly for those hours regularly scheduled.

26N. Life Insurance Coverage

In the case of a conversion from full-time to part-time employment,
the amount of insurance carried will automatically decrease whenever
the annual pay rate is decreased by an amount sufficient to lower pay to
a different $1,000 bracket (except that it cannot be lower than a $10,000 •
minimum insurance amount).

26/0. Health Insurance Coverage

Employees who become part-time on or after Ap~il 8, 1979 and who are
enrolled in the FEHB will receive a proportionate percentage of what the
Government's contribution toward the cost of enrollment is for full-time
employees. For example, if enrollment is in a plan toward which the
Government contribution is $30 for a full-time employee, an employee
scheduled to work 50 hours during a pay period would be entitled to $18.75
as the Government contribution, with the balance of $11.25 being added to
the portion of the employee's premium.

Scheduled Hours = 50 = .6250
Regular Hours 80

Government Contribution for Full-Time- $30.00
x.6250

Government Contribution for Part-Time $18.75

This provision does not apply to any employee serving in a position on
a part-time career employment basis prior to April 8, 1979, for such
period as the employee continues to serve without a break in service in
that or any other position in the Agency on such part-t'ime basis.

•

•
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26P. Retirement Date Eligibility

Service is credited by calendar days.

26Q. Retirement Annuity

The computation is based on the highest average annual basic pay for
any three consecutive years, regardless of whether employment was full
time or part-time during those years.

,
,.

26R. Converting to Full-Time Duty

1. If a position of equal or lower grade is vacant and the basic require
ments for the job are met, an employee can be placed in the job if
selected by the selecting official and approved by the appointing
officer.

2. If the position being sought is a promotion or has promotion potential,
a part-time employee must compete with other applicants as well as meet
the basic requirements for the job.

26S. Training

Part-time employees are eligible for training opportunities on the same
basis as full-time employees. It may be necessary for the employee
to exceed hours in a scheduled workweek temporarily in order to partici
pate in a training program that is conducted on a full-time basis.

26T. Union Representation

If an employee organization has been accorded exclusive recognition
with respect to a unit within an agency, then the employee organiz
ation shall be entitled to represent all employees within' that unit
employed on a part-time career employment basis, as well as the fu11
time employees.

26U. Evaluation and Reporting

1. PM will conduct periodic reviews and evaluations of the Part-Time
Employment Program as part of the Agency's internal personnel
management evaluation process.

2. Biannual reports for the periods ending on March 31 and September 30,
will be submitted to aPM not later than May 15 and November 15, respec
tively, on the Agency's progress in meeting employment goals, and
shall indicate impediments encountered and measures taken to overcome
them. The reports also shall include indications of the extent to which
part-time career employment opportunities have been extended to older
persons, the handicapped, persons with family responsibilities, and
students, and shall include copies of any agency-wide instructions or
regulations issued during the preceeding period.
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CHAPTER 31

FOREIGN SERVICE PERSONNEL RECRUITMENT

31A. Purpose

This chapter provides the policies and procedures which govern the
recruitment and selection of applicants for appointment to the AID
Foreign Service (FS).

31B. Applicability

1. This chapter applies to applicants for appointment as U.S. citizen
direct-hire members of the AID Foreign Service (FS).

2. Procedures governing the recruitment and selection of categories of
U.S. citizen FS members excluded from this chapter are located as
follows: Senior Foreign Service members, HB 25, Ch. 8; International
Development Interns, HB 28, Ch. 5; and Resident Hire and American Family
Member personnel, HB 25, Ch. 7 and Appendix 7A, respectively; and
Foreign Service National personnel, HB 31.

31C. Authorities and References

1. Foreign Service Act of 1980, Sections 301, 303 and 309 (the Act).

2. Title VII, Civil Rights Act of 1964 (as amended by P.L. 92-261).

The Presidential Memorandum of November 20, 1975, addressed to the
Heads of all Departments and Agencies, emphasized, and AID strongly
endorses, the applicability of this Act to all Federal personnel actions
irrespec- tive of exclusionary policies that may have been adopted by
some foreign countries.

3. Age Discrimination "in Employment Act of 1967 (as amended by
P.L. 95-256).

4. Defense Authorization Act of 1986, section 1622.

5. Rehabilitation Act of 1973 (as amended by P.L. 95-602).
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310. Policies

1. AID endeavors to fill positions with the best qualified applicants
available, either from within the Agency or through outside recruitment.
Applicants are considered without regard to race or national origin;
color; creed; religion; marital status; sex; political affiliation;
mental or physical handicap, except when disqualified for overseas duty
by the Medical Division, Department of State; or age, except as
indirectly limited by Section 812 of the Act.

2. A Technical Review Committee (TRC) is used to assess and select
applicants to meet the Agency's FS personnel needs. The TRC reviews •
written materials and conducts personal interviews prior to making
appointment recommendations. Final hiring decisions are based on TRC
recommendations.

•3. A Pre-Appointment Certification Statement for Selective Service
Registration (see Att. 31A) must be completed by covered applicants who
have not been employed preViously in a Federal position. Certifications
are permanent employment records and are maintained in the Official
Personnel Folder (see Part I of Supp. lA to HB 32, Ch. 1, Official
Personnel Files and Records).

3. AID recruitment requirements are derived from assessments of the
short and long-term imbalances between AID personnel resources and its
organizational and programmatic needs. Recruitment plans for technical
and generalist career officers are to be consistent with long-term
sector and regional strategies and programs. Overseas needs for highly
technical specialists should be met through the recruitment of personnel
for noncareer appointments. Foreign Service noncareer or career candi
date appointments are not used to meet AID/W personnel staffing needs,
although initial assignments in AID/Ware permitted for orientation and •
training.

31E. Selective Service Registration

1. Applicants born after December 31, 1959 who are or were required to
register under Section 3 of the Military Selective Service Act, are
prohibited from appointment to a Federal position if the applicant
knowingly or willingly failed to register with the Selective Service
System.

2. To be eligible for appointment, applicants must be registered before
their 26th birthday.

•



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 25 25:132 June 3, 1986 31-3

31F. Age and Citizenship Requirements

1. Applicants must be at least 18 years of age at the time of
appointment.

2. Applicants must be U.S. citizens at the time of appointment.

31G. Unit Responsibilities and Procedures

1. General

The Office of Personnel Management (M/PM) directs all recruitment
action for the Agency, seeking support as necessary from other AID
units. M/PM consults with regional and central bureaus and staff
offices and, as appropriate, with Agency Sector Councils, and
establishes long-range work force requirements in order to determine
recruitment needs.

The Foreign Service Personnel Division (M/PM/FSP) determines the
extent of external recruitment necessary for staffing AID positions.

2. Recruitment Staff (M/PM/R)

Conducts or coordinates the following AID FS recruitment activities:

a. Develops internal and external recruitment plans in accordance
with Agency requirements.

b. Conducts or approves the conduct by others of all Agency
recruitment trips.

c. Approves and requisitions all paid recruitment advertising on
form AID 5-7.

d. Receives all applications, including referrals from AID offices
and other sources, and maintains control system on recruitment. Main
tains files of the TRC for an appropriate period on applicants not hired
by AID.

e. Reviews applications to determine if applicant possesses minimum
qualifications as established by the TRC.

f. All applications are acknowledged and basic data filed in a
computerized applicant tracking system. Applicants are advised either
that they do not meet minimum qualifications and will not receive
further oonsideration, or that their application will be kept in a
futures file to be considered when appropriate vacancies occur.
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g. Seeks, as appropriate, additional or clarifying information from
applicants, including affirmation of interest in overseas assignments.

h. Collects equal employment opportunity (EED) information, i.e.,
Background Survey Questionnaires submitted by applicants, for all
qualified applicants.

i. Serves as Chairperson of the TRC.

j. Schedul es MLATs and, as appropri ate, forei gn 1anguage
proficiency tests.

k. Advises applicants of nonselection after interviews.

3. Foreign Service Personnel Division (M/PM/FSP)

a. Identifies and advises M/PM/R of skills categories where
recruitment is necessary. Recruitment requirements, especially for
technical backstops, are to be consistent with projected trends of
Sector and Regional strategies and programs. Backstop analyses and
recruitment requirements shall reflect also such staffing dynamics as:
projected train"ill9 and career development patterns, employees' retire
ment eligibility, movements of personnel into and out of functional
backstops, mandatory retirement projections, changing character of the
work force and duties performed.

b. After considering AID FS emp.loyees, initiates request for outside
recruitment with special emphasis on applications from AID General
Schedule (GS) employees interested in FS appointments.

c. Advises M/PM/R of needs sUfficiently in advance of proposed TRC
meetings to allow full recruitment effort and to ensure that all
available applications are reviewed at the meeting.

d. In conjunction with M/PM/R and the TRCs, periodically reviews
and updates recruitment targets and selection criteria.

e. Serves as a voting member on the TRC and provides the Committees
with appropriate information concerning current or projected vacancies
in the category under consideration.

f. Conducts reference checks.

g. Produces progress report on processing of approved applicants•

•

•

•

•

•
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h. Initiates hiring and initial placement of applicants selected
for employment in accordance with established procedures.

4. Bureaus, Offices and Sector Councils (for Technical Applicants)

a. Consult periodically with M/PM/FSP and M/PM/R regarding near and
long-term FS recruitment needs.

b. Advise M/PM/R on productive sources for recruitment advertising.
When requested, identify appropriate advertising media and prepare
drafts of proposed advertisements for use by M/PM/R.

c. When requested by M/PM/R, utilize their contacts with univer
sities, professional societies, private firms, and other appropriate
sources to attract well-qualified applicants.

d. Assist in recruitment travel as requested by M/PM/R. Recruitment
travel plans for Bureau or Office personnel must be approved by M/PM/R.

e. Forward any applications received to M/PM/R for processing.

f. Provide qualified and responsible representatives to serve as
TRC members and alternates.

5. Office of Equal Opportunity Programs (EOP)

a. Advises M/PM/FSP and M/PM/R on affirmative action and EEO
matters related to selection activities, e.g., identification of
barriers to selection of qualified minorities and women.

b. Advises M/PM/R on productive sources for recruitment of
minorities and women. Utilizes contacts in the minority community to
suggest appropri ate sources to attract well qual ified appl icants.

c. Refers inquiries from potential applicants to M/PM/R.

d. Serves as a nonvoting member on the TRCs.

31H. TRC Reviews and Applicant Processing

1. Initial Assessment and Applicant Interviews

a. The processing of applicants will be administered in two stages
as indicated in (l) and (2) below:
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(1) Initial TRC review of the SF-171 and/or resume against
established selection criteria to determine whether the applicant is
qualified for further processing.

(a) The initial paper reviews will be made by the TRC on a
periodic basis as directed by M/PM/R. Applicants who pass the paper
review will be eligible to be called for the personal interview stage.

(b) Initial review recommendations shall be based upon a
review of an applicant's SF-171 or resume. TRC members may not contact
the applicant, the applicant's employer or the applicant's references.

(2) In-depth preemployment interviews provide the opportunity
to obtain additional information from the applicant and to clarify and
substantiate information on the applicant's SF 171 or resume.

(a) When hiring needs are confirmed, personal interviews
will be scheduled for applicants who pass the initial paper review.
Invitational travel for preemployment interviews will be arranged by
M/PM/R, when authorized. Unless approved otherwise by the Director,
M/PM, such travel may be authorized only once for each applicant.
Applicants residing in a foreign area normally will not be brought to •
AID/W for a preemployment interview. M/PM/R will make special
arrangements for interviewing such applicants.

(b) The preemployment interview will assess an applicant's
technical qualifications, writing ability, and interpersonal skills and
characteristics, including management potential and suitability for work
in the AID Foreign Service. When interviewing and assessing an
applicant, the TRC shall keep in mind those characteristics and require
ments necessary to succeed under AlDis appointment, tenuring and
performance evaluation systems. The TRCs will rate and score each
applicant immediately after interview and give written scores and
comments to Chairperson. Members of the TRC who participated in the •
initial review of applicant's SF-171 will, when possible, participate in
the preemployment interview.

(3) No applicant will be hired by the Agency without a pre
employment interview by the TRC or, if applicant is overseas, a video
tape may be submitted for review by the TRC provided the same criteria
and procedures are used for overseas interviews as for those in AID/W.
Applicants may be required to take a foreign language examination if
language proficiency is a selection factor.

•
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2. Technical Review Committees

a. Committee Composition

(1) Heads of Agency Offices and Bureaus represented on the TRC
recommend their primary and alternate committee members. Members will
be sufficiently senior in grade and technically qualified. Members must
agree to serve as an assigned responsibility.

(2) TRC members will be expected to be trained in interviewing
techniques and to have a sensitivity to AlDis affirmative action goals
and its commiunent to hiring qualified women and minority applicants.

(3) Other resource persons may be invited to participate at TRC
meetings, but will not have a vote. Scores will be used to determine
TRC recommendations and rankings for paper review and interviews.

(4) The Inspector General has personnel authority under the
Inspector General Act of 1978 (P.L. 95-452). The IG TRC will be
governed by the guidelines outlined in section 31H2b.

(5) A chart outlining the composition of the TRC is included as
Attachment 31B.

b. Technical Review Committee (TRC) Guidelines

(1) In assessing applicants, the TRC must consider applicants
against established selection criteria which is based in part on the
qualifications and functional criteria for each occupational category
(see HB 33).

(2) The primary purpose of the TRC is to identify applicants
having the highest technical and managerial qualifications, in a compe
titive setting, to perform the duties of the functional backstops under
consideration. TRC members must therefore function as representatives
of the Agency as a whole and not any particular segment of it. Any
applicant, other than for noncareer appointments, approved by the TRCs
will be considered acceptable for assignment worldwide. M/PM will not
consider appeals of assignment based on inadequate qualifications.

c. Committee Members I Responsibilities

(1) Review and rank all minimally qualified applicants and
determine those to be interviewed.
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(2) Retain copies of materials on successsful applicants for
use in preparing for interviews.

(3) For applicants with highly specialized skills in limited
demand overseas, recommend whether they should be considered for career
candidate or noncareer member appointments.

(4) Participate in interviews, score each applicant and submit
written comments to support nonselection to the TRC Chairperson.

3. Final Selection and Placement

•

•
a. M/PM/FSP uses the IIbest qual ified ll 1ist prepared by the TRC to

make final selections. Only IIbest qualified ll applicants will be eligible
for immediate processing. Applicants not eligible for immediate proces
sing may be placed on a deferred hiring roster or, at the discretion of
the Agency, may be reevaluated in a subsequent competition cycle. A
IIbest qualified ll list normally will remain open for one year.

b. The fact that an applicant for appointment to the Foreign Service
is a veteran or disabled veteran shall be considered an affirmative
factor in making such appointments (see section 301(c) of the Act, and •
FPM Ch. 211, subchapter 2-2).

c. M/PM/FSP is responsible for the hiring and initial placement,
when appropriate, of applicants selected for processing as Foreign
Service career candidate or noncareer limited appointees.

•

•
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Attachment 31A to
HB 25, Ch. 31

PRE-APPOINTMENT CERTIFICATION STATEMENT FOR
SELECTIVE SERVICE REGISTRATION

Important Notice

Privacy Act
Statement

Criminal Penalty
statement

Review

If you are a male born after December 31, 1959, and you
want to be employed by the Federal Government, you must
(subject to certain exemptions) be registered with the
Selective Service System.

We need information on your registration with the
Selective Service System to see whether you are
affected by the laws we must follow in deciding who may
be employed by the Federal Government.

A false statement by you may be grounds for not hiring
you, or for firing you after you begin work. Also, you
may be punished by fine or imprisonment (U.S. Code,
Title 18, Section 1001).

If your employing agency has informed you that you cannot
be appointed to a position in an executive agency because
of your failure to register, and you wish to establish
that your non-compliance with the law was neither knowing
or willful, you may write to:

U.S. Office of Personnel Management
NACI Center
10D-SAB
Boyers, Pennsylvania 16018

CERTIFICATION OF REGISTRATION STATUS

[ ] I certify that I am registered with the Selective Service System.

[ ] I certify that I am not required to be registered with the Selective
Service System.

Legal signature (please use ink) Date Signed (please use ink)
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Att. 31B to
HB 25, Ch. 31

TECHNICAL REVIEW COMMITTEE COMPOSITION

•
BACKSTOP 04 05/07 03* 02* 10/14 08

15 11 92* 21* 12
20 93* 94* 25
85 06 30

72

•75
50
60

TRC MEMBERS
M/PM 2 2 2 2 2 2
EOP** 1 1 1 1 1 1
Regional

Bureaus 2 3 2

AD HOC MEMBERS (for applicable BS)
$&T 1
M/FM 2

•GC 2
FVA 2
PRE 2
M/SER/EOMS 1
M/SER/AAM 1
IG 2

* Backstops reviewed as a group ** Nonvoting member

BACKSTOP GROUP

02 Program Analysi s 20 Housing, Urban and Community Development
03 Administrative Management 21 Business, Industry &Private Enterprise •04 Financial Management 25 Engineering
05 Secretarial Support 30 Natural Resources &Energy Management
06 General Services 50 Health Sciences, Medical &Population
07 Administrative Support 60 Human Res, Education &Participant Trng
08 Audit and Inspection 72 Social Services
10 Agriculture 75 Physical &Social Science
11 Economics 85 Legal
12 Program Management 92 Commodity Management
14 Rural Development 93 Contract Management
15 Food for Peace 94 Project Development

•
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CHAPTER 32

REEMPLOYMENT RIGHTS - AID FOREIGN SERVICE

32A. Purpose

This chapter provides the regulations and procedures which govern the
granting of reemployment rights to personnel appointed to limited
Foreign Service positions in AID.

32B. ~pplicabilit~

1. This chapter applies to persons serving in positions in the Federal
Government that are: (a) in the competitive service under career or
career-conditional appointments, (b) in the excepted service under
career candidate and noncareer appointments with AID, (c) in non-AID
excepted service positions without specific time limitations, and (d) in
the Career Senior Executive Service.

2. Employees who accept limited Foreign Service appointments in AID
with the consent of the head of their agency may be granted reemployment
rights.

3. This chapter does not apply to: (a) reinstatement rights oy
Administratively Determined (AD) personnel (see HB 25, Ch. 12); (b)
reemployment rights of AID employees serving with international
organizations (see HB 25, Ch. 21A and 21B); and (c) reemployment rights
of personnel appointed to AID Civil Service positions (see Ch. 11).

32C. Authorities and References

1. Section 310 of the Foreign Service Act of 1980 (FSA), as amended.

2. Chapter 352 of the Federal Personnel Manual.

3. 5 U.S.C. 3597.

32D. Definition

Former Position

The position in AID or other Federal government agency that the employee
was occupying on a regular nontemporary basis at the time of appointment
to AID without a break in service.
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32E. Pol i ci es

5 USC 3597 entitles an employee to reemployment to his/her former
position in his/her parent agency upon expiration of a limited Foreign
Service appointment in AID, provided that the head of the parent agency
agrees to such rights at the time of the limited appointment. If an
employee cannot be returned to the former position he/she is entitled to
a similar position comparable in grade and in salary to the former
position; or a higher position, if qualified. When reemployed, the
employee is entitled to any within-grade increases which would have been
received in the former position.

32F. Responsibilities

1. Executive Personnel Management Division (M/PM/EPM)

a. For a Federal employee transferring without a break in service
to an executive level position in AID, M/PM/EPM will notify the
personnel office of the employee's parent agency of the reemployment
rights which may be granted when the transfer is with the consent of the
head of that agency, and ascertain 'in writing whether reemployment
rights are granted.

b. Advises the employee about reemployment rights, limitations
thereto, and procedures for exercising reemployment rights.

c. Processes appropriate personnel action to document an
employee's reemployment rights. Such documentation will be included in
the employee's Official Personnel Folder (see HB 32, Ch. 1).

2. Foreign Service Personnel Division (M/PM/FSP)

f4/PIVl/FSP performs the same activi ti es as i ndi cated 32E1 above for
nonexecutive-1eve1 personnel transferring to the AID Foreign Service
with the consent of the head of their agency.

32G. Duration of Entitlement to Reemployment Rights

1. Federal employees who accept a limited appointment in the AID
Foreign Service retain rights to reemployment to their parent agency for
the duration of the limited appointment, not to exceed five years.

2. A limited appointment employee's entitlement to reemployment rights
terlili nates upon the employee I s acceptance of a Forei gn Servi ce career
appointment.

•

•

•

•

•
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1. Initial Appointment

a. Non-AID Employees

An employee's eligibility for reemployment rights will be
determined by M/PM/EPM and M/PM/FSP, as appropriate, prior to the
employee's entrance on duty. When reemployment rights are granted by
the employee's parent agency, M/PM/EPM and M/PM/FSP will advise the
employee about the rights, limitations thereto, and procedure for
exercising reemployment rights. The grant and duration of reemployment
rights will be specified in the appointment action (Notification of
Personnel Action, SF-50). Those offices will also notify the employee
if the parent agency has denied reemployment rights.

b. AID employees

AID employees accepting a Foreign Service limited appointment
arc entitled to reemployment rights unless such rights are denied by the
Director of Personnel.

2. Separation--Reemployment Rights to Agencies Other than AID

a. M/PM/EPM or M/PM/FSP, as appropriate, notifies the employee's
former agency, in writing, at least 90 days in advance of the proposed
separation date.

b. When an employee's duty station is AID/W, M/PM/EPM or
M/PM/FSP, as appropriate, will advise the employee, in writing, of an
intended separation at least 60 days prior to the last day on active
duty.

c. When an employee's duty station is overseas, the head of the
overseas post will advise the employee, in writing, of an intended
separati on at 1east 60 days pri or to the 1ast day on acti ve duty.

d. Employees who wish to exercise their reemployment rights to
their former agency must apply for reemployment directly to their former
agency. This should be done as soon as possible upon being notified of
the pending termination of the employee's appointment with AID, but no
later than 30 days after separation from AID. Employees should update
their employment record (Application for Federal Employment, SF-171) at
the time they apply for reemployment.
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•
a. M/PM/EPM or M/PM/FSP, as appropriate, takes action similar to

that described above to advise the Mission'Director or Washington office
and the employee.

b. Notifies the employee promptly if the employee's application
for reemployment is denied. The written notice includes a statement of
the basis for the decision and the employee's rights of appeal (see 32,]).

c. If reemployment of the returning employee requires a
reducti on-i n-force, the employee is pl aced on the RIF retenti on regi ster •
appropriate to th~ position the employee held immediately before
entering the Foreign Service.

321. Waiver of Reemployment Rights to AID

1. An employee waives reemployment rights upon accepting a position in
any Federal agency other than AID or a career Foreign Service appoint
ment; or if the employee fails to excercise reemployment rights to AID
within 30 days from the termination date of the limited Foreign Service
appointment.

•3. AID employees who previously encumbered a Civil Service bargaining
unit position must grieve through the GS negotiated grievance procedure.

4. The appeal should be sent to the Merit Systems Protection Board,
Washington, D.C.

5. Additional information on appeal rights may be obtained by the
employee from the personnel office of the agency concerned.

2. If an employee accepts a limited Appointment with the AIn Foreign
Service \'1hen the head of the Agency refuses to grant reemployment •
rights, at the time of the appointment, there are no reemployment rights.

32J. Right of Appeal If Reemployment Rights Are~~nied

1. If an employee is notified by a former agency that the application
for reemployment is denied on grounds of ineligibility, or reemployment
is not effected within the prescribed time, the employee may appeal the
decision to the Merit Systems Protection Board.

2. The appeal must be made within 15 calendar days after the employep
receives the agency decision or after the time limit on reemployment
expires.

•
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ATTACHMENT - A

SAM P L E LET T E R

MEMORANDUM FOR: Head of Agency or Designee

FROM: Director of Personnel, M/PM, AID

SUBJECT: Reemployment Rights of Employee Accepting a Limited
Appointment in the Foreign Service

(Name of Employee) is currently an employee of (ager.cy) serving
as a {position title and series} at the (grade level and step)

(Employee) has accepted the offer of a Llmlted Foreign Service
appointment in AID. The duration of this appointment will be (years,
months--or from date to date)

Section 3597 of 5 U.S.C. and Section 310 of the Foreiqn Service Act of 1980
authorize the granting of reemployment rights to Federal employees who accept
Foreign Service appointments. The statutes entitle an employee to reemploy
ment to his/her former position in the parent agency upon expiration of the
Foreign Service appointment, provided that the head of the parent a~ency

agrees to such rights. If the employee cannot be returned to the former
position the employee is entitled to a similar position comparable in grade
and in salary to the former position. When reemployed, the employee is
entitled to any within-grade increases which would have been received in the
former position.

Prior to expiration of the Limited Foreign Service appointment AID will notify
your agency personnel office of the pending reemployment action.

(Employee) is responsible for applying to the parent agency in order
to exercise reemployment rights. This should be done as soon as possible upon
being notified of the pending termination, but no later than ( ) days
after separation from AID.

(Employee) is hereby granted reemployment rights with (agency)
termination of a Limited Foreign Service appointment with AID.

Concur: Date:--------------- ---------

Name and title
of signatory------------------------

upon
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CHAPTER 33

MARRIAGE, EQUIVALENT BONDS AND COHABITATION

33A. Purposp

This chanter provil'1es the uniform regulations of the foreiqn affairs
agencies for reporting instances of marriaqe, eQuivalent bonrls and
cohabitation (see Anoenl'1ix 33A). The sole purpose of this reQuirement
is to irlentify situations in which security risks to the person or the
Service may exist. A.I.O.-specific procerlures anrl reQuirements provided
in the following paragraohs. The user should consult both these
introrluctory paragraphs anrl Apppnrlix 33A.

33R. Applicability

See Appenrlix 33A, 3 FAM 629.1.

33(';. Authority

S/3ction 206, Foreiqn Service Act of 1980.

330. Chanqes to Employment Documents

1• Emoloyp"s shoul d notify t1jPM/FSP, M/PM/EPM or IG/EMS (for personnel
in RS-08), as appropriate, through their management office, when a name
chanqp is involvel'1, so that the necessary personnel action may be
effected.

2. J:mployees sti'ltionel'1 overspas shoull'1 report to H/PM/FSP, M/PM/EPM or
IG/EMS, as appropriate, through their manaqement office any changes to
in employment rlocumpnts, e.g., l'1esignation of beneficiary (see HB 29,
Ch. 2); healt~ benefits form (see HR 29, Ch. 1); or the Residence and
I)enpnr!pncy StatPll1/3nt, form A. I. 0. 490-2 (see HB 32, Supp. 1B).
Employeec; stationed in A.I.D./W should report such chanqes directly to
M/PtVFSP, M/PM/EPM or Hi/EMS. The Health Renefitc; Reqi stration Fonn,
SF-280Q, must be chanqerl within sixty l'1ays following a change in marital
c; ta tllS.

I .. '
I

),
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629 EMPLOYEE MARRIAGE,
EQUIVALENT BONDS, AND
COHABITATION
(TL:PER-97 6-20-88)

((Jnlform Stato/AID/USIA/USDA/Commorce)

629.1 ApplIcability
These regulations apply to alt U.S. citizen Foreign

Service employees of State, AID, USIA, the Depart
ment of Agriculture (USDA), and the Department of
Commerce (DOC) , and all other Department of
State omployees and contractor personnel with sen
sItive duties (sea also 3 FAM 160). Additionally, the
Arms Control and Disarmament Agency (ACDA) has
agreed to abide by these regulations. For changes
In employment status see section 121.3-4; for AID,
Handbook (HB) 25, chapter 33; for AID contractor
personnel, HB 6, Chapter 2 and HB 14.

629.2-1 Reporting Criteria
a. Applicable employees who intend to marry a

foreign nationol must Inform the employing agency
In writing at least 120 days prior to the expected
date of marriage.

b. Reporting also Is required when an employee
cohabits, or develops a romantically or sexually Inti
mate and continuing relationship, with a foreign na
tional. Homosexual and heterosexual relations are
treated Identically for the purposes of these regula
tions. This requirement is not designed to monitor
the lifestyle of employees, or to intrude on private
decisions concerning choice of a cohabitant or part
ner in a relationship: and all reports will be kept con
fidential in the individual's official security file.
Rather, the purpose is to Identify situations in which
security risks to the person or the Service may exist.
In fact. the employee is strongly urged to contact
Security early to request the conduct of checks of
local records and available U.S. national indices to
determine whether the intended cohabitant/partner
in a relationship has connections with known ele
ments involved in foreign intelligence collection or
international terrorism. In this connection, risks to
the person that are Identified will be made known to
the individual for use as he/she sees fit. Additional
guidelines are provided below:

\
I

)

/

/

629.2 Policy Relevant to Foreign
Nationals

(1) Report any relationship (not only continuing
relationships) with a national of a Commu
nist-governed/allied country; such relationships
should be reported at the first opportunity (see
also II FAM 236.3).
(2) Report any cohabitation with a forelan na
tional within one month of the date cohabitation
begins. Cohabitation will be defined as living to
gether; that Is, sharing a living unit such as a
house or apartment on a reaulsf basis for at
least the majority of a week, without regord to
the nature of any Interpersonal relationship or
reason for sharing living quarters.
(3) Relationships involving continuing romantic
or sexual Intimacy" without cohabitation are re
portable when the employee determines that it
is, in fact. a continuing relationship. EmploysGs
are not required to report sporadic relationshIps
with non-communist governed/allied country na
tionals until such time as an employee contem
plates marrIage, cohabitation or a commitment to
a long term relationship. It is recognized that em
ployees must be allowed reasonable discretion
in determining when to report such a relation
ship. However. employees are urged to contact
Security early for discreet assistance in ensuring
that the intended partner poses no potential
threat to the employee personally or to the em
ployee's career and continued security clear
ance eligibility. Security can also be consulted
on the advisable timing of formal reporting, con
sidering such factors as the frequency of con
tact, exclusive attachment (on the employee's
part), or continued romo"ntic or sexual intimacy
for an extended period. Nonroportlng of a rela
tionshIp under thIs section (629.2-1b(3)) will
not constItute B securIty violation or result In dis
clpllnery action, as self-determination Is the In
tent of the criterIon. Moreover, security clear
ence will not be suspended solely beceuse the
employee did not report a relationshIp under thIs
criterion.
c. Employees are responsible for using sound

judgment when entering into relationships or cohabi
tation with foreign nationa.ls. and for seeking security
counsel regarding the applicability of the foregoing
guidelines. Employees must maintain an awareness
of the applicability of security concerns regarding
cohabitation or relationships which involve a poten
tial for influence or pressure to act contrary to the
national security or foreign relations interests of tne
United States. Bonds of affection or obligation may
result from such cohabitation or relationship, and



Security must carefully consider such potential
bonds In evaluating the posslblo Impact of Informa
tion of security concern on the Individual's continu
Ing security clea:ance ellglbll!ty. The RSO may seek
to discuss a re/e.tlonshlp with on employee which Is
not othorwlse required to bfJ reported to the oxtent
that thero Is a spoclflc saeurlty concern on the RSO's
parl.

629.2-3 Offices of Primary Responsibility
Roferences to employing agencies or offices. for

reporting purposes or for particular responsibilities.
will refer to the following:

a. Department of State - refer to PER/ER/CSD
for Foreign Service; PER/CCA/ER for Civil Service;
DS/PIIDIS for requesting Investigations; DS/Pl/EV for
security evaluations; and the responsible Bureau Ex
ecutive Director for contractor employees.

b. United States Information Agency - refer to
the Director, Offir:e of Security (M/S) who will advise
the Director, Office of Personnel (M/P or VOA/P) of
the results of the investigation. The head of the
overseas establishment will provide overseas em
ployee with the appropriate forms to be completed

629.2-2 Reporting Procedures
a. An employeo assigned abroad must report to

the principal agency representative at the duty post.
as soon as the above criteria become applicable. to
permit the earliest conduct of appropriate checks
enabling tho foreIgn affairs aooncles to determine
tho oxtant to which significant security Issues may
exist.

b. For an applicablo employee assigned in the
United States. the report must be submitted to the
appropriate employing agency/office (see section
629.2-3).

c. Employees (InclUding contract omployees) to
whom the above criteria apply but who have not pre
viously re'ported the marriage. relationship, or co
habitation will report at the first opportunity via the
same channels and forms provided In this regula
tion.

d. (State only) Contractor employees will submit
notice through appropriate post/bureau contracting
officials for revlewlcounseling, and submission of
security background documents to DS/PIIEV to initi
ate required Investigation. Contracting officials at
post should also contact both the post Administra
tive or Personnel Offlcar and Regional Security Offi
cer for assistance In processing such cases and
counseling employees. (End State only.)
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bud counsl:ll employee after the Investigation is
completed.

c. Agency for International Dovelopment - re
ports regarding Intent or marriage to 8 foreign na
tional refer to M/PM/FSP. MIPM/EPM. or IG/EMS. as
appropriate: for contractor personnel. refer to
M/SER/P?E; reports regarding equivalent bonds and
cohabitation. refer to IG/SEC.

d. Arms Control and Disarmament Agency - re
fer to the Director. Office of Security.

e. Department of Agriculture - refer to Director.
Personnel DIvision. Foreign Agricultural Service. or
refer to Director. Human Resources DivisIon. Animal
and Plant Health Inspection SerVice. as appropriate.

f. Department of Commerce - refer to Director.
Office of Foreign Service Personnel.

629.2-4 Initial Counseling
(STATE/AID/ACDA/USDAICommefCe/
Troasury only)

Immediately upon receipt of the required report,
the designated career development officer or other
appropriate official in the employing agency (see
section 629.2-3. if the employee Is currently in the
United States, will interview and counsel the em
ployee on points listed in paragraphs a through e
below.

Outside the United States, the counseling will be
by a counselor of the embassy (or higher authority)
or the principal officer at a constituent post for
State; for AID, by the principal officer at post; and
for the Department of Agriculture, by the post Ad
ministrative Counselor/Officer (or higher authority).

The counseling officer will, at the time of this dis
cussion. supply the employee with the necessary
forms to be transmitted to Washington. The points
to be covered, as applicable. are:

6. The effect the marriage/relationship/cohabita
tion might have on the employee's career or future
assignments in the Service/Department.

b. Employee's continued effectiveness in repre
senting the United States.

c. Problems that might arise with regard to the
employee's continued access to classified material.

d. Continued employment of the employee if the
spouse/ intended spouse, cohabitant or partner in
the relationship, is employed by a foreign govern
ment or an instrumentality of a foreign government.

e. For Foreign Service personnel, a medical ex
amination and clearance of the spouse and any
other acquired legal dependents as defined in sec
tion 3 FAM 681.6a is required in accordance with 3
FAM 684.2. Results of a physical examination must

•

•

•

•

•
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629.2-5 Reporting Procedure
Upon receipt of the forms listed below, the em

ployee must Immediately complete them and trans
mit them promptly (normally within 5 days) to the
employing agency/offlco (seo section 629.2-3).
Employees courmoled under the provisions of sec
tion 629.2-4 will forward the forms through the
counseling offlcar.

o. Report of proposed relationship (see applica
ble criteria In section 629.2-1).

b. Memorandum of Conversation. A memoran
dum prepared by the counseling officer summarizing
the dlscU:1Slon between that officer and the em
ployee. The memorandum should Indicate that all
matters o'Jtllned In section 629.2-4 were discussed.
If applicable. and made known to the employee.
(Not applicable to USIA.)

c. Security Forms
(1) OF-174 completed by the foreign national
spouse, fiance (e) • cohabitant. or partner in the
relationship. excludIng photograph.
(2) Brlof blographlc sketch concerning the for
eign national !pouse/f1ance(e)/cohabltantlpart
ner in the relationship. and family. together with
a complete list of relatives (that Is, parents.
stepparents. grandparents. children. brothers.
sisters, aunts. uncles). and former spouses or
dependents. giving the full name. relationship,
citizenship, and residence (city and country) of
each.
(3) A certified copy of divorce decree or other
evidence of termination of any former marriage
of employee or the foreign national spouse/f1
ance(e)/cohabltant/partner In the relationship.
(Copies of these forms. or documents, are
given to :he regional or post security officer In
order that the officer may Immediately conduct
the local security Investigation, for PRIORITY
submission to DSIDSS.)

, d. Medical Forms (for ForeIgn Service only). The
report(s) of medical examination for the spouse and
any other acquired legal dependents must be In the
English languaoe, and are forwarded in a sealed en
velope marked "Medically Privileged. ATIENTION:
Medical Diractor. Department of State. II The enve

lope should also contain a memorandum identifying
the full name and date of birth of the employee the
individual married.

EFFECTIVE DATE

June 20, 1988

629.2-6 Washington Action on Receipt
of Report

a. All required forms ore fONlludod IMMEDIATELY
to the agency's security office for the schadul!ng of
an appropriate security Investlgo.tlon.

b. As soon os possible, tho egenCY'9 security
offl~e will determine the effect the marrlago/cchabl
tation/relatlonshlp would have on the employee's
security clearance. This security determination will
bo provided to the appropriate employing
agency/offica (see section 629.2-3) for preparation
of a report to the principal agency representative at
the employee's post of assignment.

'C. This report will contain definitive Instructions on
the action the principal representative is to tal<e.
based on the points In section 629.2-4 and relevant
Issues of the case. For employees In the United
States. the office preparing the report has action.

629.2-7 Final Counseling
Upon receipt of the report specified in section

629.2-6, the counseling officer will meet with. and
advise the employee of the effect the marriage/rela
tionship may have on continued service. Notico and
appeal procedures of 3 FAM 160 will be used In the
event revocation or reduction of clearance Is pro
posed.

629.2-8 After Marriage
a. Within 30 days after the marriage. the em

ployee must submit to the appropriate agency offi·
cial a revised Residence and Dependency Report
(OF-126 for State. Agriculture, Commerce. and
USIA; for AID, form AID 490-2, see HB 32, Supp 16).

b. The appropriate agency official advises the
employee of the opportunity to enroll or change en
rollment In the Health Benefits program and provides
assistance in completing necessary forms.

629.2-9 After Naturalization
a. There is no requirement that a foreign-born

spouse become naturalized. If the spouse chooses
to do so under the expeditious naturalization pro
gram, a minimum of 90 days advance notice must
be given to the employing agency/office (see sec
tion 629.2-3). which will provide the necessary
forms and processing information. Eligibility under
the expeditious naturalization program requires that
the employee either (1) be scheduled for an over
seas assignment which will last· a minimum of one
full year after the date of naturalization, or (2) if ex-



629.2-10 Medical Clearance
A MEDICAL EXAMINATION IS NOT REQUIRED

FOR THE INTENDED SPOUSE PRIOR TO MAR

RIAGE However, the modlcal examInation must be
completed and ~he results forwarded to MIMED
CLEARANCES withIn 90 days after the marrlaae takes
place In order to determIne the newly acquIred de
pendent's medIcal clearance status and confirm ellal
bl1lty for benefits under the Department's MedIcal
and Health Proaram.

peditlous naturalization Is to be accomplished during
home leave (and return to the same post), R&R, or
annual leave travel In the U.S., the employee must
have at least one full year remaining to the overseas
tour of duty after the date of naturalization. The
naturalization hearing will only be scheduled within
the 6G-day period Immediately preceding the
spouse's travel to the post of assignment. The
spouses of employees who are returning to the U.S.
for a domestic assignment are not eliglbfe for the
expeditious naturalization program until a new over
seas assignment Is received. Spouses residing In
the U.S. for three years or more under Immigrant
status, are eligible for regular naturalization process
ing at the completion of that period. The above re
quirements may not be waived.

b. Within 30 days of a spouse's naturalization,
the employee must submit a revised Residence and
Dependency Report (see 629.2-8).

•

•

•

•

•proprlata amploylna agencylofflce (see section
629.2-3).)
(a) Date and place of marriage; name and ad

dross of employer of spouse, as well as any
previous U.S. Government employment: and
the serial number and social security number of
a spouse who Is In the Armed Forces.

(b) Ust for spouse and self all relatives (that Is,
parents, stepparents, grandparents, children,
brothers, sisters, aunts, uncles), former
spouses or dependents, who reside abroad, In
cluding those temporarily In the United States.
Also, list all names by which the spouse has
been known; full name, date and place of birth,
and address of any former spouse.

(c) Include In the Continuation space, If this Infor
mation is not otherwise requested. answers to
the following questions:

- Are you now involved in any litigation or
separation agreement? If -Yes". give details.
- Do you know of any prospective litigation in

which you may be involved? If "Yes". give
details.
- Have you been divorced? If "Yes". give

court, location, decree and date final decree
granted.
- Do~s your present financial position permit

discharge of all current debts? If -No·. give
details.

- Are you involved in a dispute with tax
authorities which has not yet been settled? If
·Yes". give details.

(3) A certified copy of a divorce decree or other
evidence of termination of any former marriage
of employee or spouse. This information is for
warded with original of SF-86 to employing
agency's security oHice (for AID. to M/PM/FSP.
M/PM/SPM. or IG/EMS. as appropriate).

b. Report(s) of medical examination for the
spouse and any other acquired legal dependents are
forwarded in a sealed envelope marked .. Medically
Privileged. Attention: Medical Director. Department
of State." The· Purpose of Examination:" on the
medical examination report should be filled in • New
dependent of .. and should include full name
and date of birth of employee concerned. These
reports must be submitted within 90 days after the
marriage (see 3 FAM 684.6-2. 684.7-3).

c. The appropriate agency official adv!ses the
employee of the opportunity to enroll or change en
rollment in the Health Benefits program and provides
assistance in completing necessary forms.

£rrr.CTlVE DATE
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Policy Relevant to U.S.
Citizens

a. WithIn 30 d{lyS after marrIage to a U.S. c/tlzen,
a Forelan ServIce "employee of the partlclpatlna aaen
elos, or other Department of State employee In a sen
S/tlv8 position, wherever assIgned, shall submit to the
appropriate agency officIal the -Iollowlna forms or
documents:

(1) Residence and Dependency Report (see
629.2-8) .
(2) SF-86, Questionnaire for Sensitive Positions,
or other appropriate personnel security question
naIres In use by the partlclpatlna Federal aaen
cles, must be completed In duplicate, wIth the
followIng Items completed or otherwise Included
on the forms or documents: (The original of the
personel securlry questionnaire will be transmit
ted /0 the employing agency's security office.
The duplicate, whIch Is to be flied In the employ
ee's officIal personnel folder, Is sent to the ap-

629.3

3 FAM 620
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SECURITY CRITERIA REGARDING COHABITAnON OR
OTHER RELATIONSHIPS WITH FOREIGN NA110NALS

/

,
)

Favorable Criteria.
Fiance(e) /spouse/partner/cohabltant:

- Is national of U.S. ally
- Is employee of U.S. Government/business
- Is former/present resident of U.S.
- Has relatives In U.S. (or similar ties)
- Intends to become naturalized as soon as
possible
- Intends to formally renounce non-U.S. ties

Unfavorable Criteria.
Fiance(e) /spouse/partner/cohabitant:

Is national of criteria country, and:
Former military/diplomaticlintelllgence

service (or other Government/Opposition
party) employee;
-- Present or former member of Communist
Party;
-- Relatives work for Government in native
country;
-- Close relatives remain In native country;

- Maintains frequent/close ties with relatives/
frlends:

- No Intention to become naturalized and/or
maintains criterlo country citizenship.

Is national of non-crlterl8. country, and:
- Employee of mllltary/diplomatlcllntelll
gence service, or other Government/Opposi
tion party position;
- Employee of criteria country Govern
ment/contractor;
- Maintains ties to criteria country or Com
munist Party (personal or family ties);
- Maintains frequent/close ties with rela
tiveslfrlends In native country;
- No Intention to become naturalized and/or
maintains native citizenship;
-- 'Relatives employed by native Government
(especially military/diplomatic/intelligence
services).

Noncooperation with investigation, or cannot be
adequately investigated to enable a secllrity
risk/clearance determination.
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•

•

•

•
1

(a) National of Communlst-govemed/allied
countries.
(b) Foreign national employed by a national
security-sensitive agency (Foreign military,
Intelligence, or diplomatic service agencies;
or under contract to such agencies or to Com
munist-govemed/allled countries).

(2) Except for circumstances Involving the spe
cific policy outlined abovo, the development of 8

ctose relationship with 8 foreign national does
not Immediately preclude security clearance and
assignment eligibility for sensitive posi
tions/posts.

(a) Security clearance may be suspended.
and reassignment to duties of low sensitivity
may be required, pending final determination,
if the information available Indicates reason
for doubt that continued clearance Is clearly
consistent with the interests of national secu
rity. Should it be Impossible to conduct suffi
cient investigation to confidently make such a
determination, the foreign affairs agency may
require reassignment to the United States for
up to two years. even if security clearance is
not suspended or reduced. Such action may
be required to permit the agency an adequate
period for investigation and evaluation of the
,"oreign national spouselfiance(e) /cohabi
tant/partner In a relationship in a setting that
permits meaningful investigation (normally
within the U.S.).
(b) General criteria that will be considered as
positive or negative factors bearing on em
ployee's/applicant's security clearance. or on
eligibility for assignment/continued assign
ment to specific sensitive duties/posts are
provided below. These factors will not gener
ally be sufficient individually to be decisive re
garding the issue of the employee's continued
security clearance eligibility, but will be evalu
ated in the context of all other factors and
available information.

PAGE NO.

be submitted In the English language, through the
counseling officer, to M/MED within 90 days of a
marriage for review and determination of medical
clearance level and engibntty for medical coverage.
All costs relating to such (UCeJllfnatlon will be paid by
the U.S. Government because a medical cie8rance
determination must be made on each eligible For
eign Service dependent. Report(s) must be sent In
a sealed envelope marked • Medically .Privileged,
ATTENTION: Medical Director, Department of
State. •

(End STATEIAIDIACDAlUSDAlCommerce/
Treasury only)
f. Provided below for counseling purposes are

relevant security policy and guidelines used In evalu
ating whether continued security clearance Is clearly
consistent with the Interests of national security. Ex
cept for criteria specifically stated as policy, these
factors are -weighed In the context of al\ available In
formation to arrive at n~)Oarbltrarydecisions consis
tent with the ~st Intere.sts of the national security
and the efficiency of the service:

(1) It is the policy of the applicable foreign af
fairs agencies that reportable relatr'onshlps, un
der the circumstances detan,ed below, will pre
clude continued security clearance for access
up to and including Top Secret information, and
assignment to sensitive duties/posts which re
late to the nationality of the Intended spouse.
cohabitant, or partnbr In a relationship. Under
the circumstances described below, security
clearance will be suspended pending completion
of full investigation and evaluation of the foreign
national and any areas Indicating a potential for
vulnerability or confllct- of-interest with regard
to the security· clearance of the employee/con
tractor. Under such circumstances. the em
ployee/contractor must b~ immediately reas
signed to duties of low sensitivity, pending final
decision on continued eligibility for security
clearance (see section 629.2-7).

rFf£CTlVE DATE TRANS. MEMO NO.~

1.--_3_3A:....:..-_6 ..I- _u=-lu~n_e_20---','------1_9_88__----L 2_5....:..:~1_4_9_-l AID HANDBaa K 25, Att 33A

•



Trans. Hemo. No. Effective Date Page No.
AID HANDBOOK 25 25:155 March 9, 1987 34-1

CHAPTER 34

RESIDENT HIRE APPOINTMENTS AND EMPLOYMENT

34A. Purpose

This Chapter provides the policies, regulations and procedures which
govern the appointment, employment and separation of U.S. citizens
employed overseas by AID as resident hire employees. The regulations
governing the appointment of American Family Members (AFMs) to FSN/AFM
designated positions are included in Supplement 34A. Information on the
Official Personnel Files maintained for resident hire employees is
contained in Handbook 32, Official Personnel Actions, Records and
Reports.

34B. Scope

This Chapter applies to all AID resident hire appointments.

34C. Authority

Foreign Service Act of 1980, Section 303.

340. Definitions

1. Resident hire employees. AID Foreign Service (FS) employees who
are unable to accept all the obligations of a long-term, worldwide
career service, or who reside in the country of assignment primarily for
reasons other than employment in the Foreign Service, e.g.:

a. A dependent of a U.S. citizen employed overseas who is at
least 18 years of 'age and who is expected to remain at a post only for
the duration of the employee's assignment or a vacation period.

b. A U.S. citizen who resides in a country primarily for reasons
other than employment with a U.S. Government agency.

c. An employee who, for personal reasons, is unwilling to
transfer to another post.

2. Part-time employment. Employment of 16 to 32 hours per week where
there has been established in advance a regular and specific tour of
duty on two or more days of each administrative workweek.

3. Intermittent employment. Employment where there has not been
established in advance a regular work schedule and where compensation is
based on a "When Actually Employed" (WAE) basis.

4. Regular employees. FS employees who accept all the obligations of
worldwide service and may be appointed to any AID post, including AID/W,
in accordance with the needs of the Agency.
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34E. Responsibilities

1. The Head of an Overseas AID Mission or Office

a. May recruit, select and recommend to AID/W u.s. citizens
residing abroad for excepted appointments not to exceed ninety days at
the FS-9 level and excepted appointments not to exceed twelve months at 
all grade levels. May appoint such personnel upon receipt of AID/W
approval.

b. May recruit, select and appoint U.S. citizens residing abroad •
for excepted appointments not to exceed ninety days at the FS-9 level.
Such appointments may be made only to established positions.

c. May terminate the appointment of any resident hire employee
initially appointed at post when it is determined that the employee's
services are no longer required, or when the Assignment Board approves
the assignment of a regular FS employee to a position encumbered by a
resident hire employee (see 34F8 below and Handbook 25, Chapter 36).

d. Notifies FA/HRDM/SCD when a regular FS employee has declared
non-availability for worldwide assignment and whether the employee has
requested conversion to resident hire status (see 34K below).

2. The Staffing and Career Development Division (FA/HRDM/SCDl

a. The Chief, FA/HRDM/SCD, approves excepted appointments not to
exceed twelve months and excepted appointments not to exceed ninety days
above the FS-9 level.

b. FA/HRDM/SCD prepares Notification of Personnel Actions,
SF-50s, for resident hire employees upon receipt of the appropriate
information or documentation from the field.

3. Emp1oyees

Employees shall notify the designated officer at their post •
(usually the Personnel or Executive Officer) when they are no longer .
available for worldwide service, and shall indicate at that time whether
conversion to resident hire status is desired.

.*

34F. Appointment Policies

1. Applicants must be citizens of the United States and must be at
least 18 years of age at the time of appointment.

2. Selections are based on the applicant's qualifications, i.e.,
education and experience, for the position to be filled.

3. The appointment is effective on the date the appointee enters on
duty and is available to perform a federal function.

*
I

,.. REVISED



~

)
/

/

/

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 25 25:155 March 9, 1987 34-3

34F

4. Appointments are subject to AID's policy of nondiscrimination and
may be made only to established positions within a mission's employment
limitation.

5. Appointments may be made only to established positions. This
provision may be waived only by the Director, FA/HRDM or designee.
Retroactive pay actions may not be approved for candidates who begin
working before positions are established.

6. All new appointments will be made on a calendar year basis, i.e.,
appointments will be terminated by FA/HRDM/SCD on December 31 of the
applicable calendar year. Subject to AID/W approval of a mission
request, extensions may be effected as of January 1 of the new calendar
year (see 341 and 34J below).

This provision does not affect employees serving under 30-month
appointments. Upon termination of such appointments, employees may be
extended, subject to AID/W approval, for a period of up to twelve months
not to exceed December 31. The entitlement of such employees for
coverage under the Civil Service Retirement System (CSRS) will continue
provided there is not a break in service of more than three days between
appointments.

7. Members of the same family may not be employed in a supervisor
subordinate relationship and should not be employed in the same organi
zational unit.

8. The appointment of dependent(s) of a Mission Director, Deputy
Mission Director, or AID Representative may be approved by the Director,
FA/HRDM.

9. If a regular AID FS employee is available for assignment and the
only position available is encumbered by a resident hire employee, the
regular employee has priority for assignment to the encumbered position
(see also 34E1c above and Handbook 25, Chapter 36).

10. All appointments require full-field security clearance under E.O.
10450. Temporary appointments not to exceed 90 days may be made pending
receipt of clearance subject to approval by FA/HRDM/SCD.. Employees
under such appointments may not be permitted access to classified
material until FA/HRDM/SCD and the post are notified by the Office of
Security, IG/SEC, that security clearance has been granted.

11. All personnel actions, e.g., appointments, promotions, within-grade
increases or other pay changes, or terminations, must be documented with
an appropriate Notification of Personnel Action, SF-50.
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34G. Types of Appointments

There are two types of appointments, temporary appointments not to
exceed ninety days and excepted appointments not to exceed twelve
months. Each type of appointment may be made for full-time, part-time
or intermittent employment. Personnel employed on an intermittent basis
are compensated only for the days/hours actually worked and danger pay,
when applicable.

34H. Establishment of Positions

Mission requests to establish resident hire positions are sent to the •
Position Management and Classification Branch, (FA/HRDM/PPM/PMC),
thro~gh the appropriate Bureau Administrative or Management Office in
AID/W. The mission should forward also a copy of the position
description and, in accordance with the procedures of the relevant
Bureau, a Staffing Pattern Action Request, SPAR, for AID 4-512. At the
same time, the mission may forward to FA/HRDM/SCD the information and
forms listed in 34L below with a note indicating the date the request to
establish a position was sent to AID/W. Approval to appoint will be
cabled to the mission by FA/HRDM/SCD after the position has been
established.

341. Excepted Appointments Not to Exceed Ninety Days

1. An excepted appointment not to exceed ninety days may be offered
only to the dependent of a U.S. citizen employed by the U.S. Government
overseas provided that the candidate: (a) was a dependent at the time of
the employee's assignment to post, (b) was given medical clearance in
connection with Government-paid travel to post, and (c) is living at
post.

2. When a candidate has been identified for an established position
and the approving authority is FA/HRDM/SCD, the mission forwards to
FA/HRDM/SCD a request to appoint along with the information and forms
listed in 34L below. To expedite processing, the required information
may be cabled to FA/HRDM/SCD. The cable must specify the date the forms _.
were mailed to FA/HRDM/SCD. Approval to appoint will be cabled to the _
mission. Upon receipt, the mission may appoint the candidate for up to
ninety days not to exceed December 31. When a candidate has been
identified for an established position and the approving authority is
the head of the mission, the above procedures apply except that AID/W
approval is not required.

3. Appointments may be extended for an additional ninety days at the
request of the mission subject to AID/W approval and, if security
clearance is still pending, IG/SEC concurrence. Missions should cable
such requests to FA/HRDM/SCD at least fifteen days before the end of the
current appointment. When security clearance is issued, a new
appointment for up to twelve months may be requested (see 34J below). 411
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34J. Excepted Appointments Not to Exceed Twelve Months

1. In addition to the family members indicated in 3411 above, excepted
appointments not to exceed twelve months may be offered to regular FS
employees who wish to convert to resident hire status (see 34K below)
and to U.S. citizens who reside in the cooperating country but are not
employed by, or related to employees of, the U.S. Government.

)
/

2. All appointments under this section are subject to FA/HRDM/SCD
approval. When a candidate is identified for an established position,
the mission forwards a request to appoint to FA/HRDM/SCD along with the
information and forms listed in 34L below. Security and medical
clearances are required prior to the appointment of U.S. citizens who
reside in the cooperating country.

3. When all clearances have been received, approval to appoint will be
cabled by FA/HRDM/SCD to the mission. Upon receipt, the candidate may
be appointed for up to twelve months not to exceed December 31.

4. Employees may be extended at the request of the mission subject to
AID/Wapproval. Missions should cable such requests to FA/HRDM/SCD at
least fifteen days before the end of the current appointment.

34K. Conversion Action

/ When a regular employee has declared nonavailability for worldwide
assignment, the mission may request that the employee be separated from
regular FS status and be given an appointment as a resident hire under
one of the two types of appointments described in 34G above. The post
should seek specific AID/W guidance in such cases.

34L. Forms and Information Required for Processing Appointments

1. The forms and information listed below must be submitted to
FA/HRDM/SCD prior to the appointment of resident hire employees (see
also Handbook 25, Chapter 35, Supplement 35A, Employment Forms).

o SF-171, Application for Federal Employment;
o CSC-1267A, Supplemental Federal Application Statement;
o SF-86, Security Investigation Data for Sensitive Position;
o SF-87, U.S.C.S.C. Fingerprint Chart;
o SF-144, Statement of Prior Federal Service;
o AID 6-85, Foreign Residence Data;
o AID 610-14, Authority for Release of Information;
o DD 214, Military Discharge, if applicable;
o SF-189, Classified Information Nondisclosure Agreement;
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o SF-181, Race and National Origin Identification;
o SF-256, Self-Identification of Reportable Handicap;
o Proposed Grade and Salary (see Handbook 26, Chapter 2);
o A statement indicating if the employee is transferring from

another Federal agency without a break in service and if
eligible for reemployment rights;

o A statement that the candidate has a valid medical clearance
as a dependent of a U.S. Government employee or has been
examined and meets minimum medical requirements and is free of
any contagious disease. If the latter, the examination must
be conducted in accordance with post regulations based on
prevailing medical standards for employment among progressive
local employers. The medical determination is made by the
post medical officer (or local examining physician if there is
not a post medical officer) and the results are maintained in
the candidate's personnel file.

2. The following forms are executed, as applicable, at the time of
appointment and forwarded to FA/HRDM/SCD:

•

•

•
o

o
o
o

o
o

o

SF-61, Appointment Affidavits;
SF-6IB, Declaration of Appointee;
SF-53, Waiver of Life Insurance Coverage, if appropriate;
SF-1152, Designation of Beneficiary for Unpaid Compensation of .•
Deceased Civilian Employee;
SF-2809, Health Benefits Registration Form, if appropriate;
OF-106, Confidential Statement of Employment and Financial
Interests, if appropriate;
Conditions of Employment (see Attachment 34A and 34B).

3. For temporary appointments not to exceed ninety days, the informa
tion listed below may be cabled in advance of the forms listed in 34Ll
above.
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Name of Candidate;
Social Security Number;
Date of Birth;
FEGLI Status;
Duration of Appointment;
Legal Residence (State);
Work Schedu1e--for part-time, actual days/hours must be
included, e.g., 32 hours per week, Monday through Thursday, 8
hours/day;
Proposed Effective Date;
Position Number (POSNO);
Pay Plan, Proposed Grade/Step;
Appropriation;
Name of related government employee, relationship, position
held by related employee and the name of the employing Agency;
Date Employment Forms sent to AID/W (see 34L1 above).

34M. Employee Benefits and Related Topics

1. Resident hire personnel employed on an intermittent basis (WAE) are
compensated only for the days/hours actually worked plus danger pay, if
applicable.

2. Resident hire personnel employed on a full-time basis are eligible
for post allowance (Section 226, SR).

3. Resident hire employees employed on a fu11- or part-time basis are
eligible for:

a. Danger pay (Section 650, SR).

b. Accrual and use of annual and sick leave - Handbook 27,
Attendance and Leave.

c. Evaluation and promotion (see Handbook 25, Chapter 40).

d. Within-grade and meritorious increases (Handbook 26,
Chapter 2).

e. Immunizations authorized for the post and use of the post
health unit facilities.
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34M3 •f. Compensation for injury, death or disability (Handbook 29,
Chapter 1).

g. Coverage under Social Security for all new appointments of
twelve months or less (see 34F5 above and Handbook 29, Chapter 1.

h. Lump-sum payment for accrued annual leave upon separation from
AID (Handbook 26, Chapter 11).

i. Home leave and home leave travel - if an employee established
eligibility to earn home leave under a regular FS appointment, the •
employee continues to accrue this leave and may be authorized home leave
on a one-time basis upon completion of the initially prescribed tour of
duty as a regular employee if the post has approved return to post to a
full-time resident hire position. The rate of accrual may change upon
the conversion to part-time resident hire status (see Handbook 27,
Chapter 5).

j. In addition, resident hire employees are subject to the
requirements of other regulations including, but not limited to, the
following:

(1) employee responsibilities, conduct and political I
activity, Handbook 24, Chapter 2; (2) grievances, Handbook 29, Chapter
4; and (3) suspension or other disciplinary actions, Handbook 30,
Chapter 5.

3. Resident hire employees are not eligible for:

a. Medical benefits other than those indicated in 34M2e above,
unless the resident hire qualifies as a dependent of a covered employee.

,I
Civil Service Retirement, Group Life
programs, unless the employee converts from
break in service of three days or less (see

Coverage under the
or Health Benefits
position without a
above).

b.
Insurance
a covered
also 34F5

c. The accrual and granting of home leave and home leave travel,
except as provided in 34M2i above.

d. Rest and recuperation (R&R) travel, except as a dependent of a
U.S. Government employee, or an AID participating agency employee who is
eligible for travel (see Handbook 22).

e. Separation travel and transportation of effects unless the
employee was converted from a regular FS appointment. In such cases,
the actual departure of the employee and dependents, if applicable, and
the transportation of all effects shall be effected within twelve months ~
following conversion. ,...
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f. Storage of household and personal effects unless the employee
was converted from a regular FS appointment. In such cases t the
employee is eligible for continued storage of effects for the balance of
the initial tour t or if conversion is due to marriage to an employee of
State/AID/ USIA t until the spouses's weight allowance is increased,
whichever is earlier.

34N. Separation

1. Missions shall advise AID/Was soon as possible in advance of the
" anticipated termination of a resident hire employee and indicate if a

replacement candidate has been identified. Except in emergency situa
tions, a minfmum of two weeks notice is required.

2. All resident hire employees are separated at post. The post sends
the employee's letter of resignation, or statement from the head of the
AID Mission or Office, that the resident hire employee's appointment has
been or will be terminated, giving the reasons and the effective date.
AID/W will issue the separation personnel action (SF-50).

3. A separation medical clearance, or waiver of a medical clearance,
is not required upon separation from a resident hire appointment.

ATTACHMENTS:

Att. 34-1 Conditions of Employment - Resident Hire Employees Recruited at Post
Att. 34-2 Conditions of Employment - Employees Converted from a Regular

Appointment

Supp. 34A American Family Member (AFM) Appointments
Supp. 348 Guide for Preparing Form SF-50; FSN/AFM Appointment
Supp. 34C Performance Appraisal Report, JF-S7

\

)
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ATTACHMENT A

CONDITIONS OF EMPLOYMENT
RESIDENT HIRE EMPLOYEES RECRUITED AT POST

In accepting appointment for employment with USAID/(Name of Post), I hereby
understand and agree:

1. That my appointment is limited to the need of my services at this
Mission and may be terminated when the need no longer exists, as
determined by the Mission or by AID/W.

2. That I am not eligible for transfer to any other Mission.

3. That I am not entitled to any allowances or differentials, except
Post Allowance and Danger Pay, if granted for the post.

4. That I will abide by the regulations of the Agency and in
particular to the regulations relating to personal conduct and conflicts
of interest. I have read and understand these regulations (attached).

5. I am not eligible for medical benefits, other than immunizations
authorized for this post and use of the post health facilities, under
the Health Benefits Program, except as a dependent of a covered employee.

6. I am not eligible for home leave travel or separation travel or
storage of household or personal effects.

Si gnature: _

Date: _

i

/ Witnessed:

Executive Officer or
Personnel Officer, as appropriate.

(date)
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ATTACHMENT B

CONDITIONS OF EMPLOYMENT
EMPLOYEES CONVERTED FROM A REGULAR APPOINTMENT

I, the undersigned Foreign Service employee of AID, understand and agree that:

1. My appointment as title, class for duty at
=US~A~I~D~/~(Pwo~s~t~} has been converted to resident status
effective because (reason)

2. My resident appointment is limited to the need of my services at
this post and may be terminated when the need no longer exists, as
determined by the post or by AID/W.

3. I am not eligible for transfer to any other post as a resident
employee.

4. Effective as of the date of conversion, I am no longer entitled to
payment of any allowances or differential, except Post Allowance and
Danger Pay, if granted for the post.

5. I am not eligible for Rest and Recuperation Travel except as a
dependent of an employee who is eligible for such travel.

6. I am not eligible, for medical benefits, other than immunizations
authorized for the post and use of the post health unit facilities,
under the Health Benefits Program except as a dependent of a covered
employee.

7. I may be eligible for the accrual and granting of Home Leave and
Home Leave Travel only if I complete my original prescribed tour of duty
and if I am authorized to return to this post for full-time duty as a
resident employee.

8. If I elect to travel for home leave purposes under my own travel
authorization, I am not eligible for travel as a dependent of my spouse
when my spouse becomes eligible for home leave travel. (Use only when
employee and spouse are both eligible for home leave travel at U.S.
Government expense.)
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9. If I am eligible for return travel to the United States for
separation purposes, I must exercise this option within twelve months,
or forfe it it.

10. I am eligible for continued storage of household and personal
effects (a) for the balance of my initially prescribed tour or (b) until 
my spouses's weight allowance is increased because of a change in
marital status, whichever is earlier. (Include item (b) only when
resident employee and spouse are both employees of a U.S. Government
agency. )

11. If I have reemployment rights to a Federal agency, I must exercise
them within 30 days or forfeit them.

Signature _

Date, _

Witnessed:

Executive Officer or Personnel Officer
(Date)

I

I

I

·1

I
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Supplement 34A

AMERICAN FAMILY MEMBER (AFM) APPOINTMENTS

i
/

A.

B.

Purpose

This supplement sets forth the policies and procedures which govern the
appointment of American Family Members (AFMs) to certain Foreign Service
National (FSN) positions. While such appointments are governed largely
by the Uniform Regulations (3 FAM 122.8), which comprise the bulk of
this supplement, the AID-specific guidelines for processing AFMs are
provided below. In addition, instructions for the preparation of the
initial and subsequent personnel actions, including a sample appointment
Notification of Personnel Action, SF-50, are included as Attachment
34A-l. The user should consult both these introductory paragraphs and
the Uniform Regulations.

Guidelines for Processing AFM Appointments

1. To nominate an FSN position for AFM staffing, the post must send to
the Office of Human Resources Development and Management, Staffing and
Career Development Division (FA/HRDM/SCD), two copies of the current FSN
position description and must indicate the FSN classification (title and
grade). After approval by FA/HRDM/SCD for AFM staffing, and
classification of the position under the FS schedule by the Position
Management and Classification Branch (FA/HRDM/PPM/PMC), the post will be
notified by cable of the approved grade and salary levels. Upon receipt
of such approval, the post may initiate recruitment for the position in
accordance with the instructions set forth in the Uniform Regulations,
Section 122.8-3d.

2. After selection of a candidate, the following information must be
cabled to FA/HRDM/SCD:

(a) position description number,

(b) name of candidate,

(c) candidate's Social Security Number,

(d) candidate's medical clearance status, and

(e) date security forms were pouched to FA/HRDM/SCD (see
Chapter IE of Handbook 6, Security).

3. Upon notification by the Office of Security (IG/SEC) that security
clearance has been issued, FA/HRDM/SCD will cable approval to appoint.

C. Payrolling AFMs

1. Upon the appointment of an AFM, the following information and forms
must be forwarded to the Employee Services DiVision, Office of Financial
Management (FA/FM/P):
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a. Notification of Personnel Action, SF-50, appointing the AFM;

b. A copy of FA/HRDM/SCD's cable approving the appointment;

c. Authorization for Deposit of Federal Recurring Payments,
SF-II99A, if the employee's paycheck is to be sent to a financial
organization by EFT/Direct Deposit;

d. Request by Employee for Allotment to a Savings Account with a
Financial Organization, SF-II89, if applicable;

/

e. Federal, and as required, state tax withholding forms; and

f. Initial timecards.

2. The appointment SF-50 must reflect: Tenure Code "0", Appointment
Type "42," and Work Schedule "1" or "2."

3. An AFM appointment does not qualify the appointee for coverage
under the Foreign Service or Civil Service retirement systems, Federal
Employees Group Life Insurance, or Federal Employee Health Benefits
Program. However, if an appointee has previously served under a Federal
civilian appointment with retirement or insurance coverage and has not
had a break in service in excess of three calendar days or more from
such appointment, coverage under the previous retirement and/or
insurance may be continued during the AFM appointment. In such cases,
the SF-50 should state in the remarks section, "No break in service,"
and what coverage was provided under the prior service. The necessary
forms for coverage must be included with the appo"intment SF-50.

4. The envelope containing the above material should be addressed as
follows:

FA/FM/P
SA-2, Room 403
Washington, DC 20523

5. After the initial timecards have been submitted as indicated in CI
above, subsequent timecards should be batched with the rest of the
mission's timecards.

6. All within-grade, promotion, termination, or other action affecting
the pay of an AFM must be documented with an SF-50, a copy of which must
be forwarded to FA/FM/P.

7. Missions should report AFMs in the same manner as resident hires on
the periodic "Pay-All" cables.

8. For FTE reporting, missions will not report FTE hours to FA/B/SB
for AFMs on their foreign national cable. FTE hours for AFMs will be·
reported through the AID/W payroll system, since AFMs are included under
the American direct-hire ceiling.

/

"".
\ /

/

/
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122.8 Temporary Appointment of
American Fanli1y Members to
Certain Foreign Service National
Positions

(TL:P£.R-2 5·4·84)
(Effective date: 6·24-84)
(Uniform State/AIDIUSIAICommerce/Agriculture.Peace Corps)

These regulations authorize the temporary appointment of
American family members (AFM) of U.S. Government per
sonnel assigned abroad to certain designated Foreign Ser
vice National (FSN) positions at a uniform, VJorldwide rat~ of
pay. These positions. referred to as FSN/AFM, are paid at
either a (1) salary rate under the Foreign Service Schedule
or at a (2) salary rate under the Extended Foreign Service
Schedule A-E if the duties and responsibilities of t11e posi
tions are below those generally performed by Foreign Ser
vice personnel assigned to class 9 of the FOI eign Service
Schedule.

The goal of the FSN/AFM program is to provide maximum
employment opportunities for American family members at
Foreign Service posts, protect and safeguard the integrit~' of
the FSN career service system, and to provide overseas
posts with additional flexibility for the use of availablE: famil,
member skills and abilities when rE:quirE:d to meet theIr ordi
nary and/or special staffing requirements for FSN POSitions.

122.8-1 , t.ulholity
Sections 311 and 407 of tile Foreign Service Act of 1980,

as amended, grant the authority to appoint and pay the sala
ries of employees covered by this regulation.

122.B-2 DGfinitions

As used in tl1ese regulations:
a. "FSN/AFM position" means a Foreign Service Nation

al position approved for temporary staffing by an American
family member \...,/)ich is classified and paid under the Foreign
Service Schedule or the Extended Foreign Service Schedule
A-E and funded from the post'.s operating expense allotment.

b. "American family member" (AFM) or "family member"
n-,eans a U.S. citizen depender:'t as defined in 6 FAM 117k,
or child as defined in section 281(d) of the Standardized Reg
ulations (Government Civilians, Foreign Areas), residing with
a U.S. citizen Government emplcyee or residing apart from
the U.S. GovE:rnment employee solely because the employ
ing agency does not authorize family members to reside with
the employee at the current post of assignment.

c. "Bureau" means the geographic regional bureaus, the
Bureau of Administration, and the B:Jreau of Intern~tionalOr
ganization Affairs for State: and each department or agency
authorized under the Foreign Service A<;:t of 1980, as amend
ed.

fiGST AVAILABLE COpy

d. "8ureau executive director" means the executive di
rector of a bureau for State; the Chief, Overseas Personnel
Divi5ion (~.1/PM/OS) of AID; the director of the appropnate
A~c!::;J Offic0 or the Director of Personnel of the Bureau of
Brc.adcasting. as appropriate. for USIA; the Director, Office
of Foreign Service Personnel. U. S. and Foreign Commercial
Sei"vice. for Commerce; the Chief, ForE;ign Service Opera
tions of the f-oreign f.gricultural Service, or Chief, Interna
tional Programs Manc.gement and liaison Staff, Animal and
Plant Health Inspection Service, respectively, for Agriculture;
and the Director of Personnel Management, for Peace
Corps.

e. "Extended Foreign Service Schedule A-E" means the
fi'.'e grades and salary rates established below class 9 of the
Foreign Service Schedule for certain FSN/AFM positions
where the duties and responsibilites of the FSN positions are
of a more routine nature than are generally performed by For
eign Service personnel assigned to class 9.

f. "Post" means all overseas establishments of the for
tign affairs agencies.

g. "Qualified family member" means an American family
rl"lt .•1bcr who possesses the necessary knowledge, skills,
a~d ability to perform the requirements of the position after
a reasonable training period, if necessary, as determined by
the appointing authority.

h. "When continuity over a long term is not a significant
consideration" means that the incumbent of the position may
be expected to perform the requirements of the positon, as
determined by the hiring authority, after a reasonable training
period and that the frequent turnover of employees appoint
ed under the FSN/AFM program will not diminish post oper
ating efficiency to any significant degree.

122.8-3 FSN/AFM Program Administration
The following offices within each foreign affairs agency

shall administer the FSN/AFM program, as follows:

a. Establish i:md Cancel FSI~/AFfJi Positions

(1) State: Burec;.u executive directors in consultation
with the Office of Foreign Service National Personnel
(PER/FSN):

(2) AID: The bureau executive director as defined in
section 122.8-2d:

(3) USIA: The Area Office Director, in consultation with
the Foreign Service National Personnel Staff (M/PFN) or the
Director of Personnel, Bureau of Broadcasting, in consulta
tion with appropriate office and/or division directors. Posts
shall request telegraphic approval giving date FSN position
is expected to become vacant, grade and title of position, and
approximate duration of AFM appointment (followed by two
copies of current FSN position description);

(4) Commerce: The bureau executive director as de
fined in Section 122.8-2d;



(5) Agriculture: The respective bureau executive di
rector as defined in section 122.8-2d;

(6) Peace Corps: The Director of Personnel Manage
ment with the concurrence of tt"'le Associate Director for Man
agement and the Associate Director for International
Operations.

b. Grade Structure, Salary Schedule, and Position
Classification

(1) Grade Structure: The FSN/AFM grade structure
includes a grade on the Foreign Service Schedule or the Ex
tended Foreign Service Schedule A-E. The Extended Foreign
Schedule is established by the Secretary of State in accor
dance with Section 407 of the Foreign Service Act of 1980,
as amended. The Extended Foreign Service Schedule has
5 grade levels (A, B, C, 0, and E) with 5 steps (I, 2, 3,4, and
5) at each grade level. Grades A, B, C, and D, steps I through
5, correspond directly with General Schedule grades 4,3,2,
and I, steps I through 5, respectively. Grade E is linked to the
U.S. minimum wage rate at step I and it also has 5 steps.
(See 4 FAM 545 for actual salary rates.)

(2) Salary Schedule: Salary rates for the FSN/AFM
grade structure are normally adjusted at the same time ad
justments are made under the Pay Comparability System (5
U.S.C. 5301) for the Foreign Service and General Schedule
salary rates or when the U.S. minimum wage rate is adjusted
(5 CFR 551.301). The Extended Foreign Service Schedule is
updated as necessary by the Department of State, the Office
of Position and Pay Man~gement (PER/PPM) and published
in 4 FAM 545. FSN/AFM appointees are paid in U.S. dollars.

(3) Agency Administration of Position
Classification: Authority to classify and set initial salary
rates for FSN/AFM positions is as follows:

(a) State: The Office of Position and Pay Management
(PER/PPM), Bureau of Personnel, sets the classification level
and salary rate for the FSN/AFM position in consultation with
the appropriate bureau executive director.

(b) AID: The Office of Position Management and Clas
sification (M/PM/PMC) recommends the classification level
and salary rate. If a mission does not follow M/PM/PMC's
recommendation, the Chief, Overseas Personnel Division
(M/PM/OS) must provide justification in a memorandum to
the Director, Office of Personnel Management (MiPM/OD),
with a copy to M/PM/PMC.

(c) USIA: Domestic Personnel Division (M/PDP) or the
Office of Personnel. of the Bureau of Broadcasting (B/P) sets
the classification level, step, and salary rate. Posts are re
quired to submit a copy of selectee's SF-171 and any previous
SF-50's, or cable pertinent data, to enable M/PDP or B/P to
assign proper step and salary based on previous U.S. Gov
ernment service.

(d) Commerce: The Office of Foreign Service Person
nel, U.S. and Foreign Commercial Service, sets the classifi
cation level, step, and salary rate for FSN/AFM's.

(e) Agriculture: The respective bureau executive di
rector (as defined in section 122.8-2d) determines the classifi
cation level,step, and salary rate.

(1) Peace Corps: The International Operations Divi
sion, Office of Personnel Management (M/PM), sets the
grade level, step, and salary rate.

c. Selection, Nomination, Approval, and Canccllution
Procedures

(1) While the goal of the FSN/AFM program is to staff
overseas missions with the highest quality personnel avail
able and to expand employment opportunities for family
members of U.S. Government personnel assigned abroad,
Foreign Service national employees shall not be removed or
separated from a position to provide a vacancy for an Ameri
can family member. Posts should carefully consider the posi
tions they nominate. Only positions "when con~inl1ity over
a long term is not a significant consideration" should be nom
inated. The use of positions which might have an adverse ef
fect on the morale of Foreign Service national employees,
supervisory positions and positions, which form progressive
steps in a career ladder and could provide promotion oppor
tunities to FSN employees should not be nominated. Where
any vacant FSN position eXIsts which does not require
long-term continuity (even positions at the more senior and
supervisory levels) for which the mission cannot find qualified
host country nationals and therefore, would consider a third
country national (TCN) employee. a qualified American family
member must be considered before the employment of a
TCN (see section 927.2).

(2) To nominate a FSN position for. AFM staffing, the
post sends two copies of the current FSN position descrip
tion to the appropriate approving authority listed in section
122.8-3.

d. Recruitment Requirements

(1) FSN/AFM positions must be publicized for at least
2 weeks so that all family members have the opportunity to
apply for the position. Announcements should include the ba
sic requirements for the position as described in the position
description and any conditions which might limit eligibility for
applicants.

(2) Employment committees must be established to re
view applications systematically, (a) to screen,out unqualified
applicants, (b) to identify the best qualified candidates, and
(c) to make recommendations for final hiring to the head of
the overseas hiring agency. The employment committee may
include representatives from participating agencies, the ad
ministrative or personnel officer. and the office in which the
American family member employee would work. Applicants
must submit Form SF-171, Application for Federal Employ
ment, and any other documentation the Employment Com
mittee may require to identify the best qualified applicant.

(3) The following steps shall be taken to prevent nepo
tism (5 U.S.C. 3110) and the appearance of or actua.l conflict
of interest in the employment process:

(a) Selection of applicants must be based solely on
their qualifications to meet the requirements of the position;

(b) Selection or recommendation for selection must be
made by an official who does not have family members
among the applicants:
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(2) Appointments are terminated on expiration of the
52 weeks limitation unless a reappointment is authorized by
the bureau executive director (see section 122.8-2d) or on the
transfer or separation of the U.S. Government employee as
signed to the post. Appointments may be terminated sooner
if the services of the appointee are no longer required, if the
American family member fails to perform the duties satisfac
torily, or if there is misconduct on the part of the American
family rt:lember.

(3) Applicable U.S. labor laws and standard agency
practices in filling FSN positions should be observed, e.g.
minimum age requirements.

(4) Official travel autl10rized is limited to TOY travel re
quired by the post, bureau. or agency.

122.8-4 Appointment Procedures

Posts may take action to appoint a FSN/AFM applicant
only after (I) receiving cable approval for AFM staffing from
the bureau executive director (see section 122.8-2d); (2) re
ceiving notification of the appropriate grade and salary level
for the position; (3) appropriate review by the post's employ
ment committee; (4) satisfactory completion of
preemployment medical examination, if required; and (5) the
requisite approval of the appropriate security office.

a. Documentation

(1) The fol~owing forms are completed: (a) SF-50, Noti
fication of Pe~sonnel Action; (b) SF-61, Appointment Affida
vit; (c) SF-6IB, Declaration of Appointee; (d) SF-144,
Statement of Prior Federal and Military Service: and (e) for
State only, the Forms listed in section 122.5-3b.

(2) A copy of the cable approving the appointment
should be attached to the SF-50 and sent to the payrolling
office to support the action.

b. Official Personnel Folders

In all cases, the current or most recent employing agency
is responsible for maintaining and retiring the Official Person
nel Folder (OPF) of an FSN/AFM employee by the agency's
established procedures.

(1) State: The OPF is established and maintained in
the Personnel Records Branch (PER/MGT/RR/P), Bureau of
Personnel, Department of State. All personnel information
initiated at post must be sent to the bureau executive director
(see section 122.8-2d) for distribution. The bureau executive
director forwards to PER/MGT/R RIP the forms listed in sec
tion 122.8-4a and performance evaluations for the OPF. The
OPF is held for I year in the Branch after termination of the
appointment. If the employee receives another appointment
within I year's time, the OPF becomes an active folder and
remains in PER/MGT/RR/P. Otherwise, the OPF is trans
ferred to the National Personnel Records Center (NPRC) in
St. Louis after I year.

(2) AID: The OPF is established and maintained at post
for a period not to exceed 2 years following the employee's
del= arture from post. The post will transfer the OPF directly
to the National Personnel Recol1s Center in St. louis.

(c) All employees must refrain from any action which
can be construed as recommending particular candidates;

(d) Written records must be kept on each step of the
employment pro:ess: recruilment announcemont, list of ap
plica'lts and qualifications, and the basis for selection. These
records may be destroyed after 3 years; and

(e) For State. particular attention also is drawn to sec
tions 141.6b and 141.6c; for AID. see Handbook 25, chapter 6;
for USIA, see MOA V-S 580.

e. Employment Requi;ements

(1) Applicant must be a U.S. citizen and an American
family member. Non-U.S. citizen family members are not eli
gible for this program but may apply for Foreign Service Na
tional positions according to section 920;

(2) Status as a veteran or disabled veteran shall be
considered an affirmative factor required by section 301 (c)
of the Foreign Service Act of 1980, as amended:

(3) The same medical examination is required as es
tablished under post policy for FSN employees if the appli
cant is not covered as a dependent under the Department
of State's medical program:

(4) Applicants are subject to security investigation and
clearance;

(5) Applicants are subject to queries by posts to enable
posts to determine qualifIcations or skills proficiency needed
to meet the position's requirements;

(6) The provisions of section 141.6d which preclude
employment of a family member in a position which is under
the general supervision of another family member, except un
der the conditions outlined, are applicable. (See Handbook
25, chapter 6, for AID; and MOA V-B 580 for USIA); and

(7) The provisions of section 922.4e which preclude
FSN employees of AID from supervising U.S. citizen employ
ees, on a regular basis. are applicable. Requests for waiver
will be considered. however. and should be submitted
through the Director of Personnel Management. Agency for
International Development. Washington, D.C. 20523.

f. Limiting Conditions

(1) FSN/AFM appointments are not career appoint
ments; they are temporary appointments not to exceed 52
weeks. However. the bureau executive director listed in sec
tion 122.8-2d may approve an additional and final 52-week
reappointment based on the post's Employment Committee
certification, after the position has been advertised for 2
weeks, and if other family members do not meet the qualifica
tions required or are not available to fill the position. In excep
tional cases, where such extensive training is involved that
the FSN/AFM employee does not reach the full performance
level until well into the period of appointment, the supervisor

may request in writing that the Post Employment Committee
recommend the rehiring of the appointee for a second year.
The Committee must assure that (1) the duties are of suffi
cient diffiCUlty that the time required to train a new employee
would adversely affect the office's operations, and (2) that
no applicant for the position has the appropriate experience.

o

o

o

o

o
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(3) USIA: Upon appointment, the post Personnel Of

fice establishes an OPF or, in the case of an employee who
has had prior service. shall request the OPF from the Trans
actions, Records, and Reports Staff (M/PDST), or the Office
of Personnel. of the Bureau of Broadcasting (B/P) of USIA,
or from the appropriate personnel records office in the case
of previous appointments with other agencies. The OPF is
maintained at post until the employee's permanent departure
from post. At that time, the post sends the OPF, to the Trans
actions, Records, and Reports Staff (M/PDST) or the Office
of Personnel, of the Bureau of Broadcasting (B/P) in USIA
where it will be held for 1 year. If the employee receives an
other appointment within 1 year's time. the OPF is trans
ferred to the post of the new appointment. Otherwise, the
OPF is transferred to the National Personnel Records Center
in St. Louis after 1 year. All requests for previously estab
lished OPF's should be made directly to MiPDST or B/P, as
appropriate.

(4) Commerce: The OPF is established and main
tained at post until the employee's permanent departure
from post. The post then forwards the OPF to the Records
Office, Foreign Commercial Service, Washington, D.C.
20230.

(5) Agriculture: The OPF is established and main
tained at post. Copies of all personnel information initiated
at post must be sent to the respective bureau executive di
rector (see section 122.8-2d) in WaShington, D.C. The post
forwards the OPF to the NPRC in St. Louis I year after termi
nation of employment.

(6) Peace Corps: The OPF is established and main
tained at post until employee's permanent departure from
post. The post then forwards the OPF to the Records Sec
tion, Peace Corps, Washington, D.C. 20526.

c. Termination of Appointment

The post shall advise the bureau executive director (see
section 122.8-2d) by cable and will issue an SF-50 on the expi
ration date authorized for the appoil'1tment or at the actual
termination of the appointment. whichever is earlier.

d. Applicable Regulations

The provisions of sections 621, 622. 628, 630, 640, 650
(State and AID only; for USIA, MOA V-B 513), and 660 are
also applicable to FSN/AFM appointments and/or appoin
tees.

122.8-5 Performance Evaluation
Performance of U.S. citizens employed abroad on an

FSN/AFM appointment will be evaluated on Form JF-57, Per
formance Appraisal Report, consistent with the instructions
on the form. The report should be prepared in an original with
one copy. The original should be placed in the employee's
Official Personnel Folder; the employee receives the copy.

122.8-6 Compensation

a: Salary received is subject to Federal withholding tax,
social security tax, Medicare, and any other taxes required 
by U.S. Federal and state laws or regulations.

b. The salary for the FSN/AFM position will normally be
set at step 1 of the grade. However, the office authorized to
set the classification level and salary step rates [see section
122.8-3b(3)J, may take into consideration the appointee's
highest previous rate when determining the rate at which the
FSN/AFM is to be appointed. Their consideration will be
based upon a properly documented U.S. Government per
sonnel action (posts must submit proper documentation to
authorizing office prior to the effective date of appointment)
indicating that the appointee served at least 90 consecutive
days in the same or closely related occupational series.

c. In some circumstances, a step rate higher than step
I must be granted upon appointment to the FSN/AFrJl pro
gram. If there is not a break in service of more tl1an 52 weeks,
prior civilian Federal service including ser vice abload as an
FSN/AFM employee. as a PIT employee (section 122.7), as
a USIA resident secretary. or under a Foreign Service limited
appointment of more than 1 year (section 122.6b) shall count
toward the waiting period for advancement to the next higher
step. The previous regular hours worked abroad under one
of these programs, for which there is a record of satisfactory
or better performance, shall count as creditable service for
step purposes on the basis of 2087 hours equating t01
year's work. The maximum period that may be counted is
1 year unless, after taking into consideration the highest pre
vious rate the appointment would be to steps 10 through 13
of the Foreign Service Schedule. In that case, the maximum
period that may be counted is 2 years. (For further informa-

. tion on waiting periods. see section 222 for State and MOA
V-B 235 for USIA.)

d. For FSN/AFM appointments to the regular Foreign
Service Schedule, within-grade increases to tl',e next higher
salary rate within the position's grade level are authorized
upon completion of satisfactory service ,of: 52 calendar
weeks for steps 1 through 9: and 104 calendar weeks of ser
vice in steps 10 through 13, based exclusively on qualifying
period(s) of service by the appointee at the same grade and
step in an appointment under this program, or other limited
appointments at overseas posts.

e. For FSN/AFM appointments to the Extended Foreign
Service Schedule A-E, within-grade increases to the next
higher salary rate within the position's grade level are autho
rized upon completion of satisfactory service of 52 calendar
weeks of service in steps I through 4. based exclusively on
qualifying period(s) of service by the appointee at the same
grade and step in an appointment under this program, or oth
er limited appointments at overseas posts which, because

o

o
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of their temporary nature preclude eligibility for within-grade
increases granted other U. S. Government employees. Any
creditable service granted for the waiting period towards the
next within-grade increase must be documented and submit
ted to the approving office for a qualifying determination.

1. Form SF·50 is issued by the post to authorize
within-grade increases.

g. Premium compensation as outlined in section 230, in
cluding overtime pay and regular compensatory time off for
which eligible is authorized.

122~8-7 Benefits

a. FSN/AFM appointments do not qualify the "appointee
for coverage under the Foreign Service or Civil Service Dis
ability and Retirement Systems. Federal Group Life Insur
ance (FEGLI), Federal Employee Health Benefits Program
(FEHBP), participation in the State Department's Medical

Dlogram (except as stdted in paragraph d below). or any al
lowances authorized in the Standardized Regulations (Gov
ernment Civilians, Foreign Areas) or any local compensation
plan at post. If an FSNiAFM appointee has previously served
in Federal civilian appointments with retirement or insurance
coverage and has not had a break in service of 3 days or
more from such an appointment, coverage under the previ
ous retirement andlor insurance may be continued during the
FSN/AFM appointment.

b. FSN/AFM appointments do not affect any benefits the
appointee is currently authorized or entitled to as a depen
dent of a U.S. Government employee.

c. Leave benefits of sections 420, 430, 440, 460. 465,
and 470 are authorized.

d. Immunizations and use of the post health unit facilities
are authorized.

e. Compensation for disability or death resulting from
work injuries or compensation for medical services and other
benefits for work injuries may be applicable under the Federal
Employees' Comp~nsation Act (5 U.S.C. 8101 et. seq.).

122.8-8 Security Clearances
The following procedures are np.cessary to safeguard clas

sified information at posts:
a. State/Commerce/Agriculture/Peace Corps: Posts

must obtain the i:pproval of the responsible security offi
cer before appointing the candidate selected to fill the
FSN/AFM position. Initially, appointees shall not be al
lowed access to classified materials or information but,
with the approval and authorization of the responsible se
curity officer, may be granted access to administratively
controlled materials (LIMITED OFFICAL USE). A SECRET
access clearance may be requested by the post for the
FSN/AFM employee on· a need-to-know basis only. Such
requests shall be submi"ed to the bureau executive di
rector (see section 122.8-2d). It should be understood that
additional time will be required by the bureau executive
director (see section 122.8-2d) to obtain this SECRET ac
cess clearance.

(This does not authorize the American family member to
perform routine duties which involve the handling of classified
materials; however, the American family member may be
temporarily reassigned to duties which involve the handling
of classified material provided the temporary detail of such
an employee is reviewed every 90 days with the certification

by the post that the detail is critical to the continued opera
tion of that element of the mission. The appropriate bureau
executive director (see section 122.B-2d) must be informed
of the total length of time it anticipates that such access will
be required, and the OHice of Security determines what type
of investigation is necessary based upon this information.)

b. AID: Clearances for FSN/AFM appointees are pro
cessed by the Office of Security (IG/SEC) under AID Hand
book 6, Chapter 1. Questions about security clearances
should be referred to IG/SEC through the USAID Executive
or Management Office.

c. USIA: The scope of investigative processing for
FSN/AFM appointees is determined by the OHice of Security
of USIA. When an applicant is selected. but prior to appoint
ment, the following information must be submitted to the
Area Office or to the OHice of Personnel. of the Bureau of
Broadcasting (B:'P); (1) the full name (including maiden name,

if applicable). grade, position title. and one copy of SF-B6 (in
an emergency, post may cable items 1-B of SF-B6 plus Social'
Security number followed by pouch submission of SF-B6);
(2) full name. Social Security number. and date and place of
birth of sponsor (U.S. Government employee); (3) sponsor's
employing agency and name of department or agency which
conducted the investigation on the sponsor. If sponsor has
never been investigated. a National Agency Check and Inqui
ries (NAC&I) on applicant is conducted prior to appointment.
(This takes USIA's Office of Security (MIS) about 32 days.)
M!S's minimum clearance is National Agency Check (NAC)
and confirmation of sponsor's security investigation. Ap
proximate time required by MIS for this is 1 week.

Non-critical sensitive clearance giving access up to and in
clUding SECRET is granted for 1 year. If extension is re
quired. MIS must be notified 30 days in advance. Clearance
will be revalidated for the duration of the extension approved
by the appropriate Area Office, or the Office of Personnel.
of the Bureau of Broadcasting (B/P). The Area OHice or B/P
will cable security clearance to post. Questions on security
matters about the program and security clearances should
be referred to MIS through the appropriate Area Office or
B/P.

This does not authorize the American family member to
perform duties which involve the handling of classified mate
rial: however, under exceptional circumstances and with the
pnor approval ofthe Area Director and M/PFN or B/P, as ap
propriate. the American family member may be temporarily
reassigned to duties which involve the handling of classified
material for a period not to exceed 60 days. Post's request
for approval must contain justification and duration of detail.
The Area OHice or B/P will obtain MIS concurrence. No ex
tensions will be granted.

122.8-9 Problem Areas

Posts which are concerned that implementation of the
FSN/AFM program will create compensation problems. taxa
tion complications, host government difficulties, American
employee or FSN employee morale problems. etc., should
report their findings to the appropriate bureau executive di
rector (see section 122.B-2d). "
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ITEM #1:

Guide for Preparing Form SF-50:
FSN/AFM Appointment

Enter full name by which employee is known or
designated in capital letters in following order:

o
SURNAME, FIRST NAME OR INITIAL, MIDDLE NAME(S) OR
INITIAL(S).

NOTE: If employee has no middle name or initial, enter "NMN."
Titles such as Mr., Mrs., Miss, Dr., etc. should not be
used on SF-50. An employee's name should be shown
consistently and identically on all U.S. Federal
employment and pay records.

When documenting a name change, show employee's new name
in Item 1. Show former name in Item l8B: for example,
(780 Name Change from ).

(Previous Name)

o

o

ITEM #2:

ITEM #3:

ITEM #4:

ITEM #5:

ITEM #6:

Enter U.S. Social Security Number.

Make no entry.

Enter month, day, and year of birth in six numerals,
for example, "09-15-60," for September 15, 1960.

Enter appropriate one digit code.

Enter month, day, and year in six numerals, for
example, "10-02-65, II for October 2, 1965.'

ITEM #7: Enter "0" for all AFMs.

ITEM #8: Enter the number shown in this item which indicates
the retirement system to which deductions from the
employee's pay are credited. See 3 FAM, Sec 122.8-7.

o
ITEM #9: Enter "A" (ineligible) for all AFMs except as

noted in 3 FAM, Sec 122.8-7.

ITEM #10: Enter II E" for all AFMs.
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ITEM #11: Enter "F" for female or "M" for male.

ITEM #12: Enter "I". All AFMs must be U.S. citizens.

ITEM #13: Make no entry.

ITEM #14: Enter the month, day, and year in six numerals, for
example, "01-03-80" for January 3, 1980.

ITEM #15: Enter "9" for all AFMs except: Enter "I" if AFM is a
reemployed CSR annuitant.

ITEM #16: Enter "F" for full-time, "P" for part-time.

ITEM #17: Make no entry.

ITEM #18A: Enter one appropriate Nature of Action Code.

ITEM #18B: Enter one appropriate Nature of Actio!).

ITEM #18C: Enter "ZLM" in all cases of AFMs.

ITEM #18D: Enter Sec. 311 of FS Act of 1980.

ITEM #18E and l8F: Make no entry.

ITEM #19A through 19F: Make no entry.

NOTE. Normally, items 19 through 26 are not
completed on Appointment and Name Change actions.
If the AFM is being appointed without a break in USG
service, make appropriate notation in "Remarks."

ITEMS #20 through 26: Make no entry.

ITEM #27: Position title and number to which employee assigned.

o

o

-0

o
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ITEM #28:

ITEM #29:

Enter full name of unit (if applicable) and name
of section or division to which AFM is newly
assigned. Enter geographic location of present
employing office if it differs from entry in
Block 34.

NOTE: Items 27 through 33 must be completed for all
actions except separations which are not immediately
followed by appointment in another USG agency without
break-in-service, and when an employee is entering a
period of non-pay status and return to pay status is
anticipated.

Enter "AF".

o

o

o

ITEMS #30 through 33: Enter appropriate data.

ITEM #34: Enter city and country or city and locality where AFM
is employed.

ITEM #35: Enter numeral "2" in all cases.

ITEM #36: Enter appropriation and allotment codes supplied by
funding office of employing agency.

ITEM #37: See Sample SF-50 provided for required standard
remarks.

ITEMS #38A, 38B, and 38C: Must be completed on all actions.

ITEM #39: Enter agency codes in Block I, as appropriate:
Dept. of Agriculture, AG 00: Commerce~ CM 00:
State, ST 00: USIA, IB 00: AID, AM 00: Library of
Congress, LC 00: Justice, DJ ·00; Defense, DD 00;
Action, KG 00: Health and Human Services, HE 00:
Treasury, TR 00.

Enter location code in Block 39J.

Make no entry in 39A, B, C, D, E, F, G, H, K, or N through Q.

ITEM #40: Enter full name of employing Agency.
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1. Nam. (LMt. Firrt. Middl.) 2. SSN 3. PusrtIOllSlllsrtIYlly ~t) !4. Olt~ of Birth

Zero, Penelope \-1. Fill in Fill in
5. Veurln PrlferlnClt 6. Serv. Comp. Olt~ fL.,.,.) 7. Tenur. 8. R~tir~m~nt

~
'-Hone 3-'0 Pt. Oiub. 5-10 Pt. Other Fill in 0 II"CS J·FS 5<)t~
:Z~Pt. 4-10 Pt. Comp. 8-10Pt.13O% Comp. 2·FICA 4·None 6.csSpec

8. FEGLI 10. FlSA 11. $ex 12. Citi~nship I'J· eon. LMi-~1
A lEI E'£xempt F iLl.'·US

N-Nonex~mDt B{)thel'
14. Effective DIU htlncliCltor 16. Work Schedul~ F-Full·tirne G-FT $eISONI 17. (R",rvN for OPM U.J

01 /25/85 '·Rttmpl Ann-CS 3·RETM 5·RETM& CS --r P-hrt·time O-PT SelsoNI -
2·RETO 4·RETO & CS 8-Not ADDliClbl~ I-lnt~rmi~.!lt J-INT $elsoNI

'B·A. 18·B. Nature of Action 19·A. 19·B. Natur~ of Action
NOAC NOAC

171 EXC APPT NI'E 52 Weeks
18-C.~ 18-0. Authority '9-e. All" '9·0. Authority

CodI Code

2lli ~ ._ 3-.1:t... Qf .fSb.J ~Q.. ___ ------- - -.,... - - -- -------- - - - - - -- - -,8-E. AId 1S·F. Authority 19-E.~ 19·F. Authority
CIlII Code

20. FROM: Position Titl. II'Id Number 27. To: Position Titl, Ind Number

Payroll Clerk
312801

21. Name and LocItion of Employing OffiCII 2B. Nlme Ind Loation of Employing Office

USAID/Ulan Bator
Outer Mongolia

22. ~ PIal &lkapational Code 123. Gnlle .. IMI '24. SUp .. ~II 125. Sallry r6. Ply Bilis 29. Pay PIa &lla:IpatiDllaJ Code 130. &rJde or I.Ml 31. Steplll~tt 32. Salary 133. P'Y ~sis (
M' M 1 $12~427 P.A. \

34. Duty Station 35. Position Occupied 36. Appropriltion Cod~ (Optional I

illan Rator~ Outer Mongolia 21'-<:Ompetitiw 3·SES G~n~ral
1940113~ 4A4127'- 2·EXCl!llted 4·SES c.r~~r R"~rved

S,""" d F",," SO ••

R _y 11182

us Otl'Q Of ....-,.., ..........1

F"~ Chlll'.' 2!MI

on. R.mll'ks

Appointment Type 42
Temporary Appointment NTE 52 Weeks
Mrs. Zero is being appointed under the Foreign Service National/American
Family Member Program effective 01/25/85.
Authorization STATE (Copy Attached)
Ineligible for Health Benefits (if applicable). Not Eligible for Post
Differential or Quarters Allowance.
Not authorized return travel or transportation to the United States at
USG expense by virtue of this appointment. Employee has received a copy
of Chapter Z', Handbook 24, Employee Responsibil i ties and Conduct. ·0

39. FPMIS Dlta

O.~rll. Unit Stltu E. FIIlt1IG1W C1mA. Title of Approving Official

Personnel Officer
C. Signlture/Auhntieation of Approving Officill

8.Dlle

01/26/85
A. Slpv... bsIpv. Ill. 8. VEV INO

F. Ed. Level

C.PRO

I. Agency Code

Fill in o
40. Employing D'Plrtment or~cy

U.S. Agency for International Development

J. LOCItion Code

Fill in
N. O.

K.SCN

P

5 Part
1 • Employee COpy Previou. Edition. Unul8ble After 12/J 1/81

NSN 7540-01-110-4907
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SUPPLEMENT 348

KEEP THIS DOCUMENT FOR YOUR RECORDS. IT IS YOUR COpy OF THE OFFICIAL RECORD OF A PERSONNEl
ACTION AFFECTING YOUR EMPLOYMENT. PROMPTLY CALL ANY ERROR TO THE

ATTENTION OF YOUR SUPERVISOR OR YOUR PERSONNEL OFFICE.

o

o

o

o

I. Conditions Pertinent To All Types of Personnel Actions

The personnel action identified on the face of this form is
subject to all applicable laws, rules and regulations governing
Federal employment and may be subject to investigation and
approval by the U.S. Office of Personnel Management. The action
may be corrected or canceled if not in accordance with all legal
requirements, or if based upon your misrepresentation or fraud.

In addition, the grade of the position to which you are
officially assigned may be reviewed and corrected by your agency
personnel office, or by the U.S. Office of Personnel Management.

Items Band 9 show common tYpes of payroll deductions:
"FEGLI" for Federal Emplo\'ees Group Life Insurance, "cs" for
Civil Service Retirement, "FICA" for Social Security, and "FS" for
Foreign Service. Additional deductions may be made under the
Federal Employees Health Benefits Program, and for income taxes,
bonds, and other purposes authorized by law.

II. Information About Appointments

Appointments to positions in the competitive service: The Civil
Service Act places most positions in the "competitive service." The
U.S. Office of Personnel Managcment scts qualificntion require
menu and controls rec~uitm('nt for such positions. As a ge:-.eral rule,
persons selected from civil service registers to fill continuing jobs in
the competitive service are giwn career-<:onditional appointments.
Such appoint menu are secured through direct competition with
other members of the general public seekin~ similar work in
Government agencies, and permit quolified employees to be assigned
without further competitive examination to other jobs in the
eompeHtive service. Care~r-<:onditional appointments become career
appointments upon completion of 3 years of substantially continuo
ous creditable service.

The first year following a nontemporary competitive appoint
ment generally is a probation<lry period during which an appointee
must demonstrate fu II competence and fitness for Federal employ·
ment. Reinstatements are also subject to a probationary period
unless one was previously completed. Transfers, pro motions,
changes to lower grade, ond reassignments during a probationary
period are subject to completion of probation.

Temporary appointments do not confer a civil s!rvice status
and do not lead to a career or career-conditional appomtment
without some further examination or QUalification. Limited tempo·
rary appointments are made v,(hell there is no continuing need for a
person's service, reg;j~dless of the manner in which he or she
qualified for appointment; acceptance of such appointment will not
remove a person's name from a civil service rcgistf'r on which he or
she may later be reached for career-conditional appointment.

Appointments to positions in the excepted service. Excepted
appointments are made to positions which are excer-ted from the
competitive s('rvic:~ by law or other special.authority. Generally tho
employing agency sets qualification requiremlmts and conducts
recruitment for such positions. Such appointments do not confpr a
competitive civil service status or eligibility for movement to jobs in
the competitive service; they may be made without restrictions on
tenure, with a conditional or indefinite limitation, or with a definite
time limitation. A trial period may be required at the discretion of
the employing office.

Appointment to positions in the Senior Executive Service
(SES). SES appointments are made to executive positions with
managerial, supervisory, or policy functions. Initial SES career
appointments are obtained through competi~ion with other civil
service employees, or civil service employees and membt'rs of the
general public. The first year of an initial SES career ap!X)intment is

a probationary period, dUring which the appointee must demon.
strate full competence and fitness for such employment.

SES noncareer and limited appointments do not confer
competitive civil service status or lead to SES career appointments.

III. Information About Tenure Groups

Employees are ranked in tenure groups according to the nature
of their appointment: those with unrestricted tenure are placed in
Group 1; those serving under conditional appointments which
automatically lead to full tenure after a prescribed time and without
further qualification are plaJ;cd in Group 2; and those serving under
temporary or indefinite appointments not limited to an exact time
or date. are placed in Grnup 3. Within each tenure group, ranking is
determined by veteran preference, performance rating, and total
Federal service. If it should become necessary to reduce force,
employees are selected for separation or change to lower grade
accordiny to the general ranking. Employees serving under competi·
tive appointments anti those serving under excepted appointments
are ranked separately for reduction in force purposes.

Tenure group as used for reduction in force purposes does not
apply to the Senior Executive Service. Code 0 may be shown in the
tenure group block for these employees.

IV. Information About Your Status After Separltion

If you are separated or placed in a nonpay status for an
extended period, your employing agency will furnish you with
Standard Form B explaining your rights for unemployment insur·
ance benefits. If you were covered by the Civil Service Retirement
System or Federal Employees Group Life Insurance, you have
previously been furnishEd certificates describing these programs.
Such certificates have information regarding your rights and possible
benefits after separation.

If you are separated from a career or career-<:onditiona'
appointment, you may have reinstatement eligibility and may apply
directly to any Federal activity and may be employed without
further competitive examination. It you are a nonveteran and you
are separated from a career-<:onditional appointment your eligibility
for reinstatement is generally limited to 3 years from the date of
separation. If you are separated from a temporary or excepted
apfJQintment; you have no reinstatement privileges based upon such
service.

It you are separated from an SES career appointment, you may
have reiNtatcment eligibility to the SES. You should appty directly
to any Federal activity. If you are separated from an SES noncareer
or limited appointment, you have no reinstatement privileges based
upon such service.

You will be given any-lump sum payment that may be due you
for unnu,1 leave at the time of separation. Refund of an appropriate
portion of this payment will be required if you are reemployed in a
Federal agency in a position under the same leave IVstem during the
period covered by such payment.

V. AVlilOlbility of Furth. Information

Consult your supervisor if you have questions about the above
statements or the entries on the front of this form, or about other
matters concerning your employment. This is particularly important
on questions involving grcinting of leave, assignment of duties, and
hours of work which are generally under the supervisor's control. If
your questions are technical, your supervisor may refer you to your
personnel office, which will have copies of controlling civil service
regulations, as well as your individual records, and so can best
explain how they apply in your case.

~ u.s. GOVERNMENT PRINTING OFFICE: 198~ 3!>4-767
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NATURE OF ACTION CODES (NOACs) AND REMARKS WHICH
MAY BE APPLICABLE TO FSN/AFM PERSONNEL ACTIONS

o
NOAC: 171 EXC APPT NTE *******

OOlA Cancellation
002A Correction

292 Return to Duty

317 Resignation

355 Termination
EXP of Appt

460 LWOP NTE *********

721 Reassignment

773 Ext of LWOP NTE

REMARKS: Ineligible for Health
Benefits. Not eligible for
Post Differential or Quarters
Allowance. Not Authorized
Return Travel or Transpor
tation to the United States at
USG expense by virtue of this
appointment. Employee has
received a copy of Chapter 2,
Handbook 24, Employee
Responsibilities and Conduct.

Employee has been on LWOP
since *********** (Date)

Employee gave no reason for
resignation~ no other
information available. Or,
Resigned to Return to School.
Or, Resigned to Accept Employ
ment with Private Industry.

1. Name of Employee
2. U.S. Citizen
3. U.S. $12,427 (or other"

currency)
4. Lump Sum annual Leave

payment authorized for
hours.

S. Mailing address *********

In accordance with HB
____Chapter Sec.

>o

o

,0

o
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780 Name Change From ****

892 Quality Increase

893 Within Grade Increase

894 Pay Adjustment

(Event permitting change~

i.e. date of marriage, or
divorce or other legal
act ion) •

Approved by the Joint Country
Awards Committee on (Month, Day,
Year) •

(If appointment is to regular
Foreign Service Schedule)

Salary rate(s) reflects pay
adjustment authorized by
Executive Order -----, dated
(month, day, year) effective
(month, day, year)

AUTHORITY CODE FOR ALL FSN/AFM
PERSONNEL ACTIONS IS "ZLM"
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Performance Appraisal Report
JF-57

Instructions for Preparation

Foreign affairs agencies should use Form
JF-57 in evaluating the performance of U.S. citi
zens employed overseas in part-time, intermit
tent, or temporary (PIT) positions under agen
cy-only regulations, or in American Family
Member positions under 3 FAM 123. The form
also should be used for USAID resident hires at
the FS-9level and for USIA resident secretaries.
Posts should consult the Agricultural Foreign
Affairs Manual (3 FAM 123) regarding evalua
tions of USDA U.S. resident secretaries.

Evaluations should be prepared at least annu
ally with the employee's date of appointment to
the position establishing the beginning of the an
nual cycle. When an individual's responsibili
ties change substantially, the rating officer
should prepare separate reports for each period
of activity. Evaluations should be completed
within 15 working days of the completion of an
annual cycle or the termination of a particular
set of duties, including separation. An evalua
tion should be prepared for all periods of em
ployment; however, for employment periods of
less than 90 days, rating officers may omit any
narrative portions of the form and merely indi
cate whether the performance was satisfactory
by checking the appropriate box in Part III. This
completed form will serve as evidence of a family
member's satisfactory performance in a tempo
rary overseas position for purposes of eligibility
for noncompetitive appointment to a Civil Ser
vice competitive service position under the
terms of E.O. 12362 of May 12, 1982.

Appraisals should be prepared by the imme
diate or principal supervisor of the rated em
ployee and reviewed by the next appropriate of
ficer in the line of supervision. Supervisors
should consult periodically with employees to
discuss performance and possible areas for im
provement. The rating officer must make a
qualitative statement about the rated em-

ployee's work, focusing on the Principal Respon
sibilities of the Position, Part II of Form JF-57.
This narrative should be consistent with the
overall rating given and should include specific
examples of accomplishments and shortcom
ings. The report must not include any inadmis
sible comments as described in 3 FAM 527
(State); instructions issued annually by USAID
for the USAID Foreign Service Employee Eval
uation Report (EER); MOA-V-B 454.5, where
relevant for USIA: or other agency regulations.

A reviewing statement is required if an unsat~

isfactory rating is given, or if the rating officer
is not a U.S. citizen employee. Reviewing state
ments are encouraged for all reports covering
periods of 90 days or more. Reviewing state
ments should always be prepared by a U.S. citi
zen officer. All reports covering periods of more
than 90 days should be reviewed for specific ex
amples of performance and the absence of inad
missible material by a special post review com
mittee, or, for State personnel, the regular post
review panel. Special review committees should
have at least three members and ideally would
compare in composition to the post employment
committee.

Employees are encouraged to add their own
comments in Part VI. This statement should in
clude an appraisal of their more significant ac
complishments during the rating period and as
pects of their performance which they believe
should be highlighted or which are not ad
dressed to their satisfaction by the rater or re
viewer. Employees may use additional pages as
necessary.

The report should be prepared in an original
with one copy. The original should be placed in
the employee's official personnel folder; the em
ployee receives the copy. Employees are urged
to retain their personal copies, which serve to

document satisfactory overseas employment.



Supplement 34C to Chapter 34 (TM 25:155)

FOREIGN AFFAIRS AGENCIES PERFORMANCE
NAME OF EMPLOYEE

APPRAISAL. REPORT FOR OVERSEAS TEMPORARY
RESIDENT AND AMERICAN FAMILY MEMBER EMPLOYEES

UNITED STATES DEPARTMENT OF STATE
UNITED STATES INFORMATION AGENCY

UNITED STATES AGENCY FOR INTERNATIONAL DEVELOPMENT SOCIAL SECURITY NO.
FOREIGN COMMERCIAL SERVICE

FOREIGN AGRICULTURAL SERVICE

POST OR ORGANIZATION POSITION NO. AND GRADE

RATER FUNCTIONAL TITLE

TITLE: CLASS:

REVIEWER PERIOD COVERED

TITLE: CLASS: From: To:

I. Employee's Job

State briefly where the position fits in the staffing pattern and the nature of any supervisory responsibilities.

II. Principal Responsibilities of the Position

Responsibilities should be listed in priority order.

III. Performance of Responsibilities

Check box that most nearly exemplifies overall rating.

0 Unsatisfactory o satisfactory o Excellent o Outstanding

Discussion of work pertormance.

FORM JF-57
10-83



•

•

•

•

•

Supplement 34C to Chapter 34 (TM 25:155)
P 2FORM JF-57 age

IV. Potential for Assuming Greater Responsibility and Suitability
for Future Government Employment

.

V. Reviewing Officer's Statement .

VI. Employee's Statement

Signature of Rating Officer Signature of Rated Employee

Signature of Reviewing Officer Date Report Completed

VII. Post Review Committee Statement
(To be completed by the Special Post Review Committee or, for State personnel, by the regular Post Review Panel)

Example of Performance: Specific examples have been provided to support the ratings given the employee. (Check for yes; if not.
retum to rater for rewrite.)

Certification: This report has been prepared according to the regulations and contains no inadmissible material

Date Signature(s) of Committee of
Panel Chairperson or members
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CHAPTER 35

FOREIGN SERVICE APPOINTMENTS

35A. Purpose

This Chapter sets forth the policies, responsibilities, requirements and
conditions for the appointment of certain categories of employees in the
Agency's Foreign Service.

35B. Applicability

This Chapter applies all u.S. citizens appointed to the Agency's Foreign
Service except Resident Hires, Senior Foreign Service and executive
employees, Foreign Service Nationals, consultants and experts.

35C. Authorities and References

1. Foreign Assistance Act of 1946, as amended, Section 412, 413.
2. Foreign Service Act of 1980, as amended, Section 302(a), 303,

308(b), 310, 402, 403, 611, 904, 2301.
3. 5 U.S.C. 2108(3), 2302
4. 22 U.S.C. 3941
5. Executive Order 10450, as amended (April 27, 1953)
6. 3 FAM 125.5, Foreign Service Annuitants; 126.6, Civil Service

Annuitants

35D. Responsibilities

1. Administrator, A/AID

a. Approves career appointments of commissioned FS officers.

b. Approves all FS appointments other than those covered by the
FSA, Section 302(a).

c. Prescribes regulations governing FS appointments.

d. Terminates, at any time, the appointment of an employee
serving under a limited appointment.

2. Assistant Administrator, Directorate for Finance and Administration
(AA/FA)

Exercises responsibilities cited in 35Dlb and c, as delegated.

3. Director, Office of Human Resources Development and Management
(FA/HRDM/OD)

1. Exercises responsibilities cited in 3502, as delegated.

2. Approves the reappointment of a former FS career employee.
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35E. Policies

35F.

1. FS appointments will be made without regard to race, sex, color,
age, religion, national origin, handicapping conditions, marital status
or political affiliation.

2. An employee who accepts a limited appointment is entitled, upon
termination of the limited appointment, to be reemployed by the Agency
as provided for by the Agency's policies, procedures and regulations.

3. The appointment is effective on the date the appointee enters on •
duty and is available to perform a federal function.

*Requirements and Conditions for Appointment

a. Age - Applicants must be at least 18 years old and must not have
attained 59 years of age at time of appointment.

b. Citizenship - Appointees must be U.S. citizens at the time of
appointment.

c. Security Clearance - Appointees must meet the security clearance
requirements for critical-sensitive positions.

d. Medical Clearance - Prior to appointment, the Medical Director of •
the Department of State must determine that the employee or applicant
and dependents qualify without limitation for worldwide assignment,
unless in exceptional circumstances this requirement is waived by the
Director, FA/HRDM.

e. Worldwide Availability - Except for noncareer appointments,
appointees must certify their availability for worldwide assignment and
service.

35G. Types of FS Appointments

1. Temporary Appointment

An appointment limited to a period of one year or less.

2. Limited Appointment

An appointment, either as a Career Candidate or Noncareer employee,
of a specified duration from one to five years.

a. Career Candidate

(I) Career Candidate appointments are appropriate for persons
who aspire to a long-term AID Foreign Service career and whose
qualifications meet a continuing requirement.

(2) Appointments initially are for a period not to exceed 45
months, and may be amended not to exceed a total of 60 months. A

* RF.\TISED

•

•
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35G2a(2)

candidate's qualifications for appointment are determined after formal
evaluations of his/her education and experience.

(3) Most Career Candidates are covered by the Foreign Service
Pension System (FSPS).

b. Noncareer Employees

(1) Noncareer appointments are appropriate when the knowledge
or skills required for a particular program or project cannot reasonably
be provided by career employees; when temporary program expansions or
shifts in program emphasis create short-term personnel requirements or,
when development specialists pursuing other careers, such as under
academic appointments, may be available for service abroad only for
limited periods.

(2) Appointments are limited to short-term, specific
operational needs overseas, and may be of variable duration as
established at the time of appointment not to exceed five years.

(3) Most Noncareer employees are covered by the Federal
Employees Retirement System (FERS).

(4) Requests to change from a Noncareer employee to a Career
Candidate should be made by the employee in writing to FA/HRDM/SCD.
Upon determining that a continuing requirement exists, FA/HRDM will
forward the request to the appropriate Selection Panel, which will
review the Noncareer employee's performance, academic background and
experience to determine whether his/her assignments have been comparable
in substance to those expected of a Career Candidate, and whether the
applicant possesses the qualifications to be appointed as a Career
Candidate in the indicated category. If the Panel recommends a change
of status and the Director, FA/HRDM, approves the change, the Noncareer
employee may be given a new limited appointment as a Career Candidate
for at least three years. Service overseas as a Noncareer employee may
be applied toward the 24 months overseas service requirement, but may
not be counted toward satisfaction of the three years service as a
Career Candidate unless the Director, FA/HRDM, approves. Approvals are
restricted to those cases wherein the employee's conversion to Career
Candidate status was dependent upon receipt of adequate medical
clearance and delays with respect to same were not the employee's fault.

3. Career Appointment

a. Presidential Appointments

See Handbook 25, Supplement 41A.

b. Career Candidates (Supplement 358)

See Supplement 35A, Tenuring of Foreign Service Career
Candidates.
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c. Reappointment of Former FS Career Employees •
Former FS career employees, including those formerly employed

by other agencies authorized by law to use the FS personnel system, may C

be reappointed as FS career employees without review by a Tenure Board,
provided that they meet all the requirements and conditions specified
for career appointments. For persons who do not meet the required
FSI-tested foreign language proficiency, they will be given a limited
noncareer appointment. Upon meeting the foreign language proficiency
requirement, they will be reappointed as career employees of AID's
Foreign Service.

d. Tenuring of FS Candidates Initially Appointed Prior to 2/15/81

Such appointees will be reviewed by Tenure Boards and
recommended for conversion to career status in accordance with criteria
in effect at the time of their initial appointment.

35H. Other Employment Mechanisms

1. Reemployment of FS Annuitants

•

a. An FS employee who retired under the FSRDS or FERS and is •
reemployed in any appointive position on a part-time or full-time basis
is entitled to receive the salary of the position in which he/she is
serving plus as much of the annuity as, when combined with salary, does
not exceed during any calendar year the basic salary he/she was entitled
to receive on the date of retirement. If the salary during any calendar
year exceeds the salary at retirement, the employee shall be entitled to
receive the salary of the position in which reemployed, but no annuity
shall be payable. Federal Insurance Contributions Act (FICA) deductions
are withheld from the salary of an FS annuitant reemployed under a type
of appointment which excludes him/her from coverage under the Civil
Service Retirement System.

b. FS employees who retire and are immediately reemployed under a •
limited appointment should discuss with an AID retirement counselor
options to receiving the FS retirement annuity. An employee who accepts
such a limited appointment is not required to sign a waiver of annuity,
but may wish to defer the date when he/she begins to receive the annuity.

2. Employment of Civil Service Annuitants

The salary of a reemployed Civil Service annuitant is reduced by
the amount of annuity allocable to the period of reemployment.
Retirement deductions or FICA are not withheld from the salary.

•
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ATTACHMENT 35-A

Employment Forms

The following forms must be completed at the time of, or prior to, appointment.
The number of copies to be completed is indicated as well as references, where
applicable for policy or procedural purposes, to Agency handbooks.

Forms required for all employees:

Direct- American
Hire, Resident- Family

Form No. Titl e FS/SFS Hire Member

SF-61 Appointment Affidavits 2 2 2

SF-61B Declaration of Appointee 2 2 2

SF-50 Notification of Personnel Action 1 1 1

SF-l71 Application for Federal Employment 3 3 3

CSC-1267 Supplemental Federal Application 3 3 3

SF-86 Security Investigation Data for
Sensitive Position (HB 6, Ch. 1) 6 6 6

SF-87 U.S. OPM Fingerprint Chart 2 2 2

AID 6-85 Foreign Residence Data (HB 6, Ch.1) 6 6 6

AID 610-14 Authority for Release of Information 3 2 2

SF-144 State of Prior Federal Service 2 2 2

DD-214 Military Discharge (if applicable) 1 1 1

SF-189 Classified Information Nondisclosure
Agreement 2 2 2

SF-181 Race and Nattonal Origin Identification 1 1 1
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Forms required for all employees:

Form No.

SF-256

DS-823

SF-1152

N/A

AID 490-2

SF-2809

SF-2817

SF-2823

JF-33

AID 450-1

OF-190

OF-106

SF-278

N/A

•



/
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ATTACHMENT 35-8

CERTIFICATION OF WAIVER -- FOREIGN SERVICE ANNUITY

On , I will retire from the Foreign Service of the
United States and I am eligible for an immediate annuity payable from the
Foreign Service retirement system.

I am accepting a limited Foreign Service appointment on
__________----- for a period not to exceed (days/months). For
purposes of that appointment, under the authority of the Foreign Service Act
of 1980, as amended, Section 308(b), I hereby waive the payment of my Foreign
Service annuity for the period of time I will serve under this limited FS
appointment.

(Date)
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SUPPLEMENT 35A

TENURING OF FOREIGN SERVICE CAREER CANDIDATES

1. Purpose

This supplement sets forth procedures for the tenuring of career
candidates at the FPL-01 level and below. It specifies the composition
and functions of the AID Foreign Service Tenure Board, precepts for the
Board and the use of evaluation reports for tenuring purposes.

2. Authority

Foreign Service Act of 1980, as amended, Sect 306

3. Policies

a. The Agency's decision whether or not to offer an FS career
candidate tenure shall be based on recommendations by the Tenure Board.
The sole criterion for a positive tenuring recommendation is the
candidate's demonstrated potential, assuming normal career growth and
development, to serve effectively as an AID career FS officer over a
normal career span, with promotion potential to Class FS-01 or the
highest class attainable within the limitations imposed by the
candidate's specialized occupational back-stop (see Attachment A to
Supplement 35A).

b. No numerical limit will be placed on the number of positive
tenuring recommendations by the Tenure Board; candidates' records will
be reviewed for individual merits.

c. Candidates recommended for non-tenure by the Tenure Board shall
have their candidacy terminated and, if AID has no further need for
their services, shall be separated from the Agency.

d. The Tenure Board shall make its initial review of a career
candidate as soon as practicable after he/she has met tenuring
eligibility requirements (see 5a). The Board may recommend continuation
of a candidate's trial period and subsequent review(s) .. In unusual
circumstances, such as the unavoidable absence of an evaluation report,
recent assumption of new duties or other conditions that would make
Board review impracticable, the candidate may request that his/her
review be deferred until a succeeding Board session. Also, if unusual
circumstances exist, the Director, Office of Human Resources Development
and Management, may defer a candidate's review. A deferral requested by
a candidate may take place only with Agency concurrence, but in no case
will deferral itself lead to the extension of a limited appointment.
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4. Responsibilities •

5.

a. Administrator

(I) Appoints members to the Tenure Board.

(2) Terminates appointment to the Board to meet the needs of the
Service (e.g., transfer, retirement, etc.)

b. Director, Office of Human Resources Development and Management
(FA/HRDM)

(I) Decides whether to defer review of a career candidate if there
are unusual circumstances.

(2) Certifies candidates for tenuring review.

(3) Reviews Tenure Board recommendations and takes appropriate
action.

(4) Reviews Board recommendations and records to make certain they
are in accordance with precepts.

c. Office of Human Resources Development and Management, FA/HRDM

(I) FA/HRDM/SCD or FA/HRDM/EM, as appropriate, advises bureaus and
offices of the names of candidates to be reviewed by an upcoming Tenure
Board.

(2) FA/HRDM/PMES/PM provides administrative support to Tenure
Boards.

d. Employee

Requests deferment of tenuring review if unusual circumstances
would make a Board review impracticable.

Procedures

a. Tenuring Review Eligibility Requirements

(I) General Requirements

Except as noted in 5a(2}, a career candidate must meet all of
the following requirements to be certified for tenuring review:

(a) must have been a career candidate in the AID Foreign
Service for at least three years prior to the review1;

•

•

•

•
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(b) must have served as a careller candidate or noncareer
appointee overseas for at least 24 months 1 ;

(c) must satisfy other conditions regarding appointment and
tenuring eligibility, e.g., received adequate medical clearance(s),
passed background checks and received security clearance(s), made a
certification as to availability for worldwide service (see Handbook 25,
Chapter 35);

(d) must possess foreign language proficiency levels [see
5a(2)];

(e) must be certified that there is a continuing need for his
or her services as evidenced by possession of skills (as determined by
the candidate's current AOSC, education and experience) required by the
Agency in an occupational category which is not surplus.

(2) Foreign Language Proficiency

(a) A career candidate must demonstrate foreign language
capability to be certified for tenuring review. The following career
candidates are excepted from the requirement to meet proficiency in a
foreign language prior to tenuring:

BS-08 (Auditors and Investigators)
General Clerical and Administrative Series 0301.93 and .94
Miscellaneous Clerical and Administrative Series 0303.01
and .06
Secretary Series 0318.01 and .03.

(b) The Director, FA/HRDM, in exceptional cases, may certify
a candidate for review who has not yet met his/her language proficiency
requirements. In such cases, the Board may render a favorable
recommendation, conditioned on subsequent achievement of the prescribed
language rating.

(c) Tenuring action may not be initiated until the required
language rating is achieved. If satisfactory progress is not made by a
candidate subsequent to the Board's recommendation and/or the prescribed
language proficiency rating is not achieved within a period of time as
prescribed by FA/HRDM, the Agency may terminate the candidate's
appointment.

1/ Career candidates who previously served as Section 631(b) appointees may
not include service under such appointments to satisfy the three-year
requirement, but they may include 631(b) time served overseas towards
satisfaction of the 24-month requirement. No service shall be included which
is prior to 10 years before the candidate is to be considered by the Tenure
Board.
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b. Candidate Appraisals and Review

(1) Performance Appraisals

The performance and potential of career candidates are
evaluated in accordance with the schedule, procedures and current
appraisal form for FS employees. The rating and reviewing officers'
appraisals of a candidate should fully describe the candidate's
performance and assess his/her demonstrated potential, assuming normal
career growth and development, to effectively perform as an AID career
FS officer, and comment on whether the candidate should be granted
career status and/or whether additional probationary service is
appropriate.

For a candidate scheduled for review by the Tenure Board, FA/HRDM may
request an interim performance appraisal for any undocumented period of
performance in excess of 60 days.

(2) Performance Review Materials

•
Besides performance evaluation reports, other materials used

to evaluate career candidates may include commendations, awards,
reprimands and any other material used by Selection Boards to evaluate
career members in connection with annual performance evaluations. All •
evaluation materials will remain a permanent part of the individual's
official performance evaluation file.

c. Tenure Board Reviews

Boards will be convened at least twice a year. The Board will
review the files of candidates who meet eligibility requirements at
least 60 days before the date on which the Board is to be convened. If
a candidate is not reviewed at the first appropriate Board session,
he/she will be reviewed as soon as practicable.

d. Tenure Board Appointment

Prior to appointment, a list of officers being considered for
appointment to the Board shall be submitted to the exclusive employee
representative which will have 10 days to comment. Comments will not be
binding upon final appointment(s).

e. Tenure Board Functions

•
(1) Composition and Service

(a) . The Board shall consist of four members of the AID
Foreign Service, two of whom may be retired, holding the personal rank
of at least FS-Ol and one employee of a foreign affairs agency other •
than AID, or, in lieu thereof, a public member who was not formerly a
career member of the AID Foreign Service. The Chairperson shall be the
ranking active FS member of the Board. The Board shall include



/

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 25 25:155 Apri 1 23, 1984 35A-5

minority and female representation whenever possible. FS members shall
represent and/or be knowledgeable of the various functional clusters
(program direction, program operations and management, program support
and administrative).

(b) FS members shall serve for a two-year term. The non-AID
member will serve for two years and may be replaced by another non-AID
member, if necessary, to complete an unexpired term.

(2) Responsibilities

The Board reviews, with guidance provided by the regulations
and precepts in Attachment A to Supplement 35A, the official performance
files of candidates certified to it for consideration. The Board shall
make recommendations regarding the continued candidacy or tenuring of
all such candidates. If an extension of the probationary period is
recommended, the Board will prepare an appropriate guidance statement to
inform the candidate of the performance areas requiring improvement or
additional assessment. Concurrence of the majority of the Board members
is required for all Board determinations. No action unfavorable to a
candidate may be taken without consideration of his/her file by all
Board members.

The Board also may provide observations to the Director, FA/HRDM, on the
operation of the tenuring process and the Board's precepts and
procedures with such recommendations as it may wish to make. The
Board's report shall be submitted to the Director, FA/HRDM, at the
conclusion of each review session.

(3) Recommendations

At the conclusion of its review(s) the Board shall, as
appropriate, recommend to the Director, FA/HRDM, that the candidate(s):

--be appointed as a career member of the AID Foreign Service;

--not be appointed as a career member of the AID Foreign
Service;

--serve for a longer probationary period and be considered by
a subsequent Board at least 60 days prior to the expiration of the
candidate's limited appointment. The Board may request supplemental
evaluative materials for a second review.

f. Action by the Director, FA/HRDM

(1) Upon receipt of the Tenure Board's recommendations, the
Director, FA/HRDM, shall review the lists of evaluated candidates and
the records of Board proceedings to ensure that Board actions and
recommendations are in accordance with precepts. If it appears the
precepts may have been violated, the Director, FA/HRDM, shall discuss
such violations with the Board Chairperson. If substantive violations
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of the precepts or significant technical errors are discovered, the
Chairperson shall reconvene the Board to address the issues raised. If
the Board wishes to modify its recommendations, the changed list(s)
shall be submitted to the Director, FA/HRDM. Otherwise, the original
Board recommendations shall be resubmitted.

(2) Following receipt or resubmittal of Board recommendations, the
Director, FA/HRDM, will take action as follows:

•
(a) For candidates not recommended for appointment: Terminate

candidacy and, if AID has no further need for their services, separate •
them from the Agency.

(b) For candidates recommended to serve a longer period of
candidacy: Provide each candidate with guidance statements prepared by
the Board and advise him/her when their candidacy will be again
reviewed. The candidate's limited appointment may not, however, be
extended or renewed. The Director, FA/HRDM, shall coordinate with
candidates' organizational units to make certain that appropriate
evaluation reports are prepared in time for subsequent Board review.

(c) For candidates recommended for career appointment: Review
each candidate's file and consult with appropriate offices to determine
if he/she has been or currently is the subject of an investigation,
administrative action or proceeding relating to matters covered by 3 FAM
622, Suitability Guidelines for Appointment and Continued Employment.
For candidates who have not been the subjects of such investigations,
actions or proceedings, or who have been the subject of same but have
been exonerated, the Director, FA/HRDM, shall initiate actions to effect
such candidates' appointments as career officers in the Service.

If there are any unresolved or pending investigations, actions or
proceedings of such type, the Director, FA/HRDM shall set aside the
Tenure Board recommendation regarding the concerned individual(s) until
completion or resolution of such investigations or proceedings. A set
aside will not, however, have .any effect to lengthen the individual's
limited appointment.

If the Director, FA/HRDM, concludes that the candidate was exonerated or
that the Board's recommendation for tenuring is nevertheless
sustainable, the Director shall initiate appropriate action to effect
the candidate's appointment as an AID career FS employee.

If an adverse decision is of a significant nature, the Director,
FA/HRDM, can delay the candidate's tenuring for up to one year or
terminate that individual's career candidacy. A delay would not have
any impact on the individual's appointment since such a limited
appointment may not be extended or renewed. If the individual's career
candidacy is terminated and AID has no further need for the candidate's
services, he/she will be separated from the Agency.

•

•

•
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ATTACHMENT A TO SUPPLEMENT 35A

PRECEPTS FOR AID's FOREIGN SERVICE TENURE BOARD

1. Operations of the Board

The determination whether or not to offer a Career Candidate tenure in
AID's career Foreign Service shall be decided by the Director, Office of
Human Resources Development and Management (FA/HRDM), based upon
recommendations of the Tenure Board. The Board shall be organized and
shall carry out its responsibilities in accordance with the provisions
of Supplement 35A, as supplemented by these precepts. Within the scope
of these regulations and precepts, the Board shall establish such
internal operating procedures as necessary to fulfill its
responsibilities. The Board shall review the performance evaluation
file of each Career Candidate referred to it, evaluate the candidate's
fitness and aptitude for the work of the AID Foreign Service, and make a
recommendation to the Director, FA/HRDM, regarding the tenuring of each
candidate.

2. Basis for a Board Recommendation

a. General Framework. The sole criterion for a positive tenuring
recommendation shall be the candidate's demonstrated potential, assuming
normal growth and career development, to serve effectively as an AID
Foreign Service (FS) officer over a normal career span, with potential
for promotion to class FS-l, or to the highest class below FS-l
attainable within the limitations imposed by the candidate's specialized
occupational backstop.

b. Equality of Consideration. The Board shall consider all candidates
solely on merit with absolute fairness and justice. In particular, the
Board shall not disadvantage any candidate directly or indirectly for
reasons of race, color, religion, sex, age, or national origin. This
responsibility requires that the Board not only equitably weigh the
performance data on the individual, but also discount any apparent
biases or unfairness, either conscious or unconscious, in the material
being reviewed. The performance rating process must be insulated from
irrelevant or improper influences. Stereotypes, group assumptions, and
sexist or ethnic comments must not affect evaluations.

If the Board discerns an indication of unfairness in a performance file
for any reason, it shall discount the statement or implications and
refer the matter to the Director, FA/HRDM, for correction of the file,
as appropriate.

c. Assignments. Different assignment patterns inevitably present
candidates with varying opportunities to demonstrate the qualities
important to the Board's judgments. All candidates, regardless of
specialization, area of assignment or diversity of experience, should
receive equal consideration.
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d. Demonstrated Skills. There are five areas of skills important for
successful performance in AID's Foreign Service. These areas, along
with functional abilities and shortcomings (Section 2e), will be
reviewed as the sole basis for the Board's assessment of a candidate's
potential for development and performance. No candidate can be expected
to have displayed abilities in all of these skill areas and their
subgroups; thus the Board should avoid making negative assumptions
regarding skills that the candidate has had no practical opportunity to
demonstrate. The Board should, however, heed documented evidence that
the candidate displays shortcomings or deficiencies in these skills to
an extent that development of satisfactory competence in anyone of the
five broad skill areas appears doubtful. The Board should give positive •
consideration to evidence that early weaknesses in these skills and
their subgroups have been or are being overcome.

The five skills areas and their sub-elements to help guide the Board are:

(I) Substantive Knowledge and Skills

(a) Preparation: The extent to which the employee exhibits a
grasp of professional, technical and administrative knowledge necessary
for superior performance in the area or function of career concentration.

(b) Application: Ability to apply professional, technical and •
administrative knowledge and skills effectively in the achievement of
organizational and program objectives.

(c) Standing: Ability to elicit the respect and cooperation
of others in the member's professional or technical field.

(d) Adaptation: Capacity for adaptation of professional and
technical concepts and approaches to differing political and economic
conditions.

(e) Perspective: Ability to place professional and technical
concerns in proper perspective vis-a-vis other considerations that
affect Agency plans and programs.

(f) Communication: Ability to present professional and
technical concepts so as to be clearly understood by persons of
different education and background.

(2) leadership

(a) Presence: The employee's self-presentation, determination,
energy and self-confidence.

(b) Effective Oral Communication: The ability to speak
clearly, sensibly, and persuasively in groups and in direct
conversation, in foreign languages as well as English.

•

•
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(c) Foresight: The ability to anticipate problems and to plan
or initiate actions accordingly.

(d) Positiveness: Confidence in oneself and one's goals
despite setbacks and disappointments and the ability to instill or
encourage by example similar qualities in others.

(e) Negotiating Skill: The ability to present and defend a
set of interests in developing an agreement or settling a dispute. This
skill includes a capacity to perceive alternative courses that will
satisfy one's own requirements, but will offer greater acceptability to
others.

(3) Managerial Skills

(a) Concern for Influence: Demonstrated aptitude for guiding
others and skill in influencing events through the action of others.

(b) Objectivity of Purpose: The placement of job goals and
responsibilities above personal interests or the desire to simply
accommodate associates or subordinates.

(c) Self Control: The ability to contain impulsive emotional
behavior.

(d) Achievement Orientation: Interest in achievement, in
fostering institutional improvements, in producing highest return at
lowest cost, in seeing that resources are used so as to accomplish
planned objectives.

(e) Operational Effectiveness: Reliability in getting a job
done efficiently, on time and with mastery of all essential details.

(4) Intellectual Skills

(a) Conceptual Ability: The ability to organize data sensibly
and translate it into practical implications and to establish rational
priorities.

(b) Logical Thinking: The ability to reach sound conclusions
from explicit assumptions and to communicate the reasons clearly and
rationally.

(c) Judgment: The ability to discern relationships of
authority in varying contexts; understanding the effective range and use
of one's own authority and position to further a desired goal, including
the skill to challenge superiors effectively, if necessary.

(d) Skill in Written Communication: Ability to write clearly
and correctly.
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(e) Language Skills: Ability and motivation to learn foreign
languages as a tool for more effective performance of one's duties.
Demonstrated ability to communicate effectively in foreign languages.

(f) Cultural Sensitivity: The ability to acquire, understand
and interpret clearly the relevant information regarding another
society, its values and its institutional processes, and relate such
information to American interests and objectives.

(5) Interpersonal Skills

(a) Equal Employment Opportunity Sensitivity: Commitment to •
the principles of fair treatment and equality of opportunity in dealings
with all persons as a fundamental aspect of good management. Also,
possessing an understanding of equal employment opportunity and the role
of the Agency's Affirmative Action Plan in contributing to its equal
opportunity goals and objectives.

(b) Social Sensitivity: The disposition and ability to
solicit and understand the points of view of others and to respond in a
manner that will gain their cooperation.

(c) Training Skill: The ability to train and guide others,
including host country nationals, by fostering initiative and •
responsibility.

(d) Counseling Skill: The ability to win the confidence of
others and to listen and make realistic and supportive recommendations.

(e) Relations: Creating and maintaining successful relations
with AID staff, officials of the host country and other agencies'
representatives as a means of advancing AID objectives and programs.

e. Functional Abilities and Shortcomings

(1) In reviewing a candidate's performance and evaluating the
individual's fitness, aptitude and potential as an officer in the AID •
career Foreign Service, the Board also should be alert to a candidate's
demonstrated strengths or weaknesses with respect to specific functions
which are important in the AID development context, as follows:

(a) understanding the political, social and economic context
of AID activities at both the macro- and micro-levels, particularly as
related to the candidate's functional backstop;

(b) ability to function effectively within AID Mission and
AID/W environments;

(c) capacity to translate development issues and needs into
program strategies, plans and documentation leading to program or •
project approval;
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(d) effectiveness in pursuing program implementation,
monitoring and eval~ation actions, including (as appropriate)
negotiations, planning, contracting, logistics management,
administrative support, reporting, and project and portfolio control.

(2) The Board should also be alert to deficiencies such as noted
below. To the extent such deficiencies are documented in the
candidate's performance file, they should be weighed against a tenuring
recommendation and may, of themselves, be grounds for recommending that
a candidate not be tenured:

(a) reluctance to accept responsibility;

(b) failure to carry out properly assigned tasks within a
reasonable time;

(c) low productivity or work poorly done;

(d) lack of adaptability;

(e) refusal to accept or carry out legitimate directives from
properly authorized officials;

(f) inability to work fairly and cooperatively with
supervisors, colleagues, subordinates, or foreign counterparts;

(g) ineffectiveness in managing subordinates, indifference,
delinquency or lack of honesty in preparing evaluation reports on
subordinates;

(h) lack of courage and reliability under conditions of
hardship and danger;

(i) lack of understanding and/or sensitivity for the
trad1tions, feeling and aspirations of host countries, their
institutions and peoples.

3. Board Procedures and Actions

a. Information to be Considered

(1) The Board shall base its decisions only on material properly
part of the candidate's performance evaluation file. Notwithstanding, a
Board may seek additional insights into a Rating Officer's evaluation
style by reviewing other evaluations prepared by that Rating Officer.

(2) The Board shall ignore any information in the file that is
inadmissible. Such information shall not be the subject of discussion
or a basis for the Board's decisions.

(3) Medical problems, personal and physical characteristics shall
not be considered unless they affect performance or potential.



•

•

Page No. Effective Date Trans. Memo. No.
35A-A6 April 23, 1984 25:155 AID HANDBOOK 25

(4) Board members shall neither seek nor receive any information
on candidates other than that properly included in the performance file.

(5) A Board member shall not bring to the Board's attention
personal knowledge of a candidate except for information relevant to the
candidate's performance or potential and then only by means of a signed
memorandum. A copy of the memorandum shall be forwarded promptly, by
cable if necessary, to permit the candidate to comment on it before the
Board completes its review, but such completion shall not be delayed for
more than 10 days pending receipt of the memorandum by the candidate.

(6) Board members shall be provided with: .

--a set of these tenuring regulations;
--each candidate's performance evaluation file;
--instructions for the preparation of the Employee

Evaluation Report (AID form 420-4);
--a copy of the Foreign Service Act of 1980;
--a dictionary.

b. Counseling Statements

For a candidate who is to be extended and considered again by a
subsequent Board, the current Board shall prepare a written guidance •
statement identifying skill and other areas in which he/she should
direct efforts to improve. Similar statements also shall be prepared
for candidates who are recommended for termination, to include reasons
for such recommendations. Any such statements shall be given only to
the candidate in question and the candidate's designated career
counselor If it wishes, the Board also may prepare written statements
for the guidance of any other candidate.

c. Submission of Findings and Recommendations

Following completion of its actions, the Board shall prepare a
report of findings for the Director, FA/HRDM, under cover of a
transmittal letter signed by the Board Chairperson. The Director may •
accept the Board's findings or return them for review where there are
questions or concerns regarding procedures followed and/or violations of
the precepts.

In addition, the Board may prepare the following reports and/or
recommendations:

(1) A list of rating and reviewing officers who merit commendation
oi criticism for the evaluation reports they prepared. In each case
where an officer is criticized, the Board must prepare a written
statement citing deficiencies. The statement will be sent to the
officer and a copy placed in the individual's performance evaluation
file.

(2) Recommendations for training, future assignment or particular
aspects of counseling for any candidate under review. •



Trans. Hemo. No. Effective Date Page No.
AID HANDBOOK 25 25:155 April 23, 1984 35A-A7

d. Oath of Office

Each Board member will execute the following oath of office and
adhere to the precepts:

"I , do solemnly swear (or affirm) that I
will, without prejudice or partiality, perform the duties of the
AID Foreign Service Tenure Board faithfully and to the best of my
ability; that I will adhere to the precepts; that I will apply the
precepts and criteria without prejudice or partiality; and, that I
will not reveal to unauthorized personnel any information concerning
the personnel records used or the deliberations, findings, and
recommendations of the Board (so help me God)."

Failure to observe these instructions may result in disciplinary action
or penalties as prescribed by the Privacy Act. Board members should
report to the Director, FA/HRDM, any attempt to provide them information
not authorized by the precepts.

4. Administrative Support

FA/HRDM/PMES/PM will guide the Board in the technical procedures and
actions to be followed. The Board will address all queries regarding
its work only to those staffs.
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SUPPLEMENT 358

MEDICAL CLEARANCES AND WAIVERS AT THE TIME OF APPOINTMENT
TO AND TENURING IN THE AID FOREIGN SERVICE

1. Purpose

This supplement sets forth medical clearance requirements and describes
situations under which certain kinds of waivers may be considered at the
time of initial appointment and prior to granting career status to
Career Candidates.

2. Applicability

This supplement applies to appointments of Career Candidates or
Noncareer employees in the AID Foreign Service personnel category, the
AID Senior Foreign Service, and executive appointments under the Foreign
Assistance Act, Section 631(b). It does not apply to Resident Hire,
Foreign Service National or Consultant and Expert appointments.

Physical Standards for Appointment

General and specific physical standards are developed, amended and
administered by the Director, Office of Medical Services, Department of
State (MIMED).

4. Medical Clearance Waivers

There are instances wherein applicants for employment in the AID Foreign
Service or their dependents may not meet established standards but such
applicants may have skills required by the Agency and may, with limited
assignment possibilities, still have the potential for a successful FS
career, or have a temporary medical condition that may be corrected
within a specified period of time to allow for unlimited worldwide
service.

5. Types of Waivers

a. Permanent Medical Waiver

A permanent medical waiver based on the recommendation of the
Medical Review Committee (MRC) may be granted by the Director, Office of
Human Resources Development and Management (FA/HRDM), when the medical
condition of a Career Candidate or applicant, or dependent(s) of either,
is such that assignment limitations do not exclude more than 49% of AID
overseas posts relevant to the Candidate's or applicant's occupational
specialty, and the Career Candidate or applicant's knowledge and skills
are in a shortage category and deemed crucial to the accomplishment of
Agency programs.
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b. Temporary Medical Waiver

For initial appointment as a Career Candidate, there may be
situations wherein a medical condition that normally would be grounds
for disqualification of an applicant may be temporary in nature, e.g.,
pregnancy of the applicant or an applicant's spouse, which prevents
completion of a physical examination.

For example, in case of pregnancy, a temporary medical waiver based on
the MRC's recommendation may be appropriate when no other medical
condition or complications are evident. Such a waiver, however, shall
be conditioned, i.e., if neither a full clearance(s) nor a permanent
medical waiver(s) is granted to the individual following the pregnancy,
the candidate may not be given a career appointment when subsequently
reviewed by a Tenure Board.

If an applicant whose condition or whose dependent's condition of
pregnancy is further complicated by a medical condition coexisting with
the pregnancy that might preclude medical clearance after the birth of
the child, an applicant may be considered for a temporary waiver but, if
granted, will be offered a Noncareer appointment. If such a medical
condition is resolved or improves at a later date to the point wherein
an in-service medical waiver is granted, the Noncareer employee may be
offered a new limited appointment as a Career Candidate if he/she meets
the requirements and conditions for appointment.

In either case, M/MED must be informed that until full medical clearance
is attained or a permanent medical waiver is given, all subsequent
medical examinations must be treated as though the employee or
dependents were being examined for initial appointment -- not under the
different criteria applied in the case of "in-service" examinations.

6. AID Medical Review Committee

•

•

•
The MRC reviews all cases referred to it and makes recommendations to
the Director, FA/HRDM, for medical waivers on the merits of each case.
The MRC is composed of five direct-hire employees appointed by the •
Director. M/MED provides a medical officer to serve as a
consultant/technical advisor to the MRC (Attachment A to Supplement 35B).

7. Timing of MRC Actions

The MRC reviews cases of possible waivers of unlimited medical clearance
usually when an individual is an applicant for initial appointment in
the AID Foreign Service and when a Career Candidate is to be considered
by a Tenure Board for tenuring as a career employee.

•
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ATTACHMENT A TO SUPPLEMENT 358

GUIDELINES FOR THE MEDICAL REVIEW COMMITTEE

The Medical Review Committee (MRC) evaluates and recommends to the Director,
FA/HRDM, whether applicants for employment in the Foreign Service have the
potential to be successful Foreign Service (FS) employees, even though the
applicants or their dependents failed to meet established physical standards.

The appropriate Placement Officer, FA/HRDM/SCD, provides applicants' official
personnel files or records to the MRC, and obtains from the applicants or
dependents written permission to review and discuss with a medical doctor from
the Office of Medical Services, Department of State, (M/MED) why the
applicants or dependents failed to meet physical standards.

Criteria the MRC will consider in conducting its review of an applicant or
dependent includes:

1. Whether an existing medical condition:

--is static and not progressive in nature;

--may preclude availability for assignment to a wide variety of
posts or, at least, 51% of AID posts relevant to applicant's
occupational specialty;

--will constitute significant risk to the life or limb of the
applicant or dependent or a significant risk to the life or limb of a
fellowemployee(s);

--will result in excessive medical costs for treatment and/or
special or emergency travel for medical treatment;

--will result in significant periods of absence from duty.

2. Whether the knowledge and skills of the applicant are critical and
in a shortage category.



(

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 25 25: 150 Nov. 1, 1989 36-1

CHAPTER 36

FOREIGN SERVICE ASSIGNMENTS AND TOURS OF DUTY

36A. Purpose

This chapter provides the policies, authorities, regulations and
procedures for assignments and tours of duty for U.S. citizen employees
of the AID Forei gn servi ce.

36B. Applicability

This chapter applies to all AID U.S. direct-hire Foreign service (FS)
employees except those assigned to Executive Level (Ch. 39) and
Resident-Hire (Ch. 34) positions, and direct-hire FS employees of the
Office of Inspector General. The latter shall be governed by
regulations and procedures for assignments and tours of duty as may be
promulgated by the Inspector General under applicable authority.

36C. Authority

Foreign Service Act of 1980, as amended, sec. 105, 502, 503,504, 505.

36D. Definitions

1. Completion of Assignment Report (COAR). A completed COAR (AID
4-253) 1 s the baslc source of lnformab on for p1 anning subsequent
assignments for FS employees assigned to positions in the United States
or in an overseas post.

2. Danger Pay Post. An overseas post that has civil insurrection,
civil war, terrorlsm or wartime conditions that threaten physical harm
or imminent danger to the health or well-being of employees.

3. Direct transfer. The reassignment of an FS employee from a post in
one country to a post in another country or to the Uni ted Sta tes after
completing 24 ,months service with deferred home leave.

4. Excursion tour. The assignment of an FS employee to a position in
a field other than his/her speciality to broaden the experience and
perspective of the employee.

5. Midtour transfer. The reassignment of an FS employee from a post
in one country to a post in another country or to the United States
prior to completion of a prescribed tour of duty.
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6. Rotation assignment. The assignment of an FS employee to the
United States.

7. Tandem AID Foreign Service couple. A married couple one of whom is
an employee of AID and the other an employee of AID or any other U.S.
foreign affairs agency.

36E. Policies

1. FS assignments will be made without regard to race, sex, color,
age, religion, national origin, handicapping conditions, marital status
or political affiliation.

2. AID FS career and career-candidate employees are required, as a
condition of initial and continuing employment, to accept assignments on
a worldwide basis at the discretion of the Agency for such periods of
time as required by the Agency. Failure to accept an assignment may be
cause for separation.

3. When considering Assignment Board recommendations, the Director,
Office of Personnel Management (PFM/PM), or designee, will consider
Agency needs, as well as a FS employee's assignment preferences,
experiences, skills and abilities, career interest, language
proficiencies, and health limitations, including that of individuals in
the FS employee's family.

4. FS employees will serve two consecutive tours in one country,
unless the post of assignment is designated as a one-tour post. After
two consecutive tours in the same country, employees will be assigned to
another country unless there is a strong justification for a third-tour
assignment to the same country. An employee is eligible for a rotation
assignment to the United States after a minimum of two tours overseas.
Exceptions based on compassionate or compelling reasons may be approved
by the Chief, Foreign Service Personnel Division (PFM/PM/FSP), or
designee.

5. Foreign language competency is not a justification for retaining an
employee beyond eight years in a geographic bureau, or beyond two tours
of duty at a given post, except in special circumstances. Exceptions
must be approved by the Director, PFM/PM, or designee. Exceptions
usually will be made only for language-designated positions (LOP) and
incumbents who have language competency at the S-3/R-3 level or above
when potential language-qualified replacements are not available or
cannot be expected to acquire the LOP proficiency within the required
time peri ode

•

•

•

•

•
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6. FS employees will serve in two or more geographic areas in two-tour
and one-tour posts during their AID Foreign Service career.

7. FS employees must serve one tour of duty in the United States
during each 15 years they are in the Service. An employee may not be
assigned to duty in the United States for any period of continuous
service exceeding eight years, except for special circumstances.
Exceptions must be approved by the AA/PFM.

8. FS employees may not be assigned to continuous duty overseas for
more than eight years, except for urgent Agency program needs.
Exceptions must be approved by the Director, PFM/PM, or designee.

9. FS employees usually will be assigned to positions classified at
the individual·s personal rank or to positions classified one grade
higher or lower than the individual·s personal rank. Assignments to
positions two or more grades above or below the individual's personal
rank are exceptions and require justification and approval by the
Director, PFM/PM, or designee. Employees serving in secretarial and
executive assistant functions are exempted from the one-grade spread
limitation.

10. Midtour transfers generally will not be made. Requests for such
transfers must be justified by urgent Agency program needs or
compassionate reasons.

11. The Agency may assign, when practical, both members of an AID
tandem FS couple to the same overseas mission in positions appropriate
to each employee·s class level and qualifications. If this is not
feasible, the two employees will be assigned to different posts, or one
employee will be granted leave without pay (LWOP) for one tour. The
employees will be counseled on possible assignment alternatives. (For
information on how LWOP could have an adverse effect on a career
candidate meeting the length of service necessary for tenuring, see HB
25, Ch. 5; HB 27, Ch. 7.)

When appropriate from the standpoint of the Agency and the tandem
couple, consideration will be given to assigning one employee to a
part-time position when full time positions are not available for both
employees (in such cases, HB 25, Ch. 26 will apply). Members of the
same family may not be assi gned in a supervisory-subordinate
relationship, and generally should not be assigned in the same working
unit of an organization.
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•

•
12. When a tHssion Director or Deputy Mission Director, or other head
or deputy head of a major AID overseas organization is part of a tandem
FS couple, his/her spouse may be employed in the same organization
provided the spouse is not supervised nor performance rated or reviewed
by hlmlher. The assignment in each case will be considered on its own
merits and must be approved by the Director, M/PM, or designee.

13. An FS employee being considered for an assignment to a LOP for
which he/she meets the foreign language, technical/professional and
grade level qualifications, usually will be assigned to that LOP in
preference to an employee competi ng for the positi on who meets all
qualifications except for language.

14. When an employee without the required foreign language competence
is assigned to an LOP, he/she will be assigned to language training
prior to travel to post.

15. FS employees on rotation to AID/W should be assigned to positions
designated and classified as FS positions. However, FS employees may be •
assigned to any vacant position.

16. An FS employee shall be required to repay the cost(s) of home leave
for him/herself and dependents if the employee voluntarily separates or
retires prior to completing at least six months of an assignment in the
United States; of an overseas tour that begins or resumes upon
completing home leave; or a combination of overseas and U.S. service, if
applicable.

36F. Responsibilities

1. The Administrator (A/AID)

a. Assigns an AID FS employee:

- to any established FS position in AID/W or abroad (including
Seni or Forei gn. Servi ce posi ti ons);

- to a non-FS (including Senior Executive Service) position in
AID/W;

- with the concurrence of the agency, organization or other
body concerned, to that agency, international organization,
international commission or other international body; to a domestic or
international trade, labor, agricultural, scientific or other
conference, congress or gathering; to special instruction, training or

•

•
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36Fla

orientation at or with a pUblic or private organization; or to a state
or local government, a pUblic or private nonprofit organization
(including an educational institution in the United States or in any
territory or possession of the United States or in the Commonwealth of
Puerto Rico), or to a Member or office of the U.S. Congress.

b. Extends a detail to other agencies and international
organizations and bodies beyond four years of continuous service because
of special circumstances, not to exceed an aggregate of eight years.

2. The Assistant Administrator for Personnel/Financial Management
(AA/PFM)

a. Exercises responsibilities cited in 36Fla and b, as delegated.

b. Approves extensions of AID/W assignments beyond eight years.

3. The Director, Office of Personnel Management (PFM/PM/OD)

a. Exercises responsibilities cited in 36Fla and b, as delegated.

b. Directs the assignment of an FS employee.

c. Approves direct transfers based on Agency program needs or
compassionate reasons.

4. Chief, Foreign Service Personnel Division (PFM/PM/FSP)

a. Exercises responsibilities cited in 36Fla, as delegated.

b. Approves or disapproves requests for shortening tours of duty
or lengthening tours of duty in excess of three months.

c. Convenes Foreign Service Assignment Boards.

d. Verifies and prepares annual lists of AID FS positions
expected to be vacant during the next assignment cycle.

e. Serves as Chairperson and a voting member of Assignment Boards.

f. Advises FS employees of assignment determinations and issues
appropri ate travel au thorizati ons.
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5. Foreign Service Assignment Boards

Assist and support the Director, PFM/PM, or designee, by reviewing
individual cases and recommending to the Director, PFM/PM, or designee,
assignments in accordance with assignment precepts cited in Supp. 36B.

6. Mission Director

Mission Director, or designee, in consultation with the appropriate
AID/W bureau, may approve the shortening of a tour for up to 30 days.

36G. Types of Assignments

1. Initial Assignment in AID/W

a. Career Candidates

•

•

Career Candidates are initially assigned to AID/W for
ori entati on and i niti al professi ona1 (cl assroom and on-the-job) and •
language training. Initial assignments usually will not exceed one year
plus time for language training. Career Candidates requiring less than
six months of orientation and training are assigned directly to an
overseas position. Career candidates requiring more than six months of
orientation and training are assigned to positions within AID/W
ceilings, unless participating in a formal training program for a
specific occupational category. Initial assignments to AID/W of more
than one year, excluding language training, must be approved by the
Director, PFM/PM, or designee.

b. Noncareer Foreign Service Appointees

Noncareer FS appointees are selected to meet special Agency
technical, professional or skills needs, usually of shorter duration
than regular needs. Noncareer appointees have shorter orientation and
initial training periods than Career Candidates, and usually will be
assigned directly overseas.

c. Initial Orientation and Training

Orientation and training programs are designed for Career
Candidates and noncareer appointees by M/PM in collaboration with
appropriate AID/W bureaus and offices to meet overseas position
requirements. .

•
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2. Rotation Assignment

a. Rotation assignments include, but are not limited to,
assignments to AID/W; positions in state or local governments;
international organizations in the United States or nonprofit
institutions (including educational); a Member or office of the U.S.
Congress; long-term training; details to other federal agencies; or the
AID/W reassignment complement.

b. An FS employee may be assigned to any vacant position in the
Agency for which he/she is eligible and qualified.

3. Overseas Assignment

An FS employee may be assigned to any overseas post at the Agency·s
di screti on.

a. Midtour Transfers

Midtour transfers must be justified by urgent Agency program
needs or compassionate reasons, and must be approved by the Director,
PFM/PM, or designee.

b. Direct Transfers

Direct transfers must be justified by urgent Agency program
needs or compassionate reasons, and must be approved by the Director,
PFM/PM, or designee.

4. Excursion Tour Assignment

a. FS employees may seek or be encouraged to serve in fields
other than their assigned occupational specialties. Excursion tours
need not be cleared by a Technical Review Committee, but must be
approved by the Director, PFM/PM, or designee.

b. After completing an excursion tour, an FS employee may return
to hi s/her pri mary occupati onal speci al ty or may conti nue on excursi on
tours. An employee who wants to be permanently assigned to the
occupational category he/she served in during an excursion tour should
inform PFM/PM/FSP of his/her interest so the employee1s file can be
reviewed to detennine if he/she satisfactorily completed the excursion
tour.
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c. PFM/PM/FSP will inform the employee of the decision.
PFM/PM/FSP will identify areas where qualifications are lacking;
employees will be informed. Career Development Officers will provide
guidance to help and FS employee gain the qualifications required for
the occupational specialties in which he/she is interested.

5. Optional Tour of Duty

a. An FS employee who has been assigned to an AID overseas
regional office (e.g., REDSO, ROCAP, RHUDO and ROO) and who has not yet
departed for post may elect an optiunal tour of duty as follows:

(1) for posts authorized R&R, a three-year tour of duty with
two R&RS;

(2) for posts not authorized R&R, two 18-month tours with
home 1eave after the fi rst 18-month tou r.

b. An FS employee must advise PFM/PM/FSP or PFM/PM/EPM, as
appropriate, in advance of arrival at post whether he/she elects the
optional or normal two 24-month tour. An employee who elects option (1)
and 1ater decides to return for a second tour must compl ete a full
two-year tour.

6. Other Assignments

Release of employees for assignments or details to organizations
outsi de AID (e .g., i nternati onal organizati ons, state and local
governments, educational institutions) depends on Agency needs. Each
request will be determined on a case~by-case basis, with consideration
given to career development prospects of the concerned employee.

When outside assignments are contemplated, the following AID HB
provisions will apply:

- to other U.S. agencies: HB 25, Ch. 43.
- to International Organizations: HB 25, Ch. 44.
- to state and local goverl'l11ents and educational institutions: HB
25, Ch. 45.
- to long-term training: HB 28, Ch. 9.

•

•

•

•

•
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(2) An extension of a rotation assignment up to five years
due to medical disquallflcation of the FS employee or dependent(s) must
be approved by the Chief, PFM/PM/FSP, or designee.

(3) An extension of a rotation assignment up to eight years
must be approved by the Dlrector, PFM/PM, or designee.

(4) An extension of a rotation assignment beyond eight years
for any reason must be approved by the AA/M.

5. Reduci ng .a Tour of Duty

a. Overseas

(l) The Chief, PFM/PM/FSP, or designee, in consultation with
the overseas mission and the appropriate AID/W bureau, may approve the
shortening of a tour of duty. Mission Director, or designee, in
consul tati on wi th the appropri ate AID/W bureau, may approve the
shortening of a tour for up to 30 days. (To determine home leave
eligibility and R&R repayment liability if tour of duty is shortened,
see HB 27, Ch. 5)

In reviewing requests for shortened tours~ PFM/PM/FSP will consider:

(a) The need for an FS employee to adjust
arrival/departure dates to coincide with arrival dates of replacements
and school schedules for dependent children. After a 24-month tour
followed by approximately two months of home leave, arrival dates for
each successive tour are pushed forward, placing the employee's
departure/arrival more and more out of line with school schedules.

(b) Abolishment of an FS employee's position for program
reasons and the condition that there is no other suitable position in
the unit to which the affected employee can be assigned.

(c) Impairment of an FS employee's efficiency by
climatic or other environmental conditions that affect the health of the
employee or his/her dependents.

(d) Performance or conduct of an FS employee that has
been documented as less than satisfactory or less than acceptable.
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(e) Special program requirements or personal
circumstances that adversely affect the employee or his/her
dependent(s). If a tour of duty is shortened to less than 24 months
solely for the convenience of the employee or if the employee resigns or
retires prior to completing a full tour of duty, he/she may be liable
for repayment of the costs of home 1eave, R&R and/or separa ti on travel
and transportation. See HB 27, Ch. 5F, and HB 30, Ch.1C.

b. Uni ted Sta tes

An FS employee may be assigned to another overseas post after
less than 36 months in the United States. The shortening of a
rotational tour will be based on special or critical needs for the
employee's service overseas. The timing of such transfers shall be
established following consultation with the office/or other organization
to Which the employee is assigned.

36I. Foreign Service Assignment System

The AID FS assignment system considers program and administrative needs
of the Agency as well as employee preferences and career development
objectives. In general, the system works as follows:

Spring. PFM/PM/FSP verifies and prepares a list of overseas and
AID/W posltions (new and continuing) that must be filled during the next
assignment cycle.

Summer. FS employees eligible for a new assignment during the next
assignment cycle express their preferences for assignment to announced
posi ti ons.

Fall/Winter. Assignment Boards review and recommend to the
Director, PFM/PM, or designee, assignments of eligible FS employees to
vacant positions and positions becoming vacant in the next assignment
cycle. PFM/PM/FSP notifies receiving organizational units and employees
of the new assignments as soon as the Director, PFM/PM, or designee,
makes an assignment decision.

At the appropriate time, FS employees stationed overseas travel to the
United States for home leave and, if applicable, consultation and
training, after which they proceed to their next post of assignment. In
the case of midtour or direct transfers, employees travel directly to
the new post of assignment with, if appropriate, consultation and
training en route in AID/W; home leave is arranged for at a later time •

•

•

•

•

•
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36H. Tours of Duty

1. Genera 1

The Director, PFM/PM, or designee, and the Assistant Administrators
of the geographi c bureaus annually revi ew the tours of duty for each
mission within the respective bureaus. The review and any changes
agreed to will be referred to the Administrator for approval and will be
reflected in PFM/PM's annual cable and AID General Notice on the AID
Foreign Service Assignment System. If there is disagreement between an
AA/PFM and the Director, PFM/PM, or designee, the matter will be
referred to the Administrator for final decision.

2. Overseas

a. Length of Tour

The standard length of a tour of duty overseas is 24 months.
Exceptions are assignments at posts the Secretary of State designates as
danger posts. For danger posts that do not allow dependents to
accompany the FS employee, the 1ength of tour is 18 months. For danger
posts that do allow dependents to accompany the employee, the tour is 24
months, whetfier or not the employee elects to have dependents accompany
him/her.

b. Classification of Overseas Posts

AID posts are classified as one-tour and two-tour posts.

(1) Assignments to one-tour posts are made for one 24-month
tour unless an additional tour is requested by the employee. Extensions
are encouraged. If an employee is assigned to a one-tour post that is
changed to a two-tour post before his/her arrival at post, he/she will
be expected to serve two tours at post. If the designation is changed
to a two-tour post after arrival at post, the employee will have the
option of transferr;ng-ITpon completion of one tour unless Agency needs
dictate otherwise.

(2) Assignments to two-tour posts are made for two 24-month
tours. If an FS employee is assigned to a two-tour post that is changed
to a one-tour post before his/her arrival at post, he/she will have the
option of transferrlng at the end of one tour unless Agency needs
dictate otherwise. If the designation is changed to one-tour after the
employee's arrival at post, he/she will be expected to serve for two
years after the date of the one-tour designation or until originally
scheduled to depart post, whichever date occurs first.
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(3) Whenever a change in designation of a post requires an
adjustment in an FS employee1s tour(s), consideration will be given to
extenuating personal circumstances, such as schooling or heal th problems.

(4) The list of overseas posts by one-tour category is
included in PFM/PM1s annual cable and AID General Notice on the AID
Forei gn Servi ce Assi gnment System.

3. United States

A tour of duty for a rotation assignment is 36 months. Rotation
assignments are made to a position in AID/W but may include assignment
to another federal agency or state or local government, reassi gnment or
training complement, or a combination.

4. Extending a Tour of Duty

a. Overseas

A Mission Director, or designee, may approve the extension of
an FS employee I s tour of duty up to three months wi thout AID/W
approval. The Chief, PFM/PM/FSP, or deslgnee, must be notified prior to
such extension, so that the extension may be taken into consideration in
planning forward assignments and training.

The Chief, PFM/PM/FSP, or designee, with mission recommendation and in
consultation with the appropriate AID/W bureau, may authorize extensions
in excess of three months but not to exceed one year. Such extensions
must be granted before an Assignment Board acts on the employee's next
assignment. Extendlng a tour of duty shall not result in the employee
being assigned continuously overseas for more than three years without
home leave, unless approved by the Administrator, or designee.

b. United States.

The extension of a rotation assignment beyond three years
requires approval at alfferent levels of authority. Requests for
extensions beyond four years must include medical, compassionate or
strong program justification.

(1) An extension of a rotation assignment up to five years
for other than medl ca I rea sons must be approved by the Chi ef,
PFM/PM/FSP, or designee.

•

•

•

•

•
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36J. Foreign Service Assignment Procedures

1. Posi tion Vacancy Lists, Member E1 i gi bi1 i ty

All vacancies covered by the bargaining unit will be identified in
worldwide cables and in AID/W General Notices that will include position
level, backstop and language requirements. This information will be
updated at least four times during the cycle. FS employees will be
provided the information in time to express preferences for positions
for which they are eligible and qualify. Employees who have not
received assignment notification may express preferences based on
periodic updates.

2. Com~etion of Assignment Report

/

36K.

FS employees assigned overseas should use cables to indicate their
preferences for positions and posts, to initiate requests for shortening
or extending tours, and/or to state their intentions to apply for
training. Cables must contain information required on the COAR form
(AID 4-253) and certification that the employee is aware of the cable
content and concurs. Cab1 es should be marked "Personal Informati on."
The COAR form is requi red for employees assi gned to the Uni ted States.

Actions Following Assignment Determinations

1. PFM/PM/FSP informs relevant parties of assignment determinations.

2. Travel authorizations will state one of the following
determinations:

a. Post Determined. PFM/PM/FSP notifies the FS employee's
mission/offlce and authorizes Home Leave/Return to Post, Home Leave and
Transfer, Midtour Transfer, Direct Transfer or Rotation to the United
States, as appropriate. Members will be informed as to the length of
their next assignment and, as appropriate, the intended scheduling of
home leave.

b. Assignment to Complement.
not been made before an FS employee
current assignment, PFM/PM/FSP will
direct transfer, as appropriate, to

If an assignment determination has
is scheduled for departure from a
authorize home leave, midtour or
the reassignment complement.
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36L. Special Assignment Problems

1. When an FS employee is identified as having a special placement
problem, PFM/PM/FSP will determine whether it is performance-related or
caused by other factors. The review will be conducted by the
appropriate Career Development Officer (COO) and will be based on the
employee's personnel file, documented performance history, background
and skill s.

2. If the PFM/PM/FSP review indicates that an FS employee is in an
occupational skills category surplus to current Agency needs, the COO
will counsel the employee with regard to the nature of the placement
problem, prospects for assignments and possible actions that might be
taken to alleviate or resolve the problem. Courses of action may
include:

- consideration of an excursion tour to gain professional or
technical skills necessary to change the employee's field of specialty;

- a combination of self-study or on-the-job and formal training to
help make the employee more competitive in the assigned occupational
category, or to prepare the employee for positions in nonsurplus
special ties.

3. If review results indicate that the FS employee's placement problem
is due to performance, the COO will provide counseling on steps the
employee mi gh t take to improve performance to acceptabl e 1evel s. If the
employee's performance level is improved and documented as having
reached a level of operational acceptability, but placement of the
employee is not forthcoming, PFM/PM/FSP may reccxnmend that the Director,
PFM/PM, or designee, direct the assignment of the employee to a suitable
posi ti on.

•

•

•

•

•
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COMPLETION OF ASSIGNMENT REPORT (COAR)
AID 4-253 (10-85)

1. Purpose

This supplement describes the responsibilities of FS employees, field
missions and AID/W organizational units regarding COARs.

2. Appl i cabil i ty

This supplement applies to all A.I.D. U.S. direct-hire FS employees except
those assigned to Executive (Chapter 39) and Resident-Hire positions
(Chapter 34), and direct-hire FS employees of the Office of Inspector
General. The latter shall be governed by regulations and procedures for
assignments and tours of duty as may be promulgated by the Inspector
Gbleral under appl i cabl e authori ty.

Submission of COARs

a. FS employees are responsible for the proper completion and timely sub
mission of COARs according to the schedule in M/PM1s annual worldwide
cable and the A.I.D. General Notice on the Foreign Service Assignment
System.

b. FS employees must compl ete COARs accordi ng to assi gnment precepts.
Failure to do so may cause the COAR to be rejected and the assumption
that the employee is available for any announced position.

c. Field missions and AID/W organizational units should establish and
maintain controls to assure that completed COARs are forwarded to reach
M/PM/FSP by the due date. If timely delivery to M!PM/FSP is a problem,
COAR information may be submitted by cable. The COAR format must be
followed if a cable is used, or M/PM/FSP will reject the cabl~

4. Position Preferences

a. Referring to the position vacancy lists and according to instruction
messages, FS employees identify their preferences for positions.

(1) Employees must express preferences for at least four vacancies in
the employee's current backstop and/or in any backstop for which he/she
has been approved, if at least four such positions appear on the vacancy
list. There is no limit to the number of bids that may be submitted.
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(2) Employees serving at less than 25% differential posts must include
at least two preferences for positions in 25% posts or posts where a com
bination of differential and danger pqy exceeds 25%.

(3) Employees who will have served t\'IO current and consecutive tours
in a region must express preferences for at least two positions outside of
that region. AID/W is considered a region.

(4) Employees completing four years on rotation must express prefer
ences for overseas positions.

(5) Employees who will have served overseas for eight years must ex
press preferences for AID/W positions.

(6) Employees mqy express requests for long-term training, for detail
assignments to other agencies or international organizations, or for short
ening or lengthening their current tours of duty. Requests mqy be express
ed in connection with preferences provided pursuant to the initial vacancy
list and sUbsequent lists.

(7) Employees at the FS-l level and above mqy request to be considered
by the Executive Personnel Assignment Panel for executive level positions
in the bargaining unit.

(8) Employees mqy express special concerns or needs, such as educa
tional facilities, spousal employment and health considerations.

b. FS employees who do not state assignment preferences are presumed to
have none.

c. Assignment action mqy be taken even though a COAR has not been received
from an FS employee.

5. COAR Resubmissions

a. FS employees must follow instructions as specified in Sec. 4, Position I ~

Preferences when resubmitti ng COARS.

b. Resubmissions should be sent to M/PM/FSP within established deadlines.

c. Resubmissions are made to:

(l) add new positions announced in updates or delete original bids
provided notification of onward assignment has not been received;



,,

Supp 36A Trans. Memo. No. Effective Date Page No.

AID HANDBOOK 25 25: 141 March 31,1988 36A-3

(36A5c)

(2) change other infonmation, such as requesting that a tour be
lengthened or shortened, change a departure date or change the mission re
commendation when fully justified for urgent Agency program needs or com
passionate reasons;

(3) shorten a tour because the FS employee's specialty is no longer
required at the mission or AID/W organizational unit. If this situation
arises before the employee is due to submit a COAR, the submission will
constitute an original COAR submission.

b. Resubmissions for compassionate reasons may be sent to M/PM/FSP at any
time.

Attachment:
Att. 36A-1, Completion of Assignment Report (COAR), AID 4-253 (10-85)



ATTI\CH~lErlT 36A-1 (Tt1 25:141)--3-31-88-
AGENCY AGENCY FOR INTERNATIONAL DEVELOPMENT

Preprinted data in blocks 1 - 10
USE B Regular as of: (MoIDayIYr)

Supplemental COMPLETION OF ASSIGNMENT REPORT

1. Employee's Name (last, first, middle initial) 2. Grade 3. Backstop 4. POSNO (9 digits) 5. Organization
(2 digits) (2 digits)

I I I I I I I I
6. Social Security Number 7. Date Began 0/5 or 8. Date Arrived at 9. Date Started 10. Employee Desired 111. Mission/Office Pro-

Rotation Assignment Present Post
rr;enr~urI I ID~parr~ DjteI Ip~sed, D~parr~ Dr

r I I I I I I I I I I I I I I I I I I I I II

12. ASSIGNMENT PREFERENCES

NOT E: Before completing, employee should consider personal career plans as well as the Agency's assignment precepts (HB 25, Chap. 6). Also refer to
.mnual instruction and announcement cables. Positions listed which do not appear on announcement cables cannot be acted upon. If additional space is
required to list preferences, please attach a separate sheet. Follow same format as below.

Position Number Grade IDate of Vacancy La'llluage
Title Country R~uirement(9 digits) (2 digits) (4 digits) ( digits)

I!LI I I I I I I I I I I I I I I , I I I

(b) I I , I , , I I I I I I I I I I I

(c) I I I i I I I I I I I I I I , I , I I

(d) I I I I I I I I I I I I I I I I I I I

(e) I I , I I I I I I I I I I I I I I I I

(f)' I I I ) I I I I I I I I I I I I 1 I

(g) I I I I I I I I I I I I I I , I ! I I

(h,' I I I I , I I I I I I ! I I I I I !I , I

(i) , I I I , I I I I I I I I I , I I I I

(i! I I I I I I I I I I I I I I I I I I I

(k) I I , I ) I I I I I I I I I I ,
I I II

(1)1 I I I I I I , I I I I I I I I I I :I

(m)1 I I I I I I I I I I I I ! I ! I I I I

(n) I I I i I I I I I I I I I I I I I I I-

(0) I J I I I j I J , I I LI I I , I I I
13. The above represents my preference. I understand that AID will consider my desires, but actual assignment must also depend upon availability of a

position and Agency personnel needs.

Signature of Employee Date

14.

I have taken an R&R on current tour: Number of trips Date travel initiated

I plan to take an R&R on current tour.

I have not taken/do not plan to take R&R on current tour.

15. MISSION/OFFICE CONCURRENCE

do not concur in employee's requested departure date.

do not concur in employee's requested return to post.

do not concur in. employee's requested within Mission/Bureau reassignment.

Signawre of Mission/Office Director or Designee Date

AI D 40253 (6-85) - Page 1



1. Employee's Name (Jast, first, middle initial) 2. Grade (2 digits) .

I

3. Backstop (2 digits)

I

5. Organization

16. EMPLOYEE'S COMMENTS: Use this space, if necessary to clarify any entries made on page 1, or provide any additional pertinent information you wish
/'--"considered in connection with your next assignment. This can include, but is not limited to limitations on assignment (such as medical, dependent

\tion, etc.), language training for tenure or LDP, short and long-term training, desire to exercise re-employment rights, etc. Give specific justification
\u.-oIrt assignment preference which conflicts with normal agency policy or practice. (See Handbook 25, Chapter 6 for assignment precepts.) Do not

exceed space provided.

o

170 MISSION COMMENTS

o

180 0VERSEAS PERSONNEL DIVISION (Acknowledge receipt to employee and indicate actions taken)

AID/W Bureau/Office Distribution

/] .n COAR received after established deadline and is being returned to employee without action. Employee will be considered for assignment to anyG position for which qualified c • ".

Typed Name

AID 4-253 (6-85) - Page 2

Title Date
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Supp. 36B

FOREIGN SERVICE ASSIGNMENT BOARDS

1. Purpose

This supplement describes the operations of the A.LD. Foreign Service
Assignment Boards (ABs), including their authorities, composition, respon
si bi 1i ti es and assi gnment precepts, and provi des gui dance to the ABs. The
ABs assist and support the Director, M/PM, or designee, in exercising

\ assignment authority.

2. Applicability

This supplement applies to all A.I.D. u.S. direct-hire FS employees except
those assigned to Executive (Ch. 39), Resident-Hire (Ch. 34) and Inspector
General (IG) positions. IG assignments are made by the IG as determined by
the needs of that office, and are based on the assignment precepts included
in thi s Suppl ement except for the use of the ABs.

3. AB Composition, Procedures and Administration

a. AB Membership

(1) Each AB has six permanent members: Chief, M/PM/FSP, or designee,
who serves as AB chairperson; one AID/W senior official from the Bureaus
of Africa, Asia and Near East and Latin America and the Caribbean; a repre
sentative of the Director, Office of Equal Opportunity Programs; and a
Career Development Officer, M/PM/FSP.

(2) Permanent AB members attend all sessi ons for all backstops; each
permanent member has one vote.

(3) Ad hoc AB members are added to the permanent AB membership as re
quired. Ad hoc members who may cast votes for FS assignments according to
specific backstop groups regardless of the location of the assignment are
cited in App. 36B-l. Other ad hoc members may cast votes only on FS
employees being considered for assignment to their respective bureau or
office.

b. AB Meetings

AB meetings will be called by the chairperson as often as necessary.
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•

•
c. Interim Actions betweenAB Meetings

All proposed assignments are recommended for consideration in a
scheduled meeting. In exceptional situations, when an assignment decision
must be made before the next scheduled AS meeting, the chairperson m~

contact members to obtain recommendations to act on a proposed assignment
acti on.

d. Confidentiality of AS Deliberations

All discussions and comments made during AD meetings are
confidential, and must not be discussed by any attendees in any w~ or at
any time outside of AD meetings.

e. AB Recommendations

AS recommendations are based on a majority vote of its members.

f. Appeal of Assignments and Ae.e.eal Process

Appeal of an assignment m~ come from:

(l) The principal A.I.D. officer of an overseas post may appeal the
assignment of an FS employee to that post. The appeal, with justification,
must be provided in writing to the Director, M/PM, or designee, within 10
working days of being notified of the assignment. In forwarding the
appeal, the principal officer must exercise discretion to protect the repu
tation and privacy of the affected employee. The affected employee can re~

quest a copy of the principal officer's appeal, and has 10 days to forward
comments to the Director, M/PM.

(2) An FS employee m~ appeal his/her assignment, with justification,
in writing, to the Director, M/PM, within 10 working days of being notified
of the assignment. A cable m~ be used to meet the time requirement. Upon
receipt of the employee's appeal, M/PM will obtain relevant comments from
the parent bureau.

(3) An Assistant Administrator or head of office m~ appeal the
assignment of an FS employee to that bureau or office. The appeal, with
justification, must be provided in writing to the Director, M/PM, within
10 working days of being notified of the assignment. In forwarding the
appeal, the Assistant Administrator or head of office must exercise dis-

•

•

•

•



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 25 25:141 March 31, 1988 36B-3

(36B3f)

cretion to protect the reputation and privacy of the affected employee.
The affected employee can request a copy of the Assistant Administrator's
or head of office's appeal, and has 10 days to forward comments to the
Director, M/PM.

(4) Any persons named in this section can appeal an assignment deci
sion to the Assistant to the Administrator for Management.

g. AB Sup~ort

M/PM/FSP provides the following support services:

--schedules AB meetings;
--prepares AB meeting agendas;
--prepares background information on FS employees being considered for

assignments;
--matches FS employee preferences to vacant positions;
--provides information, technical advice and recommendations regard-

ing individual assignments;
--keeps minutes of AB meetings;
--records AB recommendations;
--disseminates minutes;
--prepares and obtains clearances and approvals of all formal

communications on assignments and required personnel actions to the field
and to AID/W.

4. Guidance to ABs

ABs will make individual assignment recommendations within the context of
the following general criteria and basic concerns of the Agency:

a. Aaency Program Needs. The needs of the Agency will be the predominant
factor in determining FS employees' assignments.

b. Career Development Needs and Personal Preferences. Assignment deci
sions will take into consideration FS employee needs and preferences re
garding such factors as health; prior assignments; children's schooling;
job responsibilities; post preference; opportunity for use of language
capability and substantive training; need for language and other training;
skills; academic background, experience and demonstrated abilities; grade;
and opportunities for a broadening and enriching experience for the
employee and his/her family. Employees are encouraged to provide their
views on these matters in their COARs and to discuss their assignment pref
erences with their respective Career Development Officers.
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c. Assignment Continuity. An assignment should be of sufficient length to
allow time for tne development of individual expertise and for meeting
Agency needs for program continuity.

d. U.S. Governnent Perspective. Care must be taken to avoid the develop
ment of too strong a c1ient orientation. Assignments of very long dura
tion or repeated assignnents to a particular country will not be permitted.

e. U.S. and A.I.D. Perspective. Periodic rotation assignments will be
made to ensure that FS employees have the opportunity for reorientation to
life in the United States and to overall A.I.D. policies, and to apply
thei r overseas experi ence to AID/W operati ons.

5. Assi gnment Precepts

a. Standard Tours

The standard overseas tour is 24 months followed by home 1eave. An FS
employee should serve two standard tours at two~tour posts, provided the
occupied position is continuing or another suitable position is available.
Exceptions:

-~danger posts that do not allow dependents;
--urgent Agency program needs;
--compelling personal circumstances.

b. Midtour Transfers

(1) Midtour transfers will be considered only if there are justifi
able compassionate reasons or Agency program needs.

(2) FS employees midtour transferred from one overseas post to ano
ther post must serve the appropri ate number of months overseas to qual ify
for home leave.

(3) If not inconsistent with other portions of this chapter, FS
employees transferred midtour to a post must fulfill the tour required of
that post.

(4) Midtour transfers made for the Agency's benefit shall not disad
vantage the FS employee, e.g., eligibility for R&R or repqyment of R&R
costs if time at post requirements are not met.

•

•

•

•

•
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c. Extensi ons

(1) If an extension is granted on the first tour at a two-tour post,
the FS employee will return after home leave to complete a second full
tour.

(2) Decisions to approve more than two tours at a two-tour post will
take into consideration the need to accommodate employees who have been
serving at one-tour or danger posts.

(3) After two consecutive tours in the same country, an employee
will be assigned to another country unless there is strong justification
for a third tour to the same country.

(4) Continuous overseas service of more than eight years is an excep
tion and requires justification based upon urgent Agency program needs
and approval of the Director, M/PM, or designee.

d. Rotation Assignments

(1) A standard rotation assignment is for 36 months. An FS employee
is eligible for a rotation assignment after two tours overseas.

(2) A rotation assignment may be shortened if there are urgent
Agency program needs. Rotation aassignments also may be extended.

(3) An FS employee who has served continuously overseas for four or
more tours will receive special consideration for a rotation assignment.

(4) An FS employee must be assigned in the United States for at
least one rotation tour during each 15 years of service.

(5) An FS employee serving in a continuous rotation assignment for
48 months or more shall receive priority consideration for an overseas
assi gnment.

(6) After continuous service of eight years in the United States, an
FS employee will be assigned to an overseas post unless there are special
ci rcums tances.
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e. Miscellaneous

(1) Service of eight years in the same geographic bureau (AID/Wand
overseas) creates a very strong presumption for assignnent to another
geographic bureau. Shifting boundries of geographic bureau
responsibility should not detract from the concept that FS employees
should serve in different geographic areas during their careers.

(2) FS employee career patterns should reflect a balanced proportion
of service at A.I.D. one-tour posts.

(3) The medical condition of an FS employee or dependents is a valid
reason to temporarily alter the normal pattern of assignments.

Attachment:
Att. 36B-1, Assignment Board Members and Voting Responsibilities

•

•

•

•

•
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Att. 36B-l

ASSIGNMENT BOARD MEMBERS
AND

VOTING RESPONSIBILITIES

BACKSTOP GROUPS* 02 03 04 10 15 20 85
05 06 12 21
07 92 14
11 93 25
72 30
94 50
95 60

75

BOARD MEMBERS

PERMANENT MEMBERS:
Chief, M/PM/FSP, or

designee X X X X X X X
M/PM/FSP/CD X X X X X X X
EOP X X X X X X X
Africa Bureau X X X X X X X
Asia/Near East Bureau X X X X X X X
Latin America Bureau X X X X X X X

AD HOC MEMBERS:
M/FM X
M/SER/EOMS X
GC X
FVA X
PRE X
S&T X+
PPC

+excl udi ng behavi oral sciences

'\

*BACKSTOP GROUPS
02 Program Analysis 11 Economics 50 Health Sci, Medical & Pop
03 Adm Mgt 12 Program Mgt 60 Hum Res, Edu & Part Train
04 Financial Mgt 14 Rural Dev 72 Soci al Servi ces
05 Secretarial Support 15 Food for Peace 75 Physical & Social Science
06 General Services 20 Hous, Urban &Com Dev 85 Legal
07 Adm Support 21 BUS, Ind & Priv Ent 92 Commodity Mgt
08 Audit & Inspection 25 Engineering 93 Contract Mgt
10 Agricul ture 30 Nat Res & Energy Mgt 94 Project Development
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CHAPTER 37

TIME IN CLASS LIMITATIONS
(Classes FS-01 and Below)

37A. Purpose

This chapter provides the policies and regulations which govern time in
class (TIC) limitations for A.I.D. career Foreign service employees. The
regulations governing TIC limitations for A.I.D. career senior Foreign
service employees are included in HB 25, Ch. 38, senior Foreign service.

378. Applicability

This chapter applies to all A.I.D. direct-hire, U.S. citizen Foreign
service (FS) employees in classes FS-01 and below. TIC limitations
shall not apply to employees in classes FS-05 or below, or employees
serving under limited appointments, i.e., career candidates and
noncareer appointees.

37C. Authori ties and References

Foreign service Act of 1980 (FSA), as amended; sect. 607, 609, 806,
811-813, 2102, 2103 and 2106.

370. Responsibilities

1. Foreign service Personnel Division (M/PM/FSP)

M/PM/FSP is responsible for establishing and managing the necessary
system(s) to implement and administer this regulation for all FS
employees in classes FS-01 and below except as provided in 3702 and 03.

2. Executive Personnel Management Staff (M/PM/EPM)

M/PM/EPM is responsible for managing the necessary system(s) to
implement and administer this regUlation for all FS employees assigned
to executive level positions (see HB 25, Ch. 39).

3. Office of Administration, Office of the Ins~ctor General (IG/ADM)

IG/ADM is responsible for managing the necessary system(s) to
implement and administer this regUlation for FS employees in BS-08
(Auditors and Inspectors).
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37E. Policies

1. Any action(s) resulting from this regulation shall be in accordance
with the Agency's policy of nondiscrimination and in compliance with
equal employment opportunity laws, regulations and procedures.

2. The cumulative TIC limitations specified in 37G shall apply to all
occupational categories (backstops).

3. Employees who have applied for SFS promotion consideration will be
subject concurrently to the seven-board review limitation specified in
HB 25, Ch. 38 and the TIC limitations prescribed in this chapter, which
ever occurs first.

4. Except as provided in 371, all service with the Agency in career
status in classes FS-04 and above will be considered in TIC computations
inclUding service under the Foreign Service Act of 1946.

37F. Objecti ves

1. The purpose of this regulation is to ensure a steady flow through
the Service of highly skilled employees who displ ay maximum
effectiveness in furthering the Agency's mission.

2. The intent of the Agency's policy is to maintain a career FS system
that allows for the progressive advancement of talent through the ranks
while balancing this against the need to retain the expertise and
experience of its most capable senior employees.

3. The goals of the Agency's policy are threefold:

a. to reward with progressive advancement those employees
identified as exceptional performers;

b. to afford a suitable career to employees who perform satisfac
torily; and

c. to retire those employees who fail to demonstrate sustained
achievement in their careers.

•

•

•

•

•
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37G. TIC Limitations

1. Employees Appointed At or Promoted To FS-04, or Equivalent

Employees appointed at, or promoted to, class FS-04 or equivalent
(see 3713), are subject to a cumulative TIC limit of 25 years from class
04 through class FS-Ol. Service under a limited appointment ("L"
status) and/or in a grade below FS-04 or equivalent will not count
against the cumulative TIC limitation.

2. Lateral Entrants

Employees appointed to classes above the FS-04 level (lateral entrants)
are subject to the cumul ative TIC limits specified below. Service in "L"
status will not count against the cumulative TIC limitation.

Cumulative Limits

37H.

FS-03 through FS-Ol
FS-02 through FS-Ol
FS-Ol

Procedures

1. Transition Provisions

- 22 yrs
- 20 yrs
- 18 yrs

a. Within 12 months from the effective date of this chapter,
M/PM/FSP,
M/PM/EPM and IG/ADM, as appropriate, will notify, in writing, all
employees
subject to TIC limitations of their projected TIC expiration date.

b. Employees \"ho as a resul t of thi s regul ati on have exceeded
their maximum TIC will be retired 12 months after receipt of the above
notifica- tion or, for those who have applied for SFS promotion
consideration, upon expiration of the seven-board review limitation,
whichever occurs first.

c. Employees covered by this transition provision will be elig"ible
for promotion, except that employees who have applied for SFS promotion
consideration will be subject to the seven-board review limitation.

d. Employees who have not exceeded their time in class will be
notified, in writing, by M/PM/FSP, M/PM/EPM or IG/ADM, as appropriate,
in advance of the actual date their time in class will expire.



Page No. Effective Date Trans. Memo. No.

37-4 31 March 1988 25:14·1 AID HANDBOOK 25

2. New Hires

a. All employees newly appointed to a class subject to TIC
1imi tati ons
will be notified, in writing, of their projected TIC expiration date at
the
time of their appointment or tenuring, whichever is later.

b. Such employees will again be notified, in writing, generally
within six months in advance of the the actual expiration date.

371. Computing Time in Class

1. TIC is computed from the date of career appointment to c1 asses FS-04
through FS-01, or date a career employee is promoted to class FS-04,
whichever is later.

2. The calculation shall include all periods of career service in
classes FS-04 and above, or equivalent (see 3713), but excluding:

a. a break in service. For the purpose of this regulation,
periods during which an employee was seconded to an international
organization with reemployment rights to A.I.D. are not considered a
break in service;

b. periods under a competitive service appointment with A.I.D.
(career service before or after a competitive service appointment will
be cou nted );

c. periods for which M/PM or IG, as appropriate, determined that,
to correct denial of opportunity for pr~notiona1 consideration resulting
from inadequate or incorrect performance data or administrative error;
and

d. periods which are non-rated by direction of the FS Grievance
Board, the Merit Systems Protection Board or through a formal EEO
determination, i.e., settlement of final Agency decision; and

~ periods spent in agency sponsored training of one year or more.

3. Service under the FSA of 1946 will be credited as shown below to
determine cumulative time in class:

FSR-06 -- FS-04; FSR-05 -- FS-03;FSR-04 -- FS-02; FSR-03 -- FS-01

•

•

•

•

•
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37J. Separation Actions

1. Except as provided in 37J3 and 4, employees shall be mandatorily
retired in accordance with sec. 607 of the Act upon expiration of the
TIC limits specified in 37E.

a. All employees at class FS-Ol, regardless of eligib"ility, and
other employees who are eligible for voluntary retirement are entitled
to annuity benefits in accordance with HB 30, Supp. 3C (3 FAM 673).

b. Employees in class FS-02 and below who are not eligible for
voluntary retirement are entitled to severance pay and may elect to
receive a refund of their retirement contributions or a deferred annuity
as specified in HB 26, Ch. 10.

2. The effective date of retirement for employees other than those
appointed to positions by the President (see 37J3) or who are covered by
the transition provisions (37Hl) shall be set by the Director, M/PM and
shall be within six months after expiration of the TIC limitation.
Withi n 30 days after the date an employee I s TIC expires, the empl oyi ng
office will advise the employee of the effective date of retirement or
of any extension granted by the Administrator (see 37J4).

3. The effecti ve date of reti rement for employees servi ng as
Presidential appointees in positions to which they were appointed by the
President, by and with the advice and consent of the Senate, shall be
the end of the month in which the appointment is terminated, unless
postponed in accordance with 37J4.

4. Notwithstanding 37Jl above, the Administrator may, in special
circumstances, postpone the effective date of retirement in the pUblic
interest. Such postponement may not exceed one year. Employees whose
retirement date is postponed under this section will not be eligible for
promotion.
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Agency for International Development
Washington, D.C. 20523

AID General Notice
FA/HRDM/PPM/PP
Date: 2-6-92

SUBJECT: Revised Senior Foreign Service Chapter

REF: Handbook 25 Chapter 38

For all foreign service officers

1. Management and AFSA are pleased to announce that agreement has been
reached on a significantly revised Senior Foreign Service Chapter. The
revised Chapter 38 of Handbook 25 was recently issued under TM 25:154 and
should be filed within the handbook. The effective date of the revision is
9 December 1991.

2. The purpose of this notice is to advise the A.I.D. Foreign Service of the
major changes agreed to as part of the revised chapter and the rationale
behind making these changes. We also want to alert certain groups of officers
to the options they have as part of the implementation of the revised chapter.

3. Background: ·The Foreign Service Act of 1980 significantly changed the
manner by which the Foreign Service was to be managed, particularly for
A.I.D. Most notably, the so called "up or out" system became applicable to
A.I.D. by virtue of the Agency's inclusion in the Act and the Senior Foreign
Service (SFS) was established.

The introduction of the "up or out" system necessitated the establishment of
time in class (TIC) limitations, limited career extension (LCE) policy and
procedures and a host of related procedures. In regard to the SFS, the Act
specified that the Agency prescribe the length of the period that officers
could compete for the SFS (the Threshold window) and procedures for requesting
and withdrawing from consideration for promotion. Underlying both systems was
the requirement that decisions on the numbers of officers to be promoted into
and retained in the SFS be based on projections and needs designed to
provide: "a regular, predictable flow of recruitment into the service" and "a
regular, predictable flow of talent upward through the ranks and into the
Senior Foreign Service."

Since 1981, the Agency has developed and implemented regulations designed to
implement the various prOVisions of the Act including the establishment of
TICs and the threshold window and development of LeE policies/procedures. As
experience has been gained in managing and administering the foreign service
under the Act, we have been able to identify those areas where adjustments
were needed in order to improve the management of the system and to make it
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more fair and equitable. These changes have been incorporated into the
revised chapter. Needless to say, as we gain more experience, additional
modifications will no doubt be needed to fine tune the system.

4. Key Changes: Management, with the encouragement of AFSA, developed the
various revisions as a package, covering the entire chapter. This allowed us
to develop a more balanced regulation, considering the needs of the Agency and
our Foreign Service Officers along with the requirement to maintain the flow
of talent through the ranks and into the SFS. Three major changes were made
to the chapter:

o The Senior Foreign Service Threshold for FS-01s was extended from the
current 8 Board reviews to being coterminous with the FS-01 's TIC.

o

o A combined OC/MC TIC of 12 years (7 year DC +5 year MC) was established
for those SFS officers promoted to MC. ~

o The criteriu, policies and procedures regarding the management of Limited
Career Extensions (LCEs) were significantly tightened and brought more in line
with the "Up or Out ll concept.

These changes and the rationale for the revisions are discussed in more detail
below.

A. Senior Foreign Service Threshold: The previous regulations established a
maximum of 8 (originally 7) board reviews for promotion to the SFS. An
individual not promoted by the 8th board, was mandatorily retired within 6
months of the adjournment of the Board. Officers did have the alternative of
withdrawing from competition prior to the 8th Board but could not, thereafter,
request consideration for promotion.

The new provision ties the period of consideration to the individual's career
FS TIC which applies to ranks FS-04 through FS-01 and varies with the rank at
which the indiv1dual was tenured (see HB 25, Ch. 37). For example, the 25
year TIC of an individual tenured as an FS-04 in 1980, expires in 2005. If
promoted to FS-01 in 1992, the individuals may request and be considered for
promotion beginning with the 1994 Senior Threshold Board and continue to
compete until TIC expiration in 2005. Under the old rules, the officer could
compete only through the 2001 Selection Board (8 Boards).

o

Individuals must still formally request consideration for promotion and may 0
still withdraw if they so choose. The one year in class requirement for
eligibility to compete remains but a requirement for 6 years A.I.D. direct
hire experience overseas has been added to insure that officers promoted to
the SFS have adequate experience in A.I.D. operations overseas. In
recognition that some FS-01s have based their career plans on the 8 board
threshold, a grandfather clause has been added applicable to FS-01s promoted
to FS-Ol prior to December 1990 allowing a choice between the old and new
provisions. See paragraph 6A for details.

o
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There were several concerns with the 8 board window that led to the revision.
First, we found that several very good officers were dropping from
competition, either through mandatory retirement or, more often, through
withdrawal from competition. While the actual numbers were not large, it made
little sense to continue with a system that did not maximize competition.
Secondly, we saw no advantage in arbitrarily limiting the individual IS period
of competition, especially considering the effects that a slow down in
promotions or that one or two less than outstanding EERs could have on one's
chances for promotion with such a limited window. Thirdly the percentage of
LCEs being granted each year was significant enough to have clogged the SFS
flow-through, thereby greatly reducing the number of 01s who could be
promoted. We think the longer threshold will allow such aberrations to be
averaged out and will thereby prove advantageous to employees and the Agency
ali ke.

We also found that we were creating a new class of FS-Ols, those who chose to
withdraw from competition rather than face possible mandatory retirement.
Needless to say, finding it necessary to withdraw has a demoralizing effect
and absent the possibility of promotions, there was little incentive to
perform at one's peak. It also created an extremely difficult process to
administer, given the variety of groups at the FS-Ol level.

The threshold window has been criticized by a number of selection boards and
the Thomas Commission, which prepared a report on the Department of State's
personnel system recommending that the window be dropped. We have, in fact,
been unable to identify any rational justification for the Threshold.
Extending the window will not alter the number of promotions to SFS nor will
it significantly affect overall flow-through (less than 5 officers a year have
departed as a result of mandatory retirement). The TIC provision, not the
threshold, is the primary means of insuring a flow. It will, however,
increase the number of officers competing for promotions at the 01 level as
FS-Ols will no longer be forced to withdraw. In sum, we determined that the
benefits of tying the period of consideration for promotion to the
individual IS FS TIC far out weighed the disadvantages - especially when
considered in conjunction with the revised LCE policy. USIA has already made
a similar change to its threshold regulations.

As a result of the revision, those FS-01s who had previously withdrawn from
consideration will be placed back into competition and will be considered by
selection Boards starting in 1992.

B. DC/MC combined TIC: The change to the DC/MC TIC was based on the need to
more fairly level career spans for MC level officers, regardless of when
promotion to MC occurs during the 7 year DC TIC. Under the previous
regulations, rapid promotion from DC to MC penalized "fast trackers". This
occurred when an employee at the DC level was promoted to MC before exhausting
all his/her allotted TIC time at the DC level, i.e., an OC promoted to MC
after 3 years was faced with a total TIC period, adding OC and MC periods, of
8 years (3+5). This contrasts with an officer promoted to MC after 7 years
who would realize a 12 year TIC (7+5). The "fast tracker" would find his/her
career shortened and the Agency would find itself without a top line officer
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and possibly forced into glvlng a LCE. Clearly, this is neither fair to the
individual nor is it good management.

The new provision combines the two TIC periods for a total TIC for those
promoted to MC of 12 years. Importantly, any time spent in LCE status at the
OC level counts towards the 12 year TIC. Otherwise, the above error would be
repeated. Absent the new provisions, LCEs would be used to extend careers.

The primary disadvantage of the change is that by extending the period of the
TIC, the flow-through is somewhat slowed. The actual effect is limited given
the small number of MC level officers (55 to 75) and the fact that extended
LCEs would be granted in the absence of the new provisions. Both State and
USIA have already adopted the combined OC/MC TIC. Current MC level officers
have been afforded. as part of the provision, a one time opportunity to choose
between their present 5 year MC TIC and the new combined TIC.

o

oThe new approach seeks to balance the requirement to maintain the flow-through
with the Agency's Management needs. The new provision will award LCEs first
to permit completion of tours, usually defined as 4 years at the SMG level.
It made little programmatic or financial sense to pull a senior officer from
an assignment at the mid-tour point. A second, smaller group of LCEs will be
awarded for programmatic reasons to those officers with an assignment and who
are in a shortage category, have special skills or experience, or are needed
to wrap-up an activity being phased out.

The length of the individual LCE is to be tied to the assignment/tour, not to
exceed 3 years and combined periods in LCE status will not exceed 5 years.
Five years was considered sufficient time for the Agency to adjust to critical
requirements by training/promoting other officers.

The number of LeEs granted will decrease somewhat as a result of the change. ~)
More importantly, the total periods on LCE will decline leading to an improved
flow.

c. Limited Career Extensions: The major impediment to the "Up or out" system
has been the Agency's LCE policy/practice. With the exception of 1991,
approximately 80% of those SFS officers eligible for LCEs were granted LCEs 
usually for 3 year periods. Moreover, the old regulations were written in a
manner that allowed management the leeway to approve LCEs as long as the
officer was recommended for an LCE by the Selection Board and an assignment
could be identified - up to age 65. While this was not a significant problem
when attrition levels were high, it becomes a problem when attrition rates
slow as they have since 1990, reflecting the desire of SFS officers to
establish a high 3 under the new salary levels.

5. Other changes:

o The previou~ regulation included a provlslon that any officer refusing an
onward assignment in connection with an LCE would be subject to separation for
cause. AFSA requested that this be changed. Management agreed, and the
language has been modified to provide that officers who do not accept an
assignment under an LCE will be retired for expiration of TIC.

o
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o Management submitted a proposal that would allow OCs to add up to 3 years
to their OC TIC if, by virtue of their promotion, they would realize a career
TIC, counting time at the FS and OC levels, of less than 25 years. This
change has not been implemented. Both management and AFSA agreed that the
proposal warrants further study, and we will be working together over the next
year to consider the merits of the proposal.

o Most of the other changes were editorial in nature.

6. Implementation: The effective date of the revised chapter is 9 December
1991. As noted above, some grandfather provisions were included that require
~ctions by affected officers.

A. FS-01s. As noted above, officers promoted to the FS-01 class prior to
December 31, 1990 will have a one time opportunity to choose between remaining
under the old, 8 board review system and the new system. Affected FS-01s have
until May 31, 1992, to make their choice. If they choose to remain under the
old system, they must so indicate by cable or 2 way memo. Cable/memo must be
received by FA/HRDM/PMES, attn: Sylvia Sumter Rm. 1127 SA-1 by 31 May 1992.
Absent such an indication, officers will be automatically covered under the
revised regulations. See HB 25, Chapter 38, part 38F2 of revised regulations
for additional details.

B. Letters will be issued shortly to FS-01 officers who had previously
withdrawn informing them of their status and advising that EERs for this cycle
should be written considering their competitive status.

C. Current MC level officers·: Current MC officers have the option to retain
their present 5 year MC TIC if they so choose. Letters have been issued
requesting their decision.

7. The development and negotiations of this chapter have been long and
difficult. However, we (AFSA and Management) firmly believe that the changes
represent very positive steps toward a better and more fairly managed Foreign
Service. Should you have questions regarding your status under the revised
regulations, please contact your career development officer or, in the case of
SMG and SFS officers, executive management (FA/HRDM/EM) office.

DISTRIBUTIOH:
AID List # 1 &List # 2
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TRANSITION PROVISIONS

SFS TIME-IN-CLASS LIMITATIONS

The time-in-class limitations which apply to officers who, as career members
of the Service, were appointed or promoted to their present class (including
appointment or promotion to the former FSR-l or FSR-2 grades) on December 31,
1983 or before, are as follows:

/i

\

/

Career Minister

Minister Counselor
(former FSR-l)

Counselor
(former FSR-2)

DATE OF CAREER APPOINTMENT YEAR TIC
OR PROMOTION EXPIRES

January 1, 1983 to 1988
December 31, 1983

December 31, 1978 or before 1987

January 1, 1979 to 1988
December 31, 1981

January 1, 1982 to 1989
December 31, 1983

December 31, 1972 or before 1987

January 1, 1973 to 1988
December 31, 1975

January 1, 1976 to 1989
December 31, 1978

January 1, 1979 to 1990
December 31, 1981

January 1, 1982 to 1991
December 31, 1983

\

/

For time-in-class limitations for career members appointed or promoted on or
after January 1, 1984, see Chapter 38, Section 38J2.
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SENIOR FOREIGN SERVICE
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38A. Purpose

This chapter provides the policies and procedures which govern the AID
Senior Foreign Service (SFS) including selection, appointment,
assignment, compensation, career conversion, promotion and separation.

38B. Applicability

1. This chapter applies to all noncareer and career candidate limited
appointees, and career members of the AID SFS.

2. Generally, this chapter shall apply to SFS employees working in the
Office of the Inspector General (IG). However, the IG has separate
authority to structure and administer the SFS program, including
Selection Boards, for SFS auditors and investigators (BS-08). As used
in this chapter and any supplements, the Director, Human Resource
Management and Development (FA/HRDM/OD) also shall mean the Inspector
General for employees in BS-08.

38C. Authorities and References

1. Foreign Service Act of 1980 (the Act), as amended.
2. 22 U.S.C. 3965 (Performance Pay).
3. P.L. 97-241 (8/24/82) and 3 FAM 226.4-3 (Salary Level Adjustments).
4. Executive Order 12293 (2/23/81) (Salary Classes).
5. HB 25, Chapter 40, Foreign Service Evaluation Program (Supp. 408,
General Precepts for AID Selection Boards; SUpp. 40C, Precepts for
Promotion; SUpp. 40D, Limited Career Extensions for SFS Employees).
6. HB 30, Chapter 5, Disciplinary Action - Foreign Service.

38D. Policies

1. AID is committed to maintaining a vigorous SFS characterized by
strong policy formulation capab"ilities, outstanding executive leadership
qualities and highly developed functional, foreign language and area
expertise.

2. Actions effected under this chapter shall be based on merit
principles. In particular, no employee shall be advantaged or
disadvantaged, either directly or indirectly, for reasons of race,
color, religion, sex, age, national origin, marital status, handicapping
condition or other means of entry into the Service.
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3. The AID SFS shall be composed primarily of career employees
promoted from the top class of the Foreign Service (FS) schedule, but
opportunities also will exist for a modest number of highly skilled
persons to enter the SFS as career candidates or to serve on a
time-limited basis in positions for which there is not a continuing
need. AID encourages all employees to compete for training and
assignment opportunities and to develop skills necessary to maintain a
viable corps of senior executives.

•

4. Decisions on the numbers of individuals to be promoted into and
retained in the Senior Foreign Service shall be based upon a systematic •
long-term projection of personnel flows and needs designed to provide:

a.a regular, predictable flow of recruitment in the Service;

b. effective career development patterns to meet the needs of the
Service; and

c. a regular, predictable flow of talent upward through the ranks
and into the Senior Foreign Service.

38E. Responsibilities

1. Secretary of State

Responsible for overall administration and direction of the Foreign
Service and coordinating certain activities of the various foreign
affairs agencies using the Act (Sec. 201(a) of the Act).

2. AID Administrator

a. Makes limited appointments to the SFS under sec. 303 of the
Act.

b. Recommends to the President persons to be appointed as career
members of the SFS under Sec. 302 of the Act.

c. Determines the amount of performance pay available each year
and distributes such based on the recommendations of the Consolidated
SFS Selection Board (C/Board).

d. Grants LeEs in accordance with recommendations of the C/Board
and established criteria (see Section 38K.4).

3. Office of Human Resource Development and Management (HRDM)

•

•
As provided for by the Act and within the framework of regulations

and delegations of authority, HRDM is responsible for day-to-day
management of the SFS. It maintains personnel files and records, •



/

\

/

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 25 25:155 December 9, 1991 38-3

38E3

supports various boards impacting on the SFS, manages and supports the
selection, assignment and promotion process and recommends decisions
reserved for the Administrator. Except as prohibited by law, Agency
discretionary provisions in this chapter may be waived by the Director,
HRDM, based on the needs of the Agency.

4. Consolidated SFS Selection Board (C/Board)

The Board is responsible for evaluating the performance, competence
and potential of Senior Foreign Service employees. The Board will
recommend promotions, Presidential and Agency Awards, Performance
Awards, salary level adjustments, recertification determinations,
separation considerations, withholding of scheduled salary step
increases, and other personnel evaluation actions that are identified in
this chapter. The Board shall also review the character, quality of
work, industry, usefulness and experience of employees identified for
LCEs and inform the SMRB of LCE recommendations, as discussed in this
chapter.

5. Senior Management Review Board (SMRB)

The Senior Management Review Board (SMRB) is responsible for
recommending SFS employees for Presidential awards and adjudicating
denial of FS and SFS Agency performance pay award cases referred by the
Director of Human Resources and for advising the Deputy Administrator on
Limited Career Extensions. The SMRB is chaired by the Deputy
Administrator and includes, as permanent members, the Associate
Administrators, the Counselor to the Agency, the Director of Human
Resources Development and Management, the Chief of Executive Management;
and, when convened, each SMRB will include, on a rotating basis, the
Asst. Administrator (or DeputyjAA) of one of the Regional Bureaus.

/

/

38F. Selection and Appointment

Employees may be a~pointed to the SFS under career, career candidate or
noncareer appointments. The Act requires that the SFS be comprised of
not less than 95 percent career officers, with the exceptions noted in
38F3a. Career employees are appointed through promotion of AID career
FS employees, reappointment or recall of former career employees; or
career appointment following service as a career candidate. The
appointment of members of the Senior Executive Service (SES) to the
Senior Foreign Service (SFS) may not be made to a class higher than
Minister Counselor (MC).

1. Promotion into SFS

a. Only career employees who have had (1) at least one year in
class FS-OI and (2) at least six years of A.I.D. direct hire experience
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overseas are eligible to apply for promotion consideration in the SFS.
Employees must formally request that they be considered for promotion
into the SFS.

b. Employees who have applied for promotion will be reviewed by
Senior Threshold Boards until they are promoted, their time-in-class
expires, or they withdraw from competition, whichever is earliest.
Those not promoted prior to the expiration of their time in class will
be mandatorily retired within six months of the conclusion of the
threshold board or the expiration of their TIC, whichever is later,
unless extended (a) until termination of appointment for those in
positions to. which appointed by the President (sec. 607(d)(1) of the
Act) and/or, (b) in the public interest for up to a maximum of one year
by the Administrator (sec. 607(d)(2)).

•

•
c. Employees who withdraw from competition prior to their

cumulative TIC will revert to their previous status, but may not again
apply or be considered for promotion into the SFS.

2. Employees promoted to FS-01 prior to December 31, 1990

a. Current FS-01 employees who were promoted to FS-01 prior to
December 31, 1990, may irrevocably elect, on a one-time basis, to
continue to be considered under the one year in class eight board review •
provisions. Such election must be submitted in writing signed by the
employee and received by FA/HRDM no later than May 31, 1992.

b. Employees who apply for promotion under the eight board review
provision will be reviewed by the boards until they are promoted, their
cumulative time-in-class expires, they withdraw from competition or they
are reviewed by eight boards. Those not promoted after review by eight
boards will be mandatorily retired within six months of the conclusion
of the threshold board unless extended (a) until termination of
appointment for those in positions to which appointed by the President
(sec. 607(d)(1) of the Act) and/or, (b) in the public interest for up to
a maximum of one year by the Administrator (sec. 607(d)(2)). Employees •
who withdraw from competition prior to their eighth Board will revert to
their previous status but may not again apply or be considered for
promotion into the SFS.

3. Career Candidates

a. An individual may be appointed to the Senior Foreign Service
as a career candidate unless such appointments would cause the number of
members in the Senior Foreign Service serving under limited appointments
to exceed five percent.

•
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b. Career appointments may be offered to career candidates who
have successfully completed a trial period as limited appointees in the
SFS (sec. 306(a) of the Act).

c. The procedures and criteria for selection, evaluation and
conversion to career status of SFS career candidates are provided in
Supp. 38A.

d. Appointment to career status as an SFS officer is made by the
President with the advice and consent of the Senate.

i
/ 4.

** 5.

Limited Appointments

a. Not more than five percent of the SFS employees may hold
limited appointments at any time. This calculation excludes employees
assigned to the Peace Corps and treats employees who have reemployment
rights, e.g., career SES appointments, as career SFS employees.

b. Noncareer appointments are used primarily to fill special
needs overseas for skills categories not required on a long-term basis.
Appointments are made by the Administrator and may not exceed five years.

c. SFS employees under noncareer limited appointments may apply
for career candidate status if they qualify under the standards and
criteria established for selection of SFS career candidates (see Supp.
38A).

The effective date of an initial appointment in the SFS (career
candidate or limited) is the date the appointee enters on duty and is
available to perform a federal function.

I
/

38G. Compensation

1. General

There are three classes in the SFS (Career Minister, Minister
Counselor and Counselor), which are divided into several pay rates
equivalent to those established for the SES (see below).

Senior Foreign Service

Counselor (OC)

Minister Counselor (MC)

Career Minister (CM)

Senior Executive Service

ES-1, ES-2, ES-3, ES-4

ES-4, ES-5

ES-6

2. Presidential Appointments

An employee who is appointed to any position in the Executive
Branch by the President with the advice and consent of the Senate, or by

'* REVISED
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the President alone, shall receive the salary and leave (if any) of the
position to which appointed by the President (sec. 302(b) of the Act).

3. Pay Setting Process

a. Civil Service (CS) Employees Entering the SFS

CS employees granted limited appointments to the Counselor or
Minister Counselor classes will receive the lowest ES salary level for
the class to which appointed that equals or exceeds the employee's
scheduled rate of pay immediately before appointment. Exceptions for an
advanced rate may be granted by the Administrator, or designee, if it is
determined that the employee possesses needed qualifications not
currently available in AID and which warrant a higher ES level (this
usually will apply to SES employees; CS employees in grades GS/GM-1S and
below usually are not appointed to the SFS). SES employees converting
to the SFS may not be appointed to a class higher than Minister
Counselor (see 38F above).

A career SES employee who accepts a limited SFS appointment in a salary
class for which the highest basic salary rate is less than the
employee's existing SES basic salary rate shall receive the following
pay retention benefits (sec. 402(b) of the Act):

o The employee shall preserve the benefits of the existing payable
rate (and the existing scheduled rate of pay, if different).

o The employee's SES existing payable rate shall be adjusted by fifty
percent of each subsequent SES pay adjustment granted under 5 USC
5382.

o The employee shall continue to receive the SES existing payable
rate as adjusted until the new applicable basic salary rate in the
appropriate SFS class equals or exceeds the SES payable rate.

b. Appointments From Outside the Government

The salary level for those appointed from outside the government to
a limited appointment normally will be ES-1 for the Counselor and ES-4
for the Minister Counselor classes. The Administrator, or designee, may
make exceptions for an advanced rate at the Counselor class based on (1)
a determination that the individual possesses needed qualifications not
currently available in AID, and (2) the individual's documented annual
earnings, e.g., by most recent Federal income tax return.

4. Promotion

a. AID employees promoted to Counselor will receive the lowest ES
salary level which exceeds the employee's scheduled rate of pay by not
less than two step increases of the FS-01 salary class, but not to
exceed the ES-4 level.

•

•

•

•

•
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b. The salary level for employees promoted to the Minister
Counselor class will be ES-4 unless the promotee was already at that
level, in which case, the salary level will be ES-5.

c. The salary level for employees promoted to the Career Minister
class will be ES-6.

5. Salary Level Adjustments

a. General

Employees in the Counselor and Minister Counselor classes are
eligible to receive adjustments in their FE (SFS pay plan) salary
levels. (see Stipp. 38 B)

Employees serving in positions to which appointed by the President or
who are paid at an extraordinary rate or under other assignment
modalities will be eligible for the FE salary levels which would have
been received if they had been continuously paid under the SFS salary
schedule.

HRDM shall periodically review the eligib"ility of employees for salary
adjustments. Based on C/Board and Performance Standards Board (PSB)
recommendations, HRDM will determine the action necessary and will
effect the indicated salary adjustments.

b. Adjustments in FE Salary Levels

Adjustments in FE salary levels may be effected as follows:

Class Salary Level Possible Adjustments

FE-CM FE-6 None
FE-MC FE-5 Decrease

FE-4 Increase/Deferral
FE-DC FE-4 Decrease

FE-3 Increase/Deferral/Decrease
FE-2 Increase/Deferral/Decrease
FE-1 Increase/Deferral

c. Eligibility for an Increase

If provided for in the above table and not otherwise affected by
sections 5eand/or f below, an increase of one FE level may be granted
if the employee has:
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o

o

a

Served at least two years in AID's SFS since his/her last FE salary
level adjustment. The two-year waiting period shall be extended by
all time spent in leave without pay status which totals 80 or more
hours in anyone leave year;

As determi ned by the C/Board and/or PSB, fully met the standards of
performance of his/her class during the prior two years, and

Been ranked in the upper two-thirds of his/her class by the C/Board
for the rating period being considered.

d. Effective Date of Increases

•

•Except as provided in sections e and f below, a salary level
increase may be effected as of the first day of the pay period after the
Board approves such increase, provided the employee has met the criteria
and completion of the required waiting period.

e. Deferred Increases

Employees not ranked in the upper two-thirds of their class will
not receive increases for the reviewed cycles, but will be reviewed
again during subsequent evaluation cycles.

Employees whose performance is determined by a PSB to have only
marginally met the standards of their class and who receive a letter to
this effect from HRDM shall have their salary level increase waiting
period extended by at least two years for each such determination.

Additionally, the Director, HRDM, may order deferral of a salary level
increase if he/ she determines such increase would be inconsistent with
the national interest or efficiency of the Service. Such reasons must
be based on:

o

o

Issues of loyalty, security, misconduct, suitability or
malfeasance; or

•

•

•
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Upon completion of the review or resolution of the issue(s), the
Director, HRDM, will:

o Determine that there is no basis for denying the increase and
request that action be taken to effect the increase as of the date
it would have been effective if not deferred; or

o Defer the increase and require completion of a new two-year waiting
period which will begin as of the date the decision to defer was
made.

Take such action(s) as outlined in f(2) below.

f. Reduction in FE Salary Level

(1) If a PSB determines that an employee did not meet the
performance sta~dards of his/her class and the employee receives a
letter to this effect from HRDM, the employee's salary shall be reduced
one level, but not below the lowest level for the employee's class.

/

/

\

38H.

381.

(2) At conclusion of the investigation and/or review(s)
outlined in 38G5e, if the nature of the infraction is, in the judgment
of the Director, HRDM, grossly inconsistent with the national interest
or efficiency of the Service, he/she may order a reduction in the
employee's salary level. Such reduction shall be one or more levels,
but not below the lowest level for the employee's class.

g. Recertification

Salary and grade levels are also subject to adjustments through the
recertification process (see Supp. 38C).

Promotion Within the SFS

Employees compete for promotion on a classwide basis. The evaluation
files of all employees are reviewed annually by a C/Board, which
recommends employees for promotion and ranks them in order of merit (see
HB 25, Supp. 40C). The Administrator determines the number of
promotions to be awarded for each class based on HRDM recommendations.

Performance Pay

1. General

a. Performance pay includes Agency and Presidential awards (see
Supp. 38B).
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position in the Executive Branch by the President with the advice and
consent of the Senate, or by the President alone, are not eligible for
performance pay.

Except as provided above, employees serving under career or career
candidate appointments, noncareer appointments with reemployment rights
under sec. 310 of the Act as career SES appointees, or limited career
extensions are eligible to compete for Agency awards.

c. Employees eligible for performance pay awards are reviewed as •
a group by the C/Board. The C/Board recommends employees for awards and
ranks them in order of merit (see Supp. 38B and HB 25, Supp. 40B).

d. Agency nominations for Presidential awards are recommended by
a Senior Management Review Board (SMRB) composed and appointed by the
Administrator, or designee. The SMRB also adjudicates denial of FS and
SFS performance award cases referred by the Director of Human Resources.

e. Employees will be compared and judged solely on merit with
absolute fairness and justice. In particular, no employee will be
advantaged or disadvantaged, directly or indirectly, for reasons of
race, color, religion, sex, age, national origin, marital status, •
handicapping condition or means of entry into the Service.

f. Not more than 50 percent of the members of the Senior Foreign
Service may receive performance pay in any fiscal year.

g. Awards of performance pay shall take into account the criteria
established by HRDM for performance awards under sections 5384 and 4507
of the United States Code.

2. Agency Awards

a. Agency awards are conferred by the Agency based on performance
during the most recent rating period.

b. Individual awards may not exceed twenty percent of basic
salary and are subject to the limits on the total number of awards
established by law.

c. An employee must have been a member of the SFS on the last day
of the rating period and have been evaluated on the Employee Evaluation
Report, Ambassadorial letter, or as otherwise provided in HB 25, Ch. 40,
for a period of at least 90 days during the rating period.

•

•
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3. Presidential Awards

a. Presidential awards are conferred by the President based on
recommendations of an Interagency Selection Board (IASB) reviewing SFS
employees nominated by the foreign affairs agencies.

b. Presidential awards include the Distinguished Service Award
for sustained extraordinary accomplishment which carries a payment of up
to $20,000 and the Meritorious Service Award for sustained superior
accomplishment which carries a payment of up to $10,000.

c. Presidential awards may be conferred on no more than six
percent of the members of the SFS, with no more than one percent
receiving the Distinguished Service Award.

d. The employees cited in 38I2c need not have been rated for the
last rating period, but must have been a member of the Senior Foreign
Service on the last day of the rating period and have performance
reports in their evaluation file covering three or more years in SFS
classes (or their career equivalent) as of the end of the most recent
rating period.

e. Any employee who receives a Distinguished or Meritorious
Service award shall not be entitled to receive that same award during
the following four fiscal years.

4. Payment of Performance Pay

a. Awards, which are calculated as a percentage of annual salary,
are determined using the basic salary rates in effect at the end of the
subject rating period. The total amount of basic salary plus
performance pay received in any fiscal year is subject to the limitation
specified in sec. 405(b)(4) of the Act. However, any amount which is
not payable due to such limitation shall be paid in a lump sum at the
beginning of the following fiscal year.

b. Employees may be nominated for both an Agency and a
Presidential award. However, an employee may not receive both awards
for the same competition year. Agency awards will be paid in accordance
with the C/Board's rank order and in the amounts indicated. Payment
will be made without regard to possible subsequent conferral of
Presidential awards.

c. If an employee who is selected for a Presidential award has
been paid an Agency award already, the Agency award will be cancelled
and the employee will receive the Presidential award instead. The
amount of the Presidential award will be reduced by the amount already
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38I4c •paid as an Agency award. The employee's name will then be deleted from
the Agency award list. For each Presidential award recipient so
deleted, an alternate Agency awardee will be added starting with the
first employee ranked below the C/Board's initial cut-off point for
Agency awards. Assuming funding availability, alternate awardees will
receive awards in the amount recommended by the C/Board for the lowest
ranking employee on the initial Agency award list.

38J~ Assignments

1. SFS employees must be available to serve in assignments throughout •
the world. Employees are obligated to serve abroad and shall expect to
serve abroad for substantial portions of their careers.

2. Employees may not be assigned to duty in the United States for any
continuous period exceeding eight years unless the Administrator
approves in writing an extension due to special circumstances. AID will
assign career employees to duty in the United States at least once
during each fifteen year period, except where Agency needs dictate
otherwise.

3. Except for LCEs granted in accordance with 38K(4)(d)(2) below, SFS
officers with one year or less remaining in their TIC/LCE will not be •
considered for an onward assignment. Such officers will be extended in
their present position to complete their careers.

4. Employees are assigned to positions through either of the following
assignment mechanisms:

a. Senior Management Group (SMGl

As chaired by the Administrator or Deputy Administrator, the SMG
considers and recommends for the Administrator's approval appointments
to all executive level positions overseas and in AID/W. (See HB 25, Ch.
39). .

b. Assignment Board

Assignments for employees not being considered for executive-level
positions are made in accordance with HB 25, Ch. 36.

5. Career Counseling

•
a. The Executive Management Staff (HRDM/EM) provides a career

counseling service designed to ensure full consideration of executive
personnel assignment preferences and Agency needs so that employees have
timely information on assignment options and prospects, e.g., Agency
issuances containing career related information. The career development
system provides specialized assignment and training opportunities to •
broaden technical and managerial skills of AID's executive corps.
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b. HRDM/EM also identifies junior and mid-level employees deemed
to have potential for advancement to the executive ranks. As
appropriate, HRDM/EM tracks the assignment and training of those
employees to monitor their capacity for assuming such responsibilities.

c. HRDM/EM also oversees a uniform system of policies and
practices covering entry into the SFS, promotions, tenuring, training,
assignments, evaluation, pay adjustments, performance pay, retention and
retirement.

6. Sabbaticals

The Administrator may grant SFS career employees sabbaticals with
full pay for not to exceed eleven months to permit an employee to engage
in study or uncompensated work experience which will contribute to the
employee's development and effectiveness.

38K. Separation From the Senior Foreign Service

1. Termination of Limited Appointments

The Agency may terminate at any time the appointment of any
employee serving under a limited appointment (except as provided in sec.
610(a) of the Act).

2. Leave Accumulation

Annual leave accrued by SFS employees is not subject to any
limitation on accumulation (5 U.S.C. 6304g). At time of separation SFS
employees receive lump-sum payments for all unused annual leave.

3. Retirement for Expiration of Time In Class (TICl

a. Career SFS employees are subject to the following limitations
on the maximum time which may be spent in anyone class of the SFS:

I
/

Class

Career Minister (CM)
Minister Counselor (MC)
Counselor (DC)

Time-in-Class Limitation

4 Years
5 Years (cumulative DC/MC 12 years)
7 Years

/

These time-in-class (TIC) limitations apply to all career employees from
the time they enter a class or attain career status within a class and
to SFS employees promoted from one class to the next higher class. For
the Minister Counselor (MC) class, there is a 12-year combined TIC for
SFS employees promoted from the Counselor (DC) level. Periods at the DC
level during a Limited Career Extension appointment will count against
the 12 year cumulative time-in-class period.
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b. Persons at the Minister Counselor rank may exercise a one
irrevocable election to remain under the five year TIC limitation.
election must be submitted in writing signed by the employee and
received by HRDM no later than May 31, 1992.

4. Limited Career Extensions

time
Such
•

a. Section 607(b) of the Act authorizes the Agency to grant
appointment extensions to career employees who have reached their
maximum TIC. Such limited career extensions (LCEs) may be offered to •
nonpromoted SFS employees during the last two years of their TIC. LCEs
may be granted or renewed by the Administrator, or designee, in
accordance with C/Board recommendations and the criteria established
below. In making determinations relative to LCEs, the SMRB serves as an
advisory panel to the Administrator.

b. Employees eligible for LCEs are reviewed as a group by the
C/Board. The C/Board recommends employees for LCEs and ranks them as
eligible for a classwide or backstop-specific LCE.

c. The Director, FA/HRDM, shall review the C/Board rankings and
determine which employees intend to retire or separate prior to
expiration of their TICs within the LCE planning period. Employees who •
confirm in writing that they will voluntarily retire or separate prior
to the LCE planning period will be deleted from the LCE rank-ordered
list(s). The Director will also determine for those eligible for LCEs
the period of time necessary for the employee to complete his or her
present tour.

d. LCEs may be granted by the Administrator or his designee only
when the employee has been recommended by the C/Board for such an LCE
and either:

(1) The LCE is necessary to allow the employee to complete
his/her present tour, provided it is in the Agency's interest to do so.
For the purpose of LCEs, overseas tours are defined as two years for one •
tour posts and four years for all two tour posts and SMG positions. All
A.I.D./W assignments are for a three year period. Or

(2) To retain an employee only in connection with a
programmatic need of the Agency where a position or assignment has been
identified and (i) where there is a demonstrated severe shortage of
personnel in the individual's backstop, or (ii) where an activity is
being phased out and hiring a new short-term replacement is
inappropriate (where there is a temporary critical need an LCE need not
be for the duration of an entire tour), or (iii) where there is a

•
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critical need for specific skills, expertise and experience for a
particular assignment while taking into account the effect any such LCE
would have on the need to provide a regular and predictable flow of
talent through the ranks and into the SFS.

Except for LCEs granted in accordance with 38K(4)(d)(2) above, SFS
officers with one year or less remaining in their TIC/LCE will not be
considered for an onward assignment. Such officers will be extended in
their present position~ to complete their careers.

e. LCEs will be granted on the condition that the recipient
complete an assignment or assume a position as provided for in Section
38(K)(4)(d). LCE recipients who do not satisfy this condition will be
subject to retirement for expiration of time-in-class.

f. The length of individual LCEs will not exceed 3 years and the
combined time in LCE status will not exceed 5 years. Actual duration of
the LCE will be determined by the time remaining on the officer's
present tour or onward assignment under Section 38K4d(2) above, where
applicable. In order to retain an employee whose original LCE is due to
expire (including those granted an LCE of less than 3 years), the
employee must again be reviewed by the C/Board and the SMRB.

g. Employees not granted an LCE are subject to mandatory
retirement under HB 30, Supp. 3A, unless otherwise extended by the
Administrator, or designee (see 38K4J). Employees retired for
expiration of TIC or nonrenewed LCE are eligible for retirement benefits
specified in sec. 609(a) of the Act.

h. Members of the Service serving under such limited career
extensions shall continue to be career members of the Service in
accordance with Section 607 of the Foreign Service Act of 1980, as
amended.

i. The appointments of employees completing the last year of their
initial TIC limit or LCE, but who are serving in positions to which they
were appointed by the President with the advice and consent of the
Senate will be extended until the appointments to such positions are
terminated.

j. The Administrator may extend the appointments of career
employees whose TIC or LCE expires up to one year if such is determined
to be in the public interest (sec. 607(d)(2) of the Act).

5. Retirement Based on Relative Performance

Career employees are subject to retirement based on relative
performance in accordance with sec. 608 of the Act (see HB 30, Supp. 3B).
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6. Separation for Cause •
a. The Administrator may separate any Foreign Service employee

for such cause as will promote the efficiency of the Service as provided
in HB 30 (see sec. 610 of the FSA of 1980).

b. An FS employee who is under consideration for separation under
this section will have the remedies available under HB 30, Att. SA.

c. Any participant in the Foreign Service Retirement and
Disability System (FSRDS) or Foreign Service Pension System (FSPS) who •
is separated for cause is entitled to receive a refund of the
contributions made by the employee to the retirement fund. Except in
cases where it is determined that separation was based in whole or in
part on the ground of disloyalty to the United States, an employee who
has at least five years of service credit toward retirement under a FS
retirement program (excluding military and naval service), may elect to
receive an annuity commencing at age 60 (under FSRDS) or age 62 (FSPS)
in lieu of refund (sec. 610(b) of the Act). Specific information is
contained in HB 30, Ch. 5.

7. Voluntary Retirement

Any participant who is at least 50 years of age and has 20 years of •
creditable service, including at least 5 years of service credit toward
retirement under the system (excluding military and naval service) may
on his or her own application and with the consent of the Secretary be
retired from the Service and receive retirement benefits in accordance
with sec. 806 of the FSA of 1980 (see sec. 810 of the FSA of 1980).

8. Mandatory Retirement

Participants under the FSRDS or FSPS are mandatorily retired from
the Service at the end of the month in which they reach age 65 and have
at least five years of service credit toward retirement (excluding
mil itary and naval service). Participants occupying positions to which
they were appointed by the President with the advice and consent of the
Senate, will be retired when their appointments are terminated. If it
is determined to be in the public interest, the Administrator, may
retain on active service for a period not to exceed five years an
employee who is otherwise required to retire for age. More detailed
information regarding the rules and procedures applying to mandatory
retirement are found in HB 30, Ch. 3 and section 812 of the FSA of 1980.

Supplements:
38A. Senior Foreign Service Career Candidate Program
38B. Selection Board Precepts - SFS Salary Level Adjustments and

Performance Pay
38C. U.S. Agency For International Development Senior Foreign Service

Recertification Plan

•

•
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FILE This circular should be filed in front of Supplement 38A, Senior
Foreign Service Career Candidate Program

This circular only applies to SFS career candidates in BS-08.

2.

1. Purpose

This circular implements changes to the tenuring requirements for Senior
Foreign Service (SFS) career candidates in BS-08 (Auditors and
Investigators).

Appl icabil ity
"\

I

3. Authorities

a. Sec. 301, Foreign Service Act of 1980, as amended

b. International Security and Development Cooperation Act of 1981, as
amended

4. Effect

i
/

The effect of this circular is to except SFS career candidates in 8S-08
from the requirement to meet proficiency in a foreign language for
purposes of tenuring.
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Supplement 38A

SENIOR FOREIGN SERVICE CAREER CANDIDATE PROGRAM

/
/

,
/

A.

B.

C.

Purpose

This supplement provides procedures for determining the eligibility of
applicants for AID's SFS Career Candidate Program, the application and
examination process and the terms of appointment for successful
applicants. It is to be read in conjunction with 3 FAM 122.3 (App.
38A-3) and supersedes such FAM where indicated by modified language.

Eligibility

1. Citizenship

SFS career candidates must be citizens of the United States at the
time of appointment.

2. Service

a. On the date of application, an applicant must have had a
minimum of 15 years of professional work experience, including at least
5 years of service in a position of responsibility in a Federal
government agency(ies) or private sector organizations. The experience
acquired should be approximately equivalent to that of AID Foreign
Service members in classes FS-3 through FS-l. The duties and
responsibilities of the position the' applicant occupied also must have
been similar to that of an AID FS member in terms of the knowledge,
skills and abilities required. While relevant overseas experience would
be an important asset, applicants with technical or managerial
experience in developmental-type programs in the United States also will
be considered. The applicant must be, or have been, in a position
comparable in respons"ibilities with that of a member in class FS-l or
higher for at least one year.

b. Applicants from outside the Federal Government and Federal
employees who at the time of application lack the 15 years of
professional experience or the 5 years of service in a position of
responsibility (see 2a above) may be considered if they are found to
possess a combination of educational background, professional work
experience and skills needed by AID at the senior level in job categories
normally not staffed by promotion of mid-level career officers.

Certification of Need

Before an application can be processed, the Director, of Office of Human
Resources Development and Management (FA/HRDM), must certify that there
is a need for the applicant as an SFS career candidate and that the
combination of educational background, professional work experience and
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skills possessed by the applicant is not expected to be available in the
immediate future in sufficient numbers in the SFS including by promotion
and/or special training of career personnel. This certification is
included in the file established for the applicant.

D. Application Procedure

1. Written Application

Applicants must submit to FA/HRDM an Application for Federal
Employment, form SF-171, and a narrative statement (not exceeding four
typewritten pages) describing his/her pertinent background and profes- •
sional work experience. Applicants must also certify that they are
willing and able to accept the obligation of worldwide service. During
the course of the review and examination process, additional written
information may be requested.

2. Agency Review

FA/HRDM will establish a file for each applicant composed of all
available documentation of value in determining potential for service as
an SFS career candidate. For applicants employed by a Federal Govern
ment agency, this will include the personnel (performance) file from the
employing agency. FA/HRDM will review the file to confirm that the •
applicant is a U.S. citizen, appears to have the requisite experience
and meets the other requirements for the Career Candidate Program. The
file of an applicant who appears to meet these requirements will be
forwarded to the Foreign Service Board of Examiners (BEX) with a state-
ment to that effect and a request that the application be processed for
consideration under the SFS Career Candidate Program.

3. Qualifications Evaluation Panel (QEP)

On receipt of the applicant's file, the BEX (see FSA, sect. 211)
will appoint a QEP to determine whether the applicant meets eligibility
requirements, to assess the applicant's skills against the criteria in
App. 38A-l, and to recommend whether the applicant should be examined •
for possible appointment as an SFS career candidate. The Panel shall
consist of three Deputy Examiners, at least two of whom are AID SFS
career officers. One of the AID Deputy Examiners, who should be of at
least equivalent rank to that of the position for which the applicant is
applying, will serve as Panel Chairperson.

The other AID Deputy Examiner will serve as drafter of the Panel's
report, which is prepared after the drafter has studied the file in
depth to determine whether the applicant qualifies for an SFS-level
examination. The third examiner should be an SFS officer named by the
BEX, who is an SFS career officer from another foreign affairs agency
operating under the Act. The completed report must be signed by all
three Panel members. If the Panel decides that the applicant is not •
eligible for examination, the BEX will inform FA/HRDM of the reasons for
the decision.
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E. Examination Process

1. Oral Examination

a. An applicant recommended for further consideration after
completion of the qualifications evaluation review outlined above will
be given an Oral Examination by a panel of SFS Deputy Examiners of the
SEX. The Oral Examining Panel, which shall be Chaired by an SFS career
officer of AID of a rank at least equivalent to that of the position for
which the applicant is applying, shall be composed of at least one
additional Deputy Examiner who is an SFS career officer of AID and at
least one Deputy Examiner named by the SEX who is an SFS career officer
from another foreign affairs agency operating under the Act. At least
one of the Examining Panel members shall represent the specialty of the
applicant.

b. To enable the Examining Panel to judge the applicant's
effectiveness of written expression, the applicant will be asked to
write an essay prior to the oral examination on a specified topic
related to Foreign Service work. This requirement may be waived by the
SEX at the request of the Director, FA/HRDM.

c. The purpose of the examination is to determine the applicant's
ability to meet the objective of the Act, which provides for an SFS
characterized by strong policy formulation capabilities, outstanding
executive leadership qualities, and highly developed functional, foreign
language and area expertise. The Examining Panel will question the
applicant on matters relevant to his/her qualifications in light of this
objective and the criteria in App. 38A-l.

d. Following the oral examination, the Examining Panel will
discuss the applicant's performance and decide either to recommend or
not recommend the applicant for further consideration. If the panel
members are unable to agree, the majority view shall prevail. Determin
ations of duly constituted panels of Deputy Examiners are final unless
modified by specific action of the SEX. Applicants will be informed of
the results of the Examining Panel after the conclusion of the Panel's
deliberations.

e. The AID member of the Examining Panel who did not serve as
Panel Chairperson will prepare a written report of the oral examination
including the written essay if it was required. This report must be
signed by all Panel members. It should focus on the professional quali
fications and personal qualities demonstrated by the applicant in the
examination and document the Panel's judgment on whether to recommend
the applicant for further consideration.

f. FA/HRDM informs unsuccessful applicants of an Examining
Panel's decision that there will be no further consideration of their
applications. However, such applicants may reapply under the Program
after one year has elapsed from the date of the failed examination,
should a need for candidates exist at a later time.
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2. Background Investigation

Applicants recommended by the Examining Panel will be subject to a _
background investigation designed to determine suitability for appoint
ment to the Foreign Service.

3. Medical Examination

Applicants recommended by the Examining Panel and their dependents
are required to pass a physical examination based on medical standards •
established by the Department of State, Office of Medical Services.
Applicants and dependents who do not meet the required medical standards
may, however, be given further consideration if granted waivers of
medical deficiencies in accordance with the Agency policies and
procedures (see Handbook 25, Supplement 5E).

4. Foreign Language Requirement

Applicants who pass the Oral Examination will be required to take a
subsequent examination at the Foreign Service Institute to measure their
fluency in foreign languages and/or aptitude for learning them. An
applicant may be appointed as an SFS career candidate without first
having passed a foreign language examination, but may not be commis- •
sioned as a career SFS officer unless language proficiency required for
tenuring is achieved (see App. 38A-2, sect. B, Eligibility). FA/HRDM is
responsible for so informing the applicant at the time of appointment as
an SFS career candidate.

5. Final Review Panel

a. After the results of the background investigation, medical
examination and language examinations are received, the entire file of
an applicant recommended by the Examining Panel will be reviewed and
graded by a Final Review Board consisting of three or more Deputy
Examiners of the BEX. The Final Review Panel will decide whether to
recommend the applicant for appointment. The Final Review Panel shall •
be Chaired by a Deputy Examiner who is an AID career SFS officer of at
least equivalent rank to that for which the applicant is applying; the
majority of Panel members shall be AID career SFS officers. At least
one Panel member shall be a career Foreign Service officer of one of the
other foreign affairs agencies operating under the Act.

b. Following the Final Review Panel's decision, the applicant's
file will be submitted to the BEX. The BEX will either certify the
applicant for appointment or inform the applicant that he/she has been
found not qualified for appointment as an SFS career candidate .

•
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F. Appointment

1. Certification of Appointment

An applicant found to meet AID's standards for appointment shall be
offered appointment as an SFS career candidate in accordance with the
certification of need made by the Director, FA/HRDM. If due to changed
circumstances there is at the time of certification for appointment no
immediate requirement, the applicant's application shall be retained for
a period of up to two years for consideration, along with other
applicants, should openings become available.

2. Class of Appointment

In determining the class at which an SFS applicant should be
examined and appointed, consideration will be given to the needs of the
Agency and the applicant's, e.g., skills, abilities, level of experience
and prior income. In evaluating qualifications and in conducting exam
inations, panels will carefully assess applicants to determine whether
their total qualifications compare favorably with SFS members at the
proposed appointment level. Such qualifications, as evaluated by the
examining panels and the BEX, will have an important bearing on AID's
decision to certify an applicant for appointment. However, FA/HRDM may
certify an applicant for appointment at or within a different SFS class
when the applicant's qualifications clearly warrant such action. AID
normally will not appoint applicants at the Career Minister level since
this class is typically reserved for Minister-Counselor promotees (also
see Chapter 38).

3. Terms of Appointment

Offers of appointment will be made in writing by FA/HRDM. SFS
career candidates will be appointed for a period not to exceed five
years. A career candidate who does not qualify during the trial period
to become a career member of the SFS will be separated from the Career
Candidate Program no later than the expiration date of the candidate's
time-limited appointment. Separated candidates who at the time of their
appointments as SFS career candidates were domestic employees of AID or
employees of other Federal Government agencies who were appointed with
the consent of the head of that agency, will be entitled to reemployment
rights in the agency from which they came in accordance with section 310
of the Act and 5 U.S.C. 3597.

Appendices

A Criteria for Appointment as a Career Candidate in the SFS of AID
B Evaluation and Tenuring of SFS Career Candidates
C 3 FAM 122.3
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Appendix 38A to Supplement 38A

CRITERIA FOR APPOINTMENT AS A CAREER CANDIDATE
IN THE SENIOR FOREIGN SERVICE OF AID

~

)

i
)

A. General Qualifications

In considering applicants for the AID Senior Foreign Service (SFS),
examination and review panels will assess candidates in relation to the
five areas of competency used to judge the performance of persons
already in the AID Foreign Service (FS): substantive knowledge, leader
ship qualities, managerial skills, analytical skills and interpersonal
skills. Evidence of effectiveness in each of these areas will be judged
in the context of AID's role as an agency that designs and implements a
wide range of economic development programs.

In addition to assessing candidates in these areas of general ability,
the examiners will give particular attention to the following factors
which are relevant to AID's overseas development role:

Understanding. Capacity to understand the political, social and
economic context of U.S. activities overseas and its relation to
AID's objectives and activities.

Adaptability. Ability to adjust in a foreign setting (especially
an LDC environment), including interest, understanding, and accom
modation regarding host country organizations and processes, as
well as the ability to function in the AID/Washington setting.

Programmatic Expertise. Capacity to deal with economic, social,
and technical matters at the macro and micro levels, particularly
in an LDC setting; ability to translate technical and developmental
issues into AID strategy and documentation leading to program/
project approval.

Implementation. Ability to translate program/project approvals
into actions, including such implementation processes as
contracting, procuring and managing fiscal, commodity and human
resources; conducting continuous negotiations/dialogue with
program/project partners; coordinating with related activities; and
periodic program/project evaluations resulting in productive
changes, reductions or terminations, as appropriate.

Relations: Creating and maintaining successful relations with
senior officials of the host country, other donor organizations and
U.S. agencies as a means of advancing AID objectives and programs.
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B. Special Considerations

In general, demonstrated competence in planning and in managing personnel
and other resources is a key requirement for officers in the SFS. This
is particularly true at the Minister-Counselor level and almost exclu
sively the case for Career Ministers. However, this should not be
interpreted to limit entry into the SFS only to generalists. At the
Counselor level there are senior positions for specialists in the
technical and support areas, as well as in mission management. For the
most part, these positions will have significant management and policy
making dimensions, even in the technical and program support areas.
However, at the Counselor level there is also a need for a modest number •
of highly specialized professionals who may have little or no executive
experience or managerial responsibility. These officers will be
exceptional specialists who, by virtue of their outstanding professional
or technical competence, merit inclusion in the SFS.

In considering candidates for appointment at the level of Minister
Counselor, an even greater emphasis is placed on persons who have
excelled in the areas of policy formulation and executive level
management. This does not preclude consideration of persons who have
progressed through technical or other professional channels. In
general, however, such candidates should have demonstrated a broad
capacity for managing programs in their own professional discipline and •
preferably across functional lines as well. While they should not be
entirely excluded from consideration, there is little room at the
Minister-Counselor level for specialized officers without executive
level management skills. Any person considered for appointment at the
Minister-Counselor level, on the basis of essentially technical or
professional skills, should be an acknowledged and established leader in
his/her field.

At the Career Minister level, officers are expected to have the capacity
for broad substantive and executive leadership. The Career Minister
rank is parallel with Executive Level IV. This is the same rank held by
Assistant Administrators in AID and Assistant Secretaries in the
Department of State. Thus, officers promoted to Career Ministers should •
have the capacity to serve as an Assistant Administrator, or in other
position of comparable rank in AID, the Department of State or
international organizations. Consequently, no officer should be
considered for appointment as a Career Minister who does not have broad
and proven ability to plan and manage large and complex programs.

•



Trans. Hemo. No. Effective Date Page No.
AID HANDBOOK 25 25:155 March 9, 1987 38A-B1

Appendix 38B to Supplement 38A

EVALUATION AND TENURING OF SFS CAREER CANDIDATES

~
\
I

./

A.

B.

Purpose

This Appendix describes the policies and procedures governing the eligi
bility and review of senior career candidates for tenuring and their
subsequent appointment as Senior Foreign Service (SFS) Officers in
accordance with section 302(a) of the Foreign Service Act of 1980 (the
Act).

Policy

The Agency's decision to offer a senior career candidate a career
appointment in the SFS will be based on the recommendation of the Senior
Tenure Board (the Board) that the candidate possesses the fitness and
aptitude for the work of the SFS. Besides having met eligibility
requirements discussed in D below, the basic criteria for a positive
tenuring recommendation will be the senior candidate's demonstrated:

ability to perform at or above the standards of performance of
other members in his/her class, and

potential to serve effectively as a member of the corps of leaders
and experts responsible for the management of the Service and
performance of its functions.

The Board is not constrained by any quotas in making its tenuring recommenda
tions. Each certified senior candidate will be evaluated as to his/her
individual fitness and aptitude for the work of the SFS. Senior candidates
being reviewed are not to be considered in competition with or to be judged
against other senior candidates under review.

I

/

C. Authority

The career candidacy trial period and Board reviews and recommendations
for senior candidates are authorized under section 306 of the Act.

\

)

D. Eligibility

To be certified by the Director, Office of Human Resources Development
and Management (FA/HRDM), for tenuring review, a senior candidate must
meet the following requirements:
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1. Have been a member of the SFS (or equivalent) or the career Senior
Executive Service (SES) for at least 36 months prior to review;

2. Served at the senior level on overseas assignment(s) for at least
24 months; and

3. Achieved, except as provided in D5, an FSI-tested foreign language
proficiency of S-2/R-2 in a Category A language or an S-2/R-2(R-N) in an
AID incentive language; and

4. Satisfied other conditions regarding senior career candidacy, i.e., •
received adequate medical clearance(s), passed background checks,
received security clearance(s), and made a certification as to
availability for worldwide service.

5. Notwithstanding D3 above, in exceptional cases the Director,
FA/HRDM, may certify a senior candidate for tenuring review who has not
yet met language proficiency requirements. In such cases, the Board may
render a favorable recommendation, conditioned on subsequent achievement
of the prescribed language rating. However, tenuring action may not be
initiated until the required language rating is achieved. If
satisfactory progress is not made by a senior candidate subsequent to
the Board's recommendation and/or the prescribed language proficiency •
rating not achieved within a period of time, as prescribed by FA/HROM,
then the Agency may terminate the senior candidate's appointment.

E. Rating Cycle and Performance Evaluation Files (PEFs)

1. Senior candidates will be evaluated as prescribed in Handbook 25,
Chapter 40. During senior candidacy, the candidate's reviewing officer
normally shall be at least a Deputy Mission Director or Deputy Assistant
Administrator.

2. Other evaluation materials prepared on candidates may include
commendations and awards. The rules of inclusion and admissibility that
apply to evaluation materials on other FS members apply to senior •
candidates.

Nothwithstanding the above, relevant guidance statements prepared by the
'Board (see G3 below) for candidates whose tenuring decision was deferred

NOTE: Regarding 01 and 2--senior candidates who served as Sect. 631(b), FAA
appointees may not count such service to satisfy the 36-month requirement of
01, but they may count 631(b) time served overseas to satisfy the 24-month
requirement of D2. However, no service prior to ten years before the candidate
is to be considered by the Board will be included. Members initially appointed
prior to February 15, 1981, are only required to have been a limited career •
candidate appointee (or equivalent) for at least three years, of which at
least 18 months would have been served on overseas assignment(s).
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F.

G.

until review by a subsequent Board, will be made available to the
subsequent Board after the Board has made its preliminary
determinations. All senior candidate evaluation materials will remain a
permanent part of the candidate's Performance Evaluation Files (PEFs).
If FA/HRDM/EM considers that the PEF of a senior candidate is not
sufficiently documented, it may request an interim performance appraisal
if undocumented periods exceed 60 days.

Certification of Candidates for Review

1. At least once each calendar year, FA/HRDM/EM will review Agency
needs for senior officers and the eligibility of candidates for Senior
Tenure Board review. As appropriate, FA/HRDM/EM will prepare a list of
candidates who meet review eligibility requirements and schedule a Board
session. The Chief, FA/HRDM/EM, will certify this list to the Board and
prepare candidate PEFs for Board review.

2. Senior candidates normally will be reviewed upon completion of at
least 36 months of service and only once by the Board. Usually, the
Board may recommend a second review which would be scheduled to take
place no later than sixty days before the expiration of the candidate's
limited appointment.

The Senior Tenure Board

1. Composition

a. The Senior Tenure Board (the Board) will be Chaired by a
Career Minister or Minister-Counselor and will include three others of
whom at least two will be AID career SFS members at the
Minister-Counselor class or above. These members will be broadly
experienced in various major AID occupational areas. Additionally, the
Board will include a career member of the SFS from another foreign
affairs agency at the appropriate senior level.

b. If such expertise is not represented by any continuing member
of the Board, to the extent practical a career SFS member at the
Minister-Counselor class who is in the same or a closely allied
occupational category as the candidate will replace a regular member of
the board for consideration of the candidate. The ad hoc member will
participate fully in the Board's decisions.

2. Appointment to the Board

a. The Director, FA/HRDM will appoint members to the Board, who
should have qualifications similar to those required of Selection Board
members (see Chapter 40). Prior to any appointments, a list of the SFS
members being considered for Board appointment will be submitted to the
employee's exclusive representative, which will have ten days in which
to offer comments. Such comments will be considered, but will not be
binding upon the Director, FA/HRDM.
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•b. All members will be appointed for a two-year term, subject to
early termination authorized by the Director, FA/HRDM to meet the needs
of the Service, i.e., transfer or retirement. Terms may be extended to •
three years, circumstances permitting, at the discretion of the Director.

3. Board Action

The Senior Tenure Board will review the PEFs of candidates
certified to it for consideration. The Board will be guided in its
determination by these regulations and, in general, by precepts of the •
Tenure Boards for Career Candidates below the SFS·level as negotiated
with the employee's exclusive representative (see Supplement 5C,
Handbook 25, Chapter 5 [to be renumbered Chapter 35]). In making its
determination as to the candidate's: (a) ability to perform at or above
the standards of performance of other members of the candidate's class
and (b) potential to serve effectively as a member of the corps of
leaders and experts responsible for the management of the Service and
its functions, the Board shall be alert to the candidate's demonstrated
ability with regard to executive leadership qualities, strong policy
formulation and communications capabilities, and highly developed
functional and area expertise~

The Board will review and make recommendations regarding continued •
candidacy or tenuring of all candidates certified to it. If an
extension of the candidacy period is recommended, the Board shall
prepare an appropriate statement so that the candidate will be informed
as to areas of performance requiring improvement or additional
assessment. Concurrence of a majority of the Board members is required
for all Board determinations. No action unfavorable to a candidate may
be taken without consideration of the candidate's file by all members of
the Board.

4. Board Recommendation

At the conclusion of its review work, the Board will, as
appropriate, recommend to the Administrator or his/her designee that the •
candidate(s):

be appointed as a career member of the Senior Foreign Service;

not be appointed in the career Senior Foreign Service;

serve for a longer period of time and be considered again by the
Board at least sixty days prior to the expiration of the
candidate's limited appointment. (The Board may request supple
mental evaluative materials for such a second review.)

•
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H. Action by the Director of The Office of Human Resources Development and
Management (FA/HRDMl

1. Upon receipt of Board recommendations, the Director FA/HRDM, shall
review the lists of candidates evaluated and the records of Board
proceedings to ensure that Board actions were in accordance with the
precepts. If it appears that the precepts may have been violated, the
Director shall discuss same with the Board Chairperson. If substantive
violations of the precepts or significant technical errors are
discovered, the Chairperson shall reconvene the Board to address the
issues raised. If the Board modifies any of its recommendations after
reconvening, the changed lists shall be submitted to the Director,
FA/HRDM. Otherwise, the original Board recommendations shall be
resubmitted.

2. Following receipt or resubmittal of Board recommendations, the
Director, FA/HRDM, shall take action as outlined below:

a. Candidates not Recommended for Appointment. The Director
shall take appropriate actions to terminate their candidacy and, if AID
has no further need for their services, separate them from the Agency.

b. Candidates Recommended to Serve for a Longer Period of
Candidacy. The Director shall notify each such candidates, providing
them the guidance statements prepared by the Board and advising as to
when their candidacy will be again reviewed. However, the candidates'
limited appointments may not be extended or renewed. The Director shall
coordinate with such candidates' organizational units to ensure that
appropriate evaluation reports are prepared in time for subsequent Board
review.

c. Candidates Recommended for Career Appointment.

(1) The Director shall review the candidates' PEFs and
consult with appropriate offices to determine whether any of the
recommended candidates have been or currently are the subjects of an
investigation, administrative action or proceedings relating to matters
covered by 3 FAM 622, Suitability Guidelines for Appointment and
Continued Employment.

(2) For candidates who have not been the subjects of such
investigations, actions, or proceedings and for candidates who have been
the subject but have been exonerated thereby, the Director shall
initiate actions to effect such candidates' appointments as career
officers in the SFS.

(3) If the Director finds that there are any unresolved or
pending investigations, actions or proceedings of such type, he/she
shall temporarily set aside the Tenure Board recommendations regarding
the concerned individual(s) until completion or resolution of such
investigations or proceedings.



•
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Action by the Administrator

Should the review by the Director, FA/HRDM, relating to candidate
suitability (3 FAM 622) raise significant doubt as to the appropri-
ateness of accepting the Board's recommendations that a candidate be
given a career appointment, the Director shall refer the files and other
relevant information to the Administrator who shall make the final
decision regarding that candidate's career appointment to the SFS.
Following the Administrator's determination, the Director, FA/HRDM,
shall initiate actions, as appropriate, to (a) effect the candidate's
career appointment, (b) defer tenuring decision until subsequent Board
review and specify an appropriate date by which the candidate's •
performance will again be reviewed, or (c) terminate candidacy and, if
AID has no further need for the candidate's services, separate the
candidate from AID.

(4) Where a candidate has been the subject of an investi
gation, action, or proceeding resulting in adverse decision against the
candidate, the Director shall review the decision and determine whether
to follow the Board's recommendation or to delay tenuring action for an
additional probationary period of up to one year. Following review of •
the SFS career candidate's PEFs and other information of record,
including the results of completed investigations, actions, or proceed- 
ings, if the Director concludes that the candidate was exonerated or the
Board's recommendation for tenuring is nevertheless sustainable, he/she
shall initiate appropriate actions to effect the candidate's appointment
as a career officer in the SFS.
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122.3 Senior Foreign Service Officer
h ....r Candidate and Limited
Non-Career Appointments

(TL:PER-563 10-27-83)
(Effective date: 8-18-83)
(Uniform StatelAIDIUSIA/CommercelAgricullure)

122.3·1 General Considerations

a. Career officers at the Senior Level normally shall be
appointed as the result of promotion of Mid·Levei career offi
cers. Where the needs of the Foreign Service at the Senior
Level cannot otherwise be met by this approach. limited ap
pointments may be granted to applicants as Senior Career
Candidates or as limited non-<:areer appointees under these
regUlations. However, as required by section 305(b) of the
Foreign Service Act of 1980. as amended (hereinafter referred
to as the Act), but Qualified by sections 305(b)(1) and (2) and
section 2403(c) of the Act. the limited appointment of an indio
vidual in the Senior Foreign Service shall not cause the num
ber of members of the Senior Foreign Service serving under
limited appointments to exceed 5 percent of the total mem
bers of the Senior Foreign Service.

b. Successful applicants under the Senior Career Candi
date Program will be appointed to Career Candidate status
for a period not to exceed 5 years. Such limited Career Can
didate appointments may not be renewed or extended be
yond 5 years.

c. Under section 306 of the Act, Senior Career Candi·
dates may be found qualified to become career members of
the Senior Foreign Service. Those who are not found to be
so Qualified before the expiration of their limited appoint
ments will be separated from the Career Candidate Program
no later than the expiration date of their appointments. Sepa.
rated candidates wno originally were employees of a Federal
department or agency. and who were appointed to the Se
nior Foreign service with the consent of the head of that de
partment or agency, will be entitled to reemployment rights
in that department or agency under section 310 of the Act and
section 3597 0' title 5, United States Code.

d. The following regulations shall be utilized in conjunc
tion with section 593, Senior Foreign Service Officer Career
Candidate Program. (Also see Foreign Affairs Manual Circu
lars No.8 (applicable to the Department of State only) and
No.9 (applicable to the Departments of State, Agency for
International Development, the United States Information
Agency, Commerce, and Agriculture). dated March 6, 1981.)

122.3-2 senior Career Candidate Appointments
e. EligIbility RequIrements

Senior Career Candidates must meet the following eligibili
ty requirements:

(1) Citizenship. Each person appointed as a Senior
Career Candidate must be a citizen of the United States.

(2) Age. All career candidate appointments shall be
made before the candidate's 60th birthday. Appointments by
the Umted States Information Agency shall be made before
the candidate's 58th birthday. The maximum age for appoint
ment under this program is based on the requirement that
all career candidates shall be able to:

~a) Complete at least two full tours of duty, exclusive
of onentatlon and training;

(b) Complete the requisite eligibility period for tenure
consideration; and

(c) Complete the requisite eligibility period to receive
retirement benefits. prior to reaching the the mandatory re
tIrement age of 65 prescribed by the Act.

(3) Service

(a) On the date of application. an applicant must have
completed a minimum of 15 years of professional work expe
rience. including at least 5 years of service in a position of
responsibility in a Federal Government agency or agencies
or elsewhere equivalent to that of a Mid-Level Foreign Ser
vice officer (classes FS-I through FS-3). The duties and re
sponsibilities of the position occupied by the applicant must
have. been simil~ to or closely related to that of a Foreign
ServICe offteer In terms of knowledge, skills, abilities, and
overseas work experience. In addition, an applicant must be
currently in. or have been in. a position comparable to a For
eign service officer of class I (FS-I) or higher.

(b) Applicants from outside the Federal Govemment.
and Federal employees who at the time of application lack
the 15 years of professional work experience or the 5 years
of service in a position of responsibility as defined in the pre
ceding paragraph, may be considered, however, if they are
found to possess a combination of educational background.
professional work experience, and skills needed by the For
eign Service at the senior Levef in employment categories
which normally are not staffed by promotion of Mid-Level ca
reer officers.

(c) Non~reer members of the Senior Foreign Service
of a Federal Government department or agency also may ap
ply for the 5enIor Career Candidate Program If they meet the
eligibility requirements for the program.

(4) C8rtfflcation of Need. Before an application can be
processed, the Director of Personnel of the 'oreign affairs
agency concerned must certify that them is a need for the
applicant as a Senior Career Candidate based upon (a) the
projections of personnel flows and needs mandated by sec
tion 6OI(c)(2) of the Act, and (b) a finding that the combination
of educational background, professional work experience.
and skins possessed by the applicant is not expected to be
available in the immediate future in suffICient numbers within
the Senior Foreign Service. including by promotion and/or
special training of career personnel. This certificatipn of need
will be requested by the Board of Examiners for the Foreign
Service from the appropriate foreign affairs agency Director
of Personnel.
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b. Application

All applicants for the Semor Career Candidate Program
must apply in writing through the prospective employing
agency to the Board of Examiners for consideration. Hte ap
plicant shall submit a completed Standard F()(m 171. Applica
tion for Federal Employment, to the Board. In addition, the
applicant shaU submit a narrative statement, not exceecllng
four typewritten pages in length. describing the applicant's
pertinent background and professional work experience.
whIch includes a statement of the applicant's willingness and
ability to accept the obligation of worldwide service. The
Board may request additional wrltlen informatiOn from the
applicant following receipt of the initial application.

c. Qualifications Evaluation Panel

(1) The Board of Examiners will establish a file for each
applicant. placing in it all available documentation of value
in evaluating the applicant's potential for service as a senior
Career Candidate. For an applicant from within the Federal
Government. this will include the personnel file from the em
ploying department or agency.

(2) The complete file will be reviewed by a Qualifica
tions Evaluation Panel of the Board of Examiners to deter
mine whether the applicant meets the statutory and other
eligibility requirements. to assess the applicant's skills for the
certification of need issued by the prospective employing
agency. and to recommend whether the applicant should be
examined for possible appointment as a Senior Career Can
didate. If the Qualifications Evaluation Panel decides that the
applicant is not eligible for examination, the prospective em
ploying agency shall be informed by the Board of the reasons
for that decision.

d. Wri"en ElUImination

The Board of Examiners. normally. will not require Senior
Career Candidate applicants to undergo a written examina
tion. However. the Board. upon secunng the agreement of
the prospective employing agency. may decide that such ap
plicants should be required to take an appropriat'b written
examination prescribed by the Board. If so, an applicant
whose score on the written examination is at or above the
passing level set by the Board Will be eligible for selection
for the oral examination.

•• Oral Examination

(1) Examining Panel. Applicants recommended by the
Qualifications Evaluation Panel will be given an appropriate
oral examination by a Panel of senior Foreign Service deputy
examiners of the Board of Examiners. The Oral Examining
Panel shall be composed of at least two deputy examiners
who are Senior Foreign Service career officers of the pro
spective employing agency. and at least one deputy exam
iner who is a Senior Foreign Service career officer from an
other foreign affairs agency operating under the Foreign Ser
vice Act. The Examining Pa~ shall be chaired by a deputy
examiner who is a Senior Foreign Service career offICer of
the prospective employing agency. At least one of the exam
ining Panel members shall represent the functional or special
ist field for which the applicant is being examined. Determina
tions of duly constituted panels of deputy examiners are tinal,
unless modified by specific action of the Board of Examiners.

(2) Criteria

(a) The Examining Panel Will question the applicant re
garding the indicated functional or specialist field and other
matters relevant to the applicant's qualifications for appoint
ment as a Senior Career Candidate. Prior to the oral exami
nation. the applicant will be asked to write an essay, on.a
topic related to Foreign Service woo, to enable the Examin
ing Panel to judge the applicant's effectiveness of written ex
pression. This essay requirement may be waived at the
request of the head of the prospective employing agency. if.
for example. the applicant is a career member of the Senior
Executive service.

(b) The oral examination will be conducted under Writ
ten criteria. established in consultation With the prospective
employing agency and publicly announced by the Board of
Examiners. The examination will seek to determine the ability
of the applicant to meet the objective of section 101 of the Act.
which provides for a S~nior Foreign Service "characterized
by strong policy formulation capabilities, outstanding execu
tive leadership qualities. and highly developed functional, for
eign language. and area expertise."

(3) Grading. Applicants taking the oral examination
will be graded as "recommended," or "not recommended"
by the Examining Panel. Those graded as "recommended"
also will be given a numerical score, under the standard
Board of Examiners scoring criteria, for use by the Final Re
view Pa~.

f. Background Investigation

Senior Career Candidate applicants recommended by the
Examining Pa~ will be subject to the same background in
vestigation as required for Junior and Mid-level Foreign Ser
vice Offteer Career Candidates. The background
investigation shall be conducted to determine suitabtlity for
appointment to the Foreign Service.

g. Medical Examination

Senior Career Candidate applicants recommended by the
Examining Panel, and their dependents, will be SUbject to the
same medical examination as required for the Junior and
Mid-Level Foreign Service Career Candidates. The medical
examination shaD be conducted to determine the applicant's
physical fitness to perform the duties of a Foreign Service
officer on a worldwide basis and, for applicants and depen
dents, to determine the presence of any physical. neurologi
cal, or mental condition or such a nature as to make it unlikely
that they would be able to function on a wof1dwide basis. Ap
plicants and/or dependents who do not meet the required
medical standards may be given further consideration, as
appropciate, under the procedures of the prospective em
ploying agency.

h. Foreign Language Requirement

Applicants recommended by the Examining Panel will. be
required to take a subsequent examination to measure their
fluency in foreign languages. and/or their aptitude for learning
them. Senior Career Candidates will be subject to the foreign
language requirements established for their occupational
category by their prospective employing agency. Senior Ca
reer Candidate applicants for the Foreign Commercial Ser
vice must demonstrate profICiency by examination in two
foreign languages. United States Information Agency senior
Career Candidates. other than Senior Specialist Career Can-
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didates, must demonstrate proficiency in at least one foreign
language. Except for the Foreign Commercial Ser/ice and
the United States Information Agency, an applicant may be
appointed without first having passed an examination in a
foreign language, but the appointed Senior Career Candidate

" may not be commissioned as a Career Senior Foreign Ser
vice officer unless adequate proficiency in a foreign language
is achieved. This language requirement will not apply to
candidates in occupational categories which, in the judgment
of the prospective employing agency, do not require. foreign
language proficiency.

I. Finll Review Pinel

(1) The entire file of an applicant recommended by the
Examining Panel will be reviewed and graded by a Final Re
view Panel, af1er the results of the background investigation,
medical examination, and language examination are re
ceived. The Final Review Panel will decide whether or not to
recommend the applicant for appointment, taking into ac
count all of the available information concerning the appli
cant.

. (2) The Final Review Panel shall consist of a chairper
son who shall be a Deputy Examiner who is a career Senior
Foreign Service officer of the prospective employing agency,
and at least two other Deputy Examiners of the Board of ex
aminers. Of the Deputy Examiners serving on the Final Re
view Panel, the maJority shall be career Senior Foreign
Service officers of the prospective employing agency; and
at least one shall be a career Senior Foreign Service offICer
of one 01 the other foreign affairs agencies operating under
the Act.

j. Certificltion of Appointment

The file of an applicant recommended by the Final Review
Panel will be submitted to the Board of Examiners for consid
eration and approval. An applicant found by the Board to
meet the standards for appointment as a Senior Foreign Ser
vice Career Candidate shall be so certified to the Director of
Personnel of the prospective employing agency.

122.3-3 Limited Non-Career Appointments

a. Other Senior Foreign Service appointments may be
made on a ~mited non-career basis for individuals who do not
wish to compete for career appointments, but for whom a
need can be certified by the Director of Personnel of the for
eign affairs agency concerned. Such limited non-career se
nior appointees will be sub;ect to the eligibility requirements
set forth in sections 122.3-2a(1) and (4). The maximum age
set forth in section 122.3-2a(2) does not apply to such ap
pointments. However. because Foreign Service members
generally are subject to the mandatOfY retirement age of 65.
under section 812 of the Act. limited non-career senior ap
pointments normaUy will not extend beyond the appointee's
65th birthday. Umited non-career appointees of the United
States InfOrT{lation Agency and the Department of C0m
merce will not be subject to the language requirements of
section 122.3-2(h). Applicants for limited non-career senior
appointments will be subject to the same background investi
gation and medical examination required of career candi
dates, but normally they wm not be subject to a written or
oral examination. or to approval by the Board of Examiners.
Processing procedures for such applicants will be estab-

Iished by the Director of Personnel of the foreign aHa irs agen
cy concerned. Their appointments normally will be limited to
the duration of the specifIC asslgnrnents for which they are
to be hired, may not exceed 5 years in duration, and may not
be renewed or extended beyond 5 years

b. Before the expiration of their limited non-eareer senior
appointments, if they meet all the eligibility requirements set
forth in section 122.3-2a. such individuals may elect to com
pete for career candidate status in the Senior Foreign Service
by qualifying at that time for and taking the examinations re
quired of career candidates. If appointed as career candi
dates, the length of service under their previous limited
non-career apPointments may be counted under the proce
dures of the employing agency as part of the trial period of
service prescribed before a career candidate can receive a
career appointment. The total period of limited appointmP.nt
(non-career and cc1reer candidate) of such individuals may
not exceed 5 years in duration.

c. Nothing in this section will limit the right of an individual
who has previously served as a limited non-eareer senior ap
pointee from SUbsequently applying for consideration as a
new applicant and being appointed as a Senior Career Candi
date af1er a limited non-eareer appointment has expired.

122.3-4 Reporting Requirement
The Director of Personnel of each foreign affairs agency

shall report annually to the Director General of the Foreign
Service, Department of State, the number and nature of the
limited Senior Foreign Service appointments (non-career and
career candidates) made by that agency under these regula
tions.
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SUPPLEMENT 38B

SELECTION BOARD PRECEPTS
SFS SALARY LEVEL ADJUSTMENTS AND PERFORMANCE PAY

A. Purpose

This supplement outlines the procedures and criteria to be used by the
SFS Consolidated Selection Board (C/Board) and the Senior Management
Review Board (SMRB) in making recommendations for SFS salary level
adjustments and performance pay awards under Handbook 25, Chapter 38,
Senior Foreign Service.

B. Applicability

Applicability shall be as that provided under Chapter 38, Section 38B.

C. Directives to the C/Board

I. General

a. In making recommendations, the C/Board will be guided entirely
by these precepts, especially the criteria in sections D and G.

b. In applying these criteria, the Board should recognize that
not all employees will have had the opportunity to demonstrate
achievement in all of the areas cited. Board members should not assess
performance on the basis of the number of criteria met, but rather the
demonstrated contributions and accomplishments achieved.

c. Board members shall not be eligible to receive any type of
performance payor a salary level adjustment for the period(s) being
reviewed.

2. Inadmissible Comments

The Board shall ignore any information in the evaluation file which
is inadmissible by regulation (see Handbook 25, Supplement 40A). Such
information shall not be the subject of discussion or a basis for Board
decisions.

3. Briefings and Materials for the Board

a. FA/HRDM/PMES/PM (IG/ADM for BS-08 personnel) will guide the
Board on technical procedures. The Board will address all queries
regarding its work to that office only.

b. The Board will be provided:

o A set of these Precepts;
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o Each employee's Performance Evaluation File (PEF);

o Instructions for the Employee Evaluation Report, or
equivalent;

D.

o A copy of the Act and related Agency regulations on the
SFS performance evaluation and promotion systems.

. 0 A memorandum from the Director, FA/HRDM indicating the
number and amounts of awards available for authorization.

Salary Level Adjustments

If requested by the Director, FA/HRDM, the C/Board will review the
performance standing of employees eligible for salary level
adjustments. Reviews shall establish the employee's class ranking, e.g.
top two-thirds, on a performance basis. The Board may recommend an
increase, decrease or deferral of the adjustment as provided by Chapter
38, Section 38G, and will include such in its report to the Director.

Factors that may be considered in making decisions on ranking for
purposes of salary adjustments include Performance Pay criteria (see
Section G) and/or:

o Relative value of the employee's contribution to the Agency mission;

o Extent to which achievement was characterized by executive
leadership, sound policy formulation and/or highly developed functional
or professional expertise;

o Effective management of resources, e.g., achievement in areas of
cost reduction, efficiency, productivity, quality of work and timeliness;

o Support for Agency goals regarding effective supervision, equal
opportunity employment and development and evaluation of subordinates;

o Degree of difficulty inherent in one's assignment; and

o Achievement in the identification and correction of waste, fraud
and mismanagement.

•

•

•
E. Performance Pay - Agency Awards

1. C/Board Review and Recommendations

a. The Administrator will determine the number and amounts of
awards. The Board will be advised by memorandum in advance by the
Director, FA/HRDM of the number and amounts of awards the Board may
designate. A copy of the memorandum will be placed in a sealed envelope •
in the presence of the exclusive representative and opened in the
presence of the exclusive representative after the Board has completed
its work.



.j

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 25 25:155 May 10, 1988 38B-3

b. The C/Board will review the files of eligible employees as a
group.

c. The Board will review each employee's performance and, based
solely on the material in their PEF for the rating period for which the
Board has been convened, recommend awards within the number authorized.
The Board will rank those recommended in order of merit. The full
number of awards authorized will be paid in the order recommended.

d.
part of
receive
PEF.

The Board will base its decisions only on material properly
an employee's PEF. Board members should neither seek nor
any information on employees other than that included in their

/
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e. A Board member may provide information to the Board that is
not in a PEF but is relevant to an employee's performance during the
rating period under review Qllly by signed memorandum. The memorandum
must be sent to the employee immediately (by immediate cable if
overseas). The employee shall have five working days from receipt in
which to provide a written or cable response to the Board. If comments
are not received within this time period, the Board shall be free to
complete its deliberations without the benefit thereof. A copy of the
memorandum and employee comments, if any, will be placed in the PEF for
use by this Board, after which it will be removed and made a part of the
Board's official findings.

2. Submission of Award List and Recommendations

a. The Board will prepare a rank ordered list of awardees with
award amounts, which reflect its determination on the apportionment of
awards. The list shall be annotated to indicate any awards recommended
at amounts less than the maximum authorized. The list shall also
include the names of up to twenty rank-ordered alternate awardees should
any names subsequently be deleted from the list. This list shall be
prepared and signed by the Board members and be made a part of the
Board's final report. The Board is encouraged to submit recommendations
concerning changes and/or improvements in policies and procedures for
subsequent Boards.

b. The Director, FA/HRDM may accept the report or return it for
review if questions exist on use of procedures and/or precepts. Upon
accepting the report, the Director will forward the award list to the
Administrator. Except as provided in 2c, the Agency will, at the
earliest feasible date thereafter, publish an alphabetical list of award
recipients and pay the amounts in accordance with the Board's
rank-ordered list.

c. The Director, FA/HRDM shall review the Board's rank-ordered
lists of awardees and alternates and consult appropriate offices to
determine if any employee named has been or is the subject of an
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•administrative action, investigation or proceeding involving loyalty,
security or malfeasance. If an employee is the subject of a covered
action but it is not completed at the time of the Director's review, the
employee's name shall be temporarily removed from the list. If the ~

nature and/or status of the action permits, employees whose names are
permanently or temporarily removed from the list shall be so notified in.
writing by the Director, FA/HRDM. .

When a name is temporarily removed from the list, the award or alternate
status and any corresponding award funds shall be held until resolution
of the covered action. If the action is decided in the employee's favor •
and the Director determines such would not be inconsistent with the
national interest or efficiency of the Service, any previously
designated award shall be honored and paid. If decided against the
employee and/or the results are such that the Director determines
granting the award would be inconsistent with the national interest or
efficiency of the Service, he/she shall void the employee's status. If
the employee was a designated awardee, award funds shall be allocated to
the ranking alternates. Performance award monies will be paid as soon
as feasible after conclusion of a covered action.

F. Performance Pay - Presidential Awards

1. Agency nominations for Presidential Awards are made by a
Senior Management Review Board (SMRB) appointed by the Administrator.

2. To facilitate the SMRB's work, the C/Board will nominate
employees for consideration by the SMRB. The Director, FA/HRDM will
advise the C/Board in advance of the authorized number of nominations
for the Distinguished and Meritorious Service awards. The Board will
review the records of all eligible employees together and without regard
to its recommendations for Agency awards. Applying the criteria in
Section G, the Board will nominate and rank in order of merit up to, but
not more than, the authorized number of nominees for each award. The
list of nominees will be included in the Board's report to the Director
and will be made available to the SMRB.

3. The SMRB will review the PEFs of employees nominated by the
C/Board and of any other eligible employees it judges worthy of
consideration. The SMRB will bear in mind the criteria in section G and
give due weight to the C/Board recommendations. Keeping within the
authorized number of nominations, the SMRB will nominate and rank in
order of merit those employees it recommends for each Presidential
award. Statements of justification supporting nominations will be
prepared by FA/HRDM/EM.

4. The SMRB will submit its report of nominations, with the
justification statements, to the Administrator, who will review these
recommendations in light of the interagency regulatory requirement that
the Agency assure "... that the record and character of each nominee
fully warrant recognition by the President should the nominee be

•
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selected for an award." On concluding this review, the Administrator
will forward approved nominations, with justification statements, to the
Interagency Selection Board for consideration in accordance with agreed
interagency procedures.

G. Selection Criteria

1. General

Comparing the performance and accomplishments of employees will
require difficult juQgments. Outstanding achievement may be found in
professional and courageous handling of emergency situations;
significant accomplishments may result from resourceful completion of
specific projects or negotiations; major benefits may result from
imaginative and sensitive policy initiatives or from thoughtful and
efficient management of important programs or missions. There is no
formula whereby varying performance records may be measured and weighed
with mathematical accuracy. Board members must apply the relevant
criteria as realistically and fairly as possible, discuss their views
where differences exist, and exercise their judgment to the fullest
extent of their wisdom and experience.

The Board should be alert to evidence, through evaluation reports or
letters of criticism, of an employee's indifference or lateness in
completing evaluations on subordinates. This represents failure in
supervisory responsibilities which may disadvantage the rated employee.
The Board should give due weight to such failures when comparing that
employee's performance against others for performance awards. Similarly,
evidence of an employee's failure to support affirmative action goals and
equal opportunity requirements also should be given due weight.

2. Agency Awards

Recommendations for Agency awards shall be based on the following:

o Relative value of the employee's achievement to the
accomplishment of the Agency's mission;

o Degree of difficulty inherent in successful achievement;

o Extent to which achievement was characterized by strong
executive leadership and significant contributions in the formulation of
Agency policies and programming;

o Extent of demonstrated, highly developed functional, foreign
language and area expertise;

o Effective supervision and development of subordinates;

o Achievements in the areas of cost reduction, efficiency,
quality of work, productivity and timeliness to the end of improving
Foreign Service managerial flexibility and effectiveness;
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o Meeting affirmative action goals and achievement of equal
opportunity requirements; and

o Achievements in the identification, correction and control of '
waste, fraud and mismanagement.

3. Presidential Award Nominations

a. In addition to the criteria in G2, employees must have
demonstrated sustained superior or outstanding accomplishment as an SFS
employee (or equivalent) for at least three rating periods. Evidence of •
such sustained accomplishment may be found in, e.g.:

o Significant contributions to the national interest in the
area of foreign affairs;

o Managerial accomplishments in cooperative efforts with
other foreign affairs agencies, federal agencies, Government entities
and/or the private sector;

o Achievements of Agencywide importance in policy,
technical, program and/or human resource terms.

b. Nominations for Presidential awards should recognize the most •
capable, deserving and accomplished employees of the Service who warrant
this singular honor due to exceptional contributions and because their
integrity and worthiness of public trust are beyond question.

•

•
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Supplement 38C

U.S. AGENCY FOR INTERNATIONAL DEVELOPMENT
SENIOR FOREIGN SERVICE

RECERTIFICATION PLAN

1. Purpose

This supplement to Chapter 38 provides the policies and procedures that
govern Senior Foreign Service (SFS) Recertification. Recertification is
a vehicle for ensuring that the performance of career SFS members
demonstrates the excellence needed to meet the objectives set by the
Foreign Service Act of 1980; that is, "a Senior Foreign Service which is
characterized by strong policy formulation capabilities, outstanding
executive leadership qualities, and highly developed functional, foreign
language, and area expertise.

!
/

i
/

2.

3.

Authority

Career Senior Foreign Service (SFS) members in the Agency for
International Development are subject to recertification, pursuant to
Section 305 of the Foreign Service Act of 1980, as amended by Section
506 of the Ethics Reform Act of 1989 (Public Law 101-194, November 30,
1989).

Coverage and Applicability

a. This supplement applies to all SFS employees of AID. Generally,
employees working in AID's Office of the Inspector General (IG) will be
subject to recertification as outlined in this supplement. However, the
IG has separate authority per the IG Act of 1978, as amended, to
administer the Human Resources Development and Management function of
that office.

b. SFS career employees who have been continuously employed in the SFS
for 156 weeks preceding the end of the recertification period are
subject to recertification. This period includes any service as an SFS
noncareer or limited appointee as well as SFS service in another agency.

c. One or more breaks in SFS service of a total of 6 months or less do
not interrupt the 156 weeks of continuous employment.

(1) For this purpose, "breaks in service" would include periods
when the member was separated from the Senior Foreign Service (including
Presidential appointments at Executive Level V or higher) or seconded to
an international agency with reemployment rights in the SFS.

(2) Among periods which would not be considered a break in SFS
service are: sabbaticals, training, details to other federal agencies,
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details to state and local governments or private organizations while
still remaining on the federal payroll, or service with the American
Institute of Taiwan or Multi-National Observers.

d. SFS career appointees who are on extended detail or absence from ~
their positions at the time of recertification will generally be subject
to recertification, so long as they were in career SFS status at the end·
of the recertification period and meet the 156 week length of service
requirement.

e. This recertification plan does not apply to SFS noncareer, SFS
limited appointees, or former SFS career appointees who are on •
Presidential appointments with Senate confirmation at Executive Level V
or higher regardless or whether they elected to retain SFS benefits.
However, performance while serving on such appointments may be taken
into consideration in recertification.

4. Relationship to Annual Performance Appraisal Process

a. Recertification complements other AID personnel programs mandated
by the Foreign Service Act of 1980 which also seek to ensure excellence
in the Senior Foreign Service. To the extent possible, recertification
procedures will parallel those for other SFS personnel actions.

b. Recertification strengthens the AID regular reviews of executive •
excellence. Unlike Limited Career Extensions and promotions, decisions
on recertification are made irrespective of workforce planning
concerns--i.e., the predictable flow through the ranks sought by the FS
Act. There may not be a prescribed distribution of how many or what
percentage of executives will be recertified, conditionally recertified,
or not recertified.

5.

c. A member who has been recertified remains subject to retirement for
expiration of time-in-c1ass. Recertification does not preclude any
personnel action based on the decisions of the Senior Foreign Service
Consolidated Selection Board in subsequent years.

Recertification Period

a. The initial recertification period ended on March 31, 1991, which
is the end of the annual performance appraisal period. Subsequent
recertification shall take place every third calendar year thereafter,
with the end of the annual performance appraisal period continuing to
serve as the end of the 156-week employment period for calculating
recertification eligibility.

b. An individual who transfers to AID after having been recertified as
an SFS member by another agency within the same calendar year, is not
subject to recertification in AID.

•

•
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c. An individual who transfers from another agency without having been
recertified as an SFS member in the same calendar year is subject to
recertification in AID. The Office of Human Resources Development and
Management (FA/HRDM), will request the required performance appraisals
and other relevant information from the previous agency.

/

\
J
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6.

7.

Standard for Recertification

a. To be recertified, members of the Senior Foreign Service must have
performed at the level of excellence expected of a senior executive
during the recertification period in the following areas:

(1) Planning for, substantially advancing, and attaining
presidential, agency, or organizational goals and objectives that
required a sustained superior effort;

(2) Taking specific initiatives that advanced a major policy
and/or significantly improved delivery of services;

(3) Taking the necessary actions to ensure the achievement of a
quality product in a timely manner; and

(4) Making significant technical, scientific, or professional
contributions.

b. Also, if applicable to the responsibilities of the senior
executive, excellence is demonstrated by:

(1) Achieving substantial savings in the execution of programs
under his or her direction;

(2) Maintaining the high quality and effectiveness of a program
under his or her direction with reduced resources;

(3) Providing strong leadership to enhance the development,
utilization and achievements of subordinate personnel, including
achievement of equal employment opportunity goals; and/or

(4) Superior Accomplishment in long-term training.

Recertification Recommendation and Determination Procedures

a. Because of the mobility of the Senior Foreign Service, few
supervisors are able to recommend certification based on three years'
performance, as intended by the Ethics Reform Act. Thus, the annual
Consolidated Selection Board (C Board) meeting in the year of
recertification will make the recommendation. The Board will make its
recommendation based on all the material in the SFS member's official
performance file, including the annual recommendations of the
supervisor(s), related to performance during the previous three rating



•years and whatever additional materials the member may submit. These
procedures will be incorporated in the C Board precepts and will be
subject to the general procedures governing the Board.

(I) The Standards for Recertification will be incorporated in the~;
instructions for the Foreign Service EER form.
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(2) Rating officials will be urged to keep these criteria in mind
as they set annual work requirements and draft the narrative portions of
each member's EER. In addition, rating officials will check a box on
the EER form each time that a rating is prepared, specifically
recommending whether the rated officer should be recertified as a senior
executive. •(3) SFS members may submit materials in support of their
recertification, in addition to any comments in the rated officer's
portion of the EERs. These materials will become part of the
performance file and are subject to provisions on "inadmissible
comments."

b. The C Board, after completing its deliberations on recertification,
will forward the following to the Director of Human Resources
Development and Management:

(1) ali st of those SFS members it recommends for recertification; •(2) ali st of those SFS members it recommends for cond it i ona1
recertification;

(3) a list of those SFS members it recommends not be recertified;
and

(4) a recertification form for each member indicating the action
recommended, and signed by the Board Chairperson and each member.

In addition, the Board will prepare a written justification for
each SFS member in (2) and (3) above, specifying those aspects of the •
standards for recertification that have not been met, citing examples
and, as appropriate, quoting from the performance record. This
justification will not only provide a basis for the member's response
and the Agency's final decision, but will serve as a guide to
performance improvement for those conditionally recertified.

c. Impact on Other Selection Board Recommendations

When the C Board recommends that a member be conditionally
recertified it may not recommend the member for promotion, a Limited
Career Extension, a Performance Award or a Presidential Award and should
consider low-ranking the member. Normally, the Board should also
recommend either that such a member's next ES pay level increase be •
denied or that the member's pay be reduced by one level within the same
class.



Trans. Hemo. No. Effective Date Page No.
AID HANDBOOK 25 25:155 May 10, 1988 38C-5

\
I

)

/

8. Decisions on C Board Recommendations

The Director of Human Resources Development and Management has the
delegated authority to make final decisions on behalf of the Agency.
Hereafter, the Director of Human Resources Development and Management is
referred to as the Deciding Official.

a. Decisions to Recertify

(1) The Deciding Official will normally accept and implement - on
behalf of the Administrator - a C Board recommendation to recertify an
SFS member. The Deciding Official will sigh the recertification form,
and the member will remain in the SFS.

(2) However, the Deciding Official may return a recommendation to
the Panel and defer a final decision pending resolution of any questions
on conformity with regulations or precepts. The Deciding Official any
also defer a final decision if the employee is subject to an ongoing
investigation or adverse action involving issues of loyalty, security,
misconduct, or malfeasance. If the reason for any deferral is resolved
in favor of the SFS member or if any disciplinary action taken falls
short of removal, the Deciding Official will make the final decision on
recertification retroactive to the effective date of the list from which
the member's name was initially excluded.

b. Decisions to Conditionally Recertify or Not to Recertify

(1) The Deciding Official (DO) will first conduct an
administrative review of each case to ensure conformity with regulations
and precepts. The DO may return any or all of the recommendations to
the C Board and defer further action until questions are resolved.

(2) The records of members not recommended for recertification
will be reviewed on a confidential basis within the Office of Human
Resources Development and Management and/or the Office of Medical
Services before the Board's non-recertification recommendations are
implemented. The DO may, on the basis of their recommendations,
determine that for compelling medical or compassionate reasons, a member
should not be non-recertified or notified of non-recertification. In
this event, the individual shall be given the same treatment as members
who have been recertified.

(3) In the case of recommendations for conditional
recertification, the DO will send a letter notifying the affected member
of the C Board's recommendations. The letter will include:

(a) Copies of the completed recertification determination for
and the Board's justification for the recommendation;

(b) An explanation of the terms of conditional
recertification:
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(i) That the member is responsible for undertaking an
intensive, 12-month program to correct the deficiencies cited in the
Board's justification memorandum;

(ii) That the DO will make a final decision on whether t!
recertify or to remove the member from the SFS based on the
recommendation of the next annual C Board to convene after 12 months
have expired;

(iii) That the member shall be retained in the SFS if
recertified and shall have any reduction in ES pay level made under
paragraph 7.C. restored as of the beginning of the first pay period
following recertification when 12 months have elapsed since the pay
reduction.

(iv) That the C Board will make a recommendation on
whether to recertify after reviewing: the three years' performance
record on which the conditional recertification recommendation was made;
the justification for conditional recertification; and the member's
success in overcoming the cited deficiencies as evidenced in subsequent
EERs and any written statement the member might wish to make;

•

•
(v) That the decision to conditionally recertify may not

be grieved or appealed, though a subsequent decision not to recertify •
could be appealed either to the Foreign Service Grievance Board or a
Special Review Board.

(4) In the case of recommendation for non-recertification, the DO
will send a letter notifying the affected member of the C Board's
recommendation. The letter will include:

(a) Copies of the completed recertification determination
form and the Board's justification for the recommendation;

(b) Notice that the member is entitled to a reasonable time
to respond to the recommendation of non-recertification. The member may
respond either in a personal appearance before the DO or in writing, or •
both, to show cause why the recommendation should not be implemented.
The response time - after the member has received notification from the
DO of the recommended action - will not exceed 20 days for members
assigned in the U.S. or 40 days for members assigned overseas;

(c) Notice that the member has the right to be represented by
counselor by any other representative of the member's own choosing, but
that a personal appearance before the DO is not a formal hearing which
is adversarial in nature; and

(d) Notice that the member will be provided a reasonable
amount of official time to prepare and to present a response to the
recommended action. •
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(5) The DO will consider any response made by the member "in making
a final decision on the C Board's recommendation not to recertify and
will provide the member with written notice of the decision within 90
days after receipt of the member's response.

(6) The DO's notification of a decision not to recertify a member
will include the following:

(a) A copy of the completed recertification determination
form and supporting documentation;

(b) Notification that the member will be retired
involuntarily for failure to be recertified;

(c) The member so retired shall be entitled to the same
benefits as personnel retired under Section 608 of the FS Act of 1980
and implementing regulations issued thereunder;

(d) The date on which the member will be retired;

(e) The member's right to appeal the basis of the decision
either to the Foreign Service Grievance Board or to the Special Review
Board, but not to both, and copies of the regulations governing both
procedures.

(f) The time limits for filing an appeal are in accordance
with the appropriate regulation (3 FAM 662.7 for the FS Grievance Board
and HB 30, Chapter 3B, para. 4b for the Special Review Board).

(g) The officer's appeal of involuntary retirement does not
waive any existing right to retire voluntarily at any time prior to the
effective date of involuntary retirement.

(7) The effective date for retirement due to failure to be
recertified will be within 6 months of the date of the official
notification of the final decision by the Director of Human Resources
Development and Management. The date may be temporarily postponed,
however, by the Director of Human Resources Development and Management
where the interests of the service so require, but in no case may such
postponement exceed one year.
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Supplement 38C Attachment A

SENIOR FOREIGN SERVICE RECERTIFICATION CY 1991

•

Name of Executive: Recertification Period
FROM: TO:

\
)

Standard for Recertification

1. The career appointee must perform at the level of excellence expected of
a senior executive. Excellence means that the executive has
demonstrated over the recertification period that he or she has achieved
excellence in:

a. Planning for, substantially advancing, and attaining Presidential,
agency or organizational goals and objective that required a sustained
superior effort.

b. Taking specific initiatives that advanced a major policy and/or
significantly improved delivery of services.

c. Taking the necessary actions to ensure the achievement of a quality
project in a timely manner.

d. Making significant technical, scientific, or professional
contributions.

2. Also if applicable to the responsibilities of the senior executive,
excellence is demonstrated by:

" a. Achieving substantial savings in the execution of programs under
his or her direction.

b. Maintaining the high quality and effectiveness of programs under
his or her direction with reduced resources.

c. Providing strong leadership to enhance the development, utilization
and achievement of subordinate personnel, including achievement of equal
employment opportunity goals.

~
J

/
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The following recommendations/decision are based on an assessment of the
executive's overall performance during the recertification period in relation
to the above Standard for Recertification stipulated in law, regulation, and
agency written procedures and include consideration of the executive's
performance ratings, awards and other recognition, developmental activities,
and other relevant factors related to performance during the period.

Consolidated Selection Board (C Board) Recommendation:

Recertify______ Conditionally Recertify ___
Not Recertify _

•

•
Recommend pay adjustment to FE- No pay adjustment recommended _

Appearance Before the Deciding Official if Recommendation is to Not Recertify:

C Board Chairperson's Signature

Yes Date _

Date

Declined appearance (documentation attached) ___ •

Deciding Official's Signature and Title Date

Deciding Official's Decision:

Recertify______ Conditionally Recertify ___
Not Recertify _

Pay rate adjustment to FE~ _ No pay rate adjustment _

•

•
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CHAPTER 39

EXECUTIVE LEVEL ASSIGNMENTS - AID FOREIGN SERVICE

39A. Purpose

This chapter provides the policies and procedures which govern the
\ assignment of Foreign Service (FS) and Senior Foreign Service (SFS)

members and other personnel to executive level positions in AID.

39B. App1i cabi 1ity

1. This chapter applies to the recruitment, selection, appointment,
assignment and compensation of executive personnel overseas and in
AID/Washington (see 39F).

39C. Authorities and References

;
/

1. Sections 101(b)(2), 202, 302 and 303 of the Foreign Service Act of
1980 (FSA), as amended.

2. Section 631(b) and (c) the Foreign Assistance Act of 1961 (FAA), as
amended. The President is authorized by section 631 (b), FAA to appoint
Chiefs or Deputy Chiefs of Aid missions abroad and hy section 631 (c) to
appoint the Chairman, DAC. The authority to appoint and terminate such
appointments has been redelegated to the Adminstrator.

3. Title VII, Civil Rights Act of 1964, as amended.

4. Age Discrimination in Employment Act of 1967, as amended.

5. Rehabilitation Act of 1973, as amended.

\ 39D. Policies

1. The Agency seeks the most talented executives available to manage
its programs overseas and in AID/W. While most executives are drawn
from the ranks of career employees, AID may periodically recruit fro~

outside the Agency.

2. Employees are considered for assignment on the basis of
performance, demonstrated leadership and management capabilities,
foreign language aptitUde and/or proficiency as well as special needs of
the position.
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3. Acceptance of an executive position does not jeopardize the tenure
rights of career employees. AID FS and SFS members are assigned without
a change in their appointment status. GS/SES employees may be granted
reemployment rights for the duration of their limited FS appointment.

4. Assignment or appointment to an executive position does not in any way
guarantee for future executive assignments.

5. Assignments to executive positions will be made in accordance with
the Agency's policy of nondiscrimination.

39E. Responsibil ities

1. AID Administrator (A/AID) and Deputy Adm"inistrator (DA/AID)

a. Approves or disapproves appointments and assignments to AID FS
executive positions;

b. Approves any significant changes in the executive positions or
in the levels of these positions; and

c. Chairs the Executive Personnel Assignment Panel (EPAP).

2. Assistant Administrators and Heads of Independent Offices

Manage the personnel resources and the executive positions in their
respective bureaus, offices and overseas posts. In consultation with
the Director, Office of Personnel Management (M/PM), anticipate
vacancies, identify potential executive talent within or, as
appropriate, outside AID, and participate in EPAP and related placement
processes.

3. Director, Office of Personnel Management

The Director, M/PM is responsible for the overall management of the
Agency's personnel authorities and systems.

4. Executive Personnel Management Staff (M/PM/EPM)

a. Maintains a list of executive positions in AID/Wand
overseas. In consultation with the concerned bureau or office, revises
the list as programmatic needs change;

b. Coordinates and supports the processes to identify, recruit,
and assign executive personnel and prepares relevant personnel action
documentation;

•

•

•

•
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c. Provides staff support to the EPAP and prepares the assignment
decision memoranda for the Administrator's signature; and

d. Counsels FS personnel seeking executive assignments and
attempts and seeks potential candidates for slich assiqnments.

39F. Executive Positions

1. Overseas

Positions filled through the EPAP process may include, but are not
1imited to:

Mission Directors/Deputies/Associate Directors
Associate Director, USAID/Cairo
AID Representatives
AID Affairs Officers
Regional Directors/Deputies
Principal Officers in FODAG/Rome
Chairman, Development Assistance Committee (DAC), Paris, France
U.S. Representative, DAC

2. AID/W

a. AID/W executive positions are filled through the EPAP process
for FS and SFS members or other discretionary authorities e.g.,
Executive Schedule, Administratively Determined. GS, PMRS and SES
personnel may be assigned to such positions, as appropriate.

b. Positions included in the F.PAP process for FS and SFS
assignments may include, but are not limited to:

Counselor to the Agency
Special Assistants to the Administrator/Deputy

Administrator/Counselor
Executive Secretary
BIFAD Deputy Director
Deputy Assistant Administrators, Bureaus/Independent offices
Office Directors/Deputies within Bureaus and Independent Offices
Director/Deputy Director; Chiefs, Foreign Service Personnel,

Executive Personnel Management, Labor Management Relations
Divisions, Office of Personnel Management

Deputy Controllers
Senior Develop~ent Coordination Officers, USUN/New York
Directors, Management Staffs Bureaus and Independent Offices
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•
c. When positions are changed or senior ones established in

AID/W, M/PM, in c011aboration with the bureau or office involved and in
consultation with the DA/AID, detennines the executive level status of
the position.

39G. Recruitment

1. General Qualifications

Applicants are reviewed against the standards and qualifications
contained in AID HB 33, Overseas Position Management; the extensiveness
of their knowledge and experience, including in-depth understanding of
socio-economic-political problems in less developed countries; and
specific position requirements. Other skills and abilities may include,
but are not limited to: supervisory and management skills, effective
oral and written comuunication, conceptual ability, ne~otiating skills,
cultural and social sensitivity, equal opportunity leadership and
sensitivity and foreign language ability.

2. Internal Recruitment

a. Personnel applying for executive assignments usually have
already performed successfully in senior level assignments. However,
personnel with executive potential also are identified through the
following means:

(1) AAs and the heads of AID/W independent offices and
overseas posts periodically are asked to identify persons with executive
potential;

(2) Employees are encouraged to advise M/PM/EPM of their
interest in such assignments through correspondence or personal visits;
and

(3) FS and SFS members may indicate their interest in, and
their supervisors may comment on their potential for, such assignments
on the completion of Assessment Report (form AID 4-253).

b. M/PM/EPM reviews the files of employees who have indicated an
interest in executive positions and who have been identified as having
executive potential. Employees judged as having executive potential are
kept under active consideration; employees judged not ready for such
assignments are counseled regarding their potential (see 39Gl).

3. External Recruitment

a. If there is not a sufficient number of qualified employees,
the Agency may seek external candidates.

•

•

•

•
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b. Applica~ions are reviewed and evaluated by M/PM/EPM (see
39Gl). When appropriate, applicants are interviewed and assessed by
senior personnel in bureaus or offices offering potential assignments.

c. Qualified applicants who have been identified for positions of
a continuing nature are processed by M/PM/EPM.

3911. Appointment to Executive Level Positions

1. Overseas Positions

a. Foreign Service Act (FSA)

Executives from outside the Foreign Service may be appointed
as career candidates under the FSA. However, for an SFS career
candidate appointment, the Director, M/PM must certify that there is a
nep.d for the person's services and that the skills he/she possesses are
not available within the career service. (FS career candidates are
processed under HB 25, Ch. 5; SFS career candidates are processed under
HB 25, Supp. 8A.) Non-AID personnel also may be given noncareer
time-limited appointments.

b. Foreign Assistance Act (FAA)

Most noncareer appointments are made under the FAA.
Appointments are not made on a time-limited basis. Employees appointed
under the FAA serve at the Administrator's discretion and may be
terminated at any time with minimal notice.

2. AID/Washington Positions

a. Internal and external candidates for non-FS executive
positions usually are appointed under the authorities covering EX, SES,
GS, AD, or other FAA statutory positions (see HB 25, Ch. 13). When
appropriate, FS and SFS appointees may be assigned to these positions.

b. FS-designated positions normally are filled by the
reassignment of career and career candidate members or reappointment of
former career members (see 39Hla). Other categories of employees may be
appointed as provided in statutory and/or Agency procedures. The fact
that FS and SFS career candidates must serve overseas two years within
the five-year limited appointment periods will be considered when
initial assignments in AID/Ware approved.

c. FS and SFS noncareer limited appointments normally are not
used for AID/W assignments. The FAA appointment authority may not he
used for filling AID/W positions.
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1. General

The FS executive assignment process is carried out on an annual
cycle. M/PM/EPM should be advised of anticipated vacancies nine to
twelve months in advance so that assignments can be decided within six
months of incumbents' expected departure dates. EPAP usually meets in
the Fall and assignments approved by the end of the year. When
unanticipated vacancies occur or assignment changes are required, M/PM
and the bureau(s} or office(s} involved make joint recommendations to
the Administrator.

2. Executive Personnel Assignment Panel

a. Functions and Membership

EPAP assesses candidates and makes recommendations to the
Administrator for appointments/assignments to all FS executive
positions. EPAP also considers senior-level training courses or
programs. EDAP menbers include: the Administrator or DA/AID
(Chairperson); Assistant Administrators for each Bureau; Assistant to
the Administrator for Management; Counselor to the Agency; General
Counsel; Directors of the Offices of Legislative Affairs, Personnel
Management and Equal Opportunity Programs; Executive Secretary; and
Executive Secretary for EDAP.

b. Staff Support

(l) M/PM/EPM provides staff support the Chief serving as
Executive Secretary. The Administrator may designate a person to serve
as his/her liaison with the executive recruitment and placement
processes.

(2) For EPAP meetings, M/PM/EPM:

(a) Consults with bureaus and offices to identify future
vacancies and executive level personnel available for assignment;

(b) Clarifies bureau/office/employee assignment
preferences;

(c) Reviews and assesses employees' performance files;

(d) Prepares agenda for EPAP meetings showing positions
to be filled and candidates recommended for consideration.

(e) Maintains and distributes to EPAP members in advance
of meetings, biographic summaries for all persons under active
consideration. M/PM/EPM considers bureau/office and candidate interests
and preferences, but independently assesses candidates' qualifications.

•

•

•

•
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c. EDAP Meetings and Follow-up

(1) Attendance is limited to the designated members and/or
their deputies. The DA/AID must approve participation by any other
person.

(2) The Executive Secretary records the conclusions reached
in the meetings and prepares recommendations by the Decision Memoranda
for the Administrator. The Administrator's or DA/AIO's signature
constitutes approval of the proposed assignments or other actions.

(3) Following the signing of the decision memoranda, M/PM/EPM
prepares cables to seek formal concurrence of the Ambassador or other
appropriate officials for overseas assignments.

(4) The bureau or office involved arranges for swearing-in
ceremonies and issues press releases through the Bureau of External
Affairs, as appropriate.

(5) M/PM/EPM notifies persons not placed and arranges for
them to be considered for placement through the Foreign Service
Assignment Board or other appropriate process.

3. Off-Cycle Assignments

a. Off-cycle assignments, M/PM/EPM consults with staff members of
the concerned bureau/office and identifies candidates. When agreement
is reached, a decision memorandum is prepared by M/PM/EPM, cleared by
the bureaus/offices or other appropriate parties, e.g., Counselor to the
Agency, and forwarded to the Administrator for approval.

b. When off-cycle assignments involve changes of personnel in two
or more positions, the Deputy Administrator may call an ad hoc EDAP
meeting and may 1imit attendance to the mel'nbers of the affected
bureaus/offices. Follow-up actions are the same as for full meetings.

Performance Evaluation and Promotions

FS personnel serving in executive positions, including career and
noncareer candidates, are reviewed and evaluated by Selection Boards in
accordance with HB 25, Ch. 40, Performance Evaluation and Rating
Program. Employees appointed under the FAA may be reviewed by the
Selection Boards as requested by the Adminstrator.
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39K. Tours of Duty

1. The standard length of an overseas tour of duty is two years.
While it is generally expected that personnel will serve two consecutive
tours at the same post, home leave and return-to-post for a second tour
must be reviewed by EPAP and approved by the Administrator. Requests to
shorten or extend tours by more than three months must be approved by
the Administrator. The standard length of an AID/W rotation assignment
is three years.

2. M/PM/EPM, in consultation with the interested bureau/office, may
approve requ~sts to shorten or to extend a tour for more than three
months.

3. Extensions which would result in an employee being continuously
assigned overseas for more than three years (unbroken by home leave)
must be approved by the Administrator, or designee.

4. FS and SFS members serving in executive positions are subject to
the regulations governing home leave, including eligibility requirements
and repayment liabilities (see HB 27, Ch. 5, Home Leave).

5. If a tour of duty is shortened to less than 24 months solely for
the employee1s convenience after the employee has taken R&R, the
employee is liable for all costs associated with the R&R travel,
including travel of dependents (see HB 25, Ch. 6, and HB 29, App. lI).

6. FS or SFS member voluntarily resign or retire from AID beforp.
compl eti ng a full tour of duty overseas may be 1i abl e for the repayment
of travel and transportation costs to and/or from the post (see HB 30,
Ch. 1).

39L. Compensation

1. Except for the Chairman, DAC, AID executive level personnel are
compensated on the basis of their personal rank. However, if
appropriate, they may be compensated under the Chief of Mission salary
schedule.

2. Salary levels for persons entering the FS and SFS are established
as provided in HB 25, Chs. 35 and 38.

3. Salary levels for section 631(b) appointees are recommended by
M/PM, based on a review of experience and prior earnings and approved by
the Administrator.

•

•

•

•
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4. Career, career candidate and limited SFS employees with
reemployment rights to the SES, receive salaries as provided in HB 25,
Ch 38 and may be eligible for performance pay. Foreign Service officers
and employees appointed under the FAA are not eligible for performance
pay.

39M. Titles and Rank

SFS members are appointed at the personal rank of Counselor, Minister
Counselor or Career Minister. However, this rank does not determine the
level of the diplomatic titles and rank, if any, assigned while

/ overseas. Diplomatic titles and ranks for AID employees in executive
positions overseas are approved by the Department of State based on the
Ambassador's and AlDis recommendations (see HB 25, Ch. 9.)

39N. Leave, Travel, Allowances and Benefits

1. Leave

a. Executives paid at Chief of Mission class rates, are excluded
from leave regulations (5 U.S.C. 6301). They do not accumulate annual,
sick or home leave, nor are they charged leave for ab~ences from their
posi ti on for \'1hatever reason. Approval for a III eave of absence II
following the completion of a tour of duty is handled in the same manner
as home leave and return-to-post approvals (see 39K).

b. Other personnel in executive positions accumulate and use
leave in accordance with HB 27.

c. Mission Directors and AID principal officers at post may take
leave within the country of assignment at their discretion. The AA of
the relevant geographic bureau should be informed by cable of the
ab~ence and of the name of the officer in charge during the absence. In
cases of leave taken outside the country of assignment, advance approval
must be obtained from the bureau AA or head of the independent office.

d. Absence of the Deputy is approved by the Mission Director or
the AID principal officer at post.

2. Travel

Travel of an incumbent (or acting) Mission Director, and AIO
principal officers at post outside the country or area (for regional
officials) of assignment must be approved in advance by the AA or head
of an independent office (see HB 22, App. 9A, sec. 121.3-la). The
approving official shall advise the Administrator and DA/AID of such
travel. The Mission Director or principal AID officer at post may
approve travel by the deputy director, except for travel incident to a
personnel action, home leave or while serving as Acting Director.

/
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a. Executive personnel usually are eligible for the same

allowances as other FS members. Certain benefits, e.g., official
residence expenses and representation allowance, are of particular
relevance to executives overseas (see HB 26, Ch. 13, Overseas Allowances
and Differentials).

b. Executives whether paid at FS and SFS or Chief of Mission
salary rates, are eligible for post differential subject to the
Standardized Regulations. Officers who are not member of the Foreign
Service Retirement and Disability System are not eligible for extra
service credit by electing to waive post differential.

4. Benefi ts

a. Career FS and SFS members in executive positions continue to
be eligible for all benefits for which otherwise eligible.

b. Noncareer appointees are eligible for certain benefits e.g.,
life and health insurance (see HB 29 eligibility requirements).

390. Separation

1. Career FS and SFS members appointed to executive positions retain
all the rights of tenure afforded to other FS and SFS members.

2. The conditions of employment afforded to Career Candidate
appointees are described in Chapters 35 and 38.

3. Executive personnel appointed under the FAA and noncareer limited
appointees serve at the Administrator's discretion and may be terminated
if their services are no longer required.

•

•

•
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CHAPTER 40

THE FOREIGN SERVICE EMPLOYEE EVALUATION PROGRAM

40A. Purpose.

This chapter and Supplements 40A through 400 provide the policies,
precepts and procedures that govern performance evaluation and
promotion of AID Foreign Service (FS) and Senior Foreign Service
(SFS) employees and describes the operation of AID Selection
Boards. Included are the Agency's policies and guidance that relate
performance evaluation to other activities, e.g., those of other
official evaluation boards, the Office of Equal Opportunity, the
Agency grievance system and the Foreign Service Grievance Board.

40B. Applicability.

1. This chapter applies to all U.S. citizen FS and SFS employees
of AID appointed under the Foreign Service Act of 1980 or sections
631(b) or (c) of the Foreign Assistance Act of 1961 (FAA), including
Resident Hire employees and employees assigned outside the Agency
and who have reemployment rights to AID, e.g., appointed to
international organizations.

2. Generally, employees working in AID's Office of the Inspector
General (IG) will be evaluated as outlined in this chapter.
However, the IG has separate authority to structure and administer
the evaluation program, including Selection Boards, for all IG
employees in Backstop 08.

3. International Development Intern (101) Program participants
will be evaluated as stated in HB 28, Chapters 5 during AID/Wand
language training assignments. During an IDI's overseas assignment
and upon completion of the program, lOIs are evaluated according to
this chapter.

) 40C. Authorities and References.

1. Sec. 405, 406, 601-605, 608 and 2103, Foreign Service Act of
1980 (FSA), as amended.

2. 3 FAM 226.4-3, Performance-Based Salary Adjustments.

3. HB 25, Supp. 35A, Tenuring of Foreign Service Career Candidates.

4. HB 25, Ch. 38, Senior Foreign Service.

\
I

)
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I
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40D. Definitions.

1. FAA Section 631eb) and ec) Appointees. Employees assigned
under sec. 631(b) or (c) of the FAA to certain executive level
positions, e.g., Mission and Deputy Mission Directors, the U.S.
Representative and the Chairperson to the Development Assistance
Committee.

2. Inadmissible Comments. Subjects which may not be included as
direct or indirect comments in any part of an evaluation report. A
list of such comments are included in HB 25, Supp. 40A.

3. Mid-Level and Junior Class Officers. AID career, career
candidate and noncareer employees in classes FS-02 through FS-09.

4. Selection Boards. Boards periodically convened by the
Director, Office of Human Resource Development and Management
(FA/HROM/OD) and the Inspector General for BS-08 personnel to
evaluate the performance, competence and potential of FS and SFS
employees. Boards include the SFS Consolidated Selection Board
(C/Board), Senior Threshold Board, Mid-level and Junior Officer
Boards and Performance Standards Board (PSB).

5. Unit Review Panels. Panels convened at overseas missions and
in AID/W Bureaus and Offices to review employee evaluations for
compliance, consistency and care in preparation prior to submission
to FA/HRDM/PMES/PMA for Selection Board consideration.

6. Resident-Hire Employees. FS employees appointed at post for a
limited period and who reside at post primarily for reasons other
than employment in the AID Foreign Service.

7. Senior Threshold Officers. FS-Ol Career officers who have
applied for entry into, and are eligible for promotion consideration
into, the Senior Foreign Service.

8. Tenure Board. This Board reviews career records of Foreign
Service career-candidate employees in order to determine whether or
not to recommend tenure (career-status) to employees. Tenuring
decisions are based on the eligibility criteria outlined in HB 25,
Supp. 35A.

9. Non-Career Employees. An employee whose appointment is limited
to short-term, specific operational Agency needs, and may be of
variable duration not to exceed five (5) years. Non-career
employees are eligible for promotion up to the rank of FS-Ol but are
not eligible for promotion into the Senior Foreign Service.

•

•

•

•

•
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40E. Responsibilities.

1. Office of Human Resource and Development (FA/HRDM1.

a. Formulates policies; oversees administration of the
_ evaluation program; reviews feedback from employees, supervisors,

managers, Unit Review Panels, Selection Boards, etc., and modifies
the evaluation program as appropriate.

b. Establishes and announces annual deadlines for processing
and submitting evaluations. Ensures that responsible officials at
all levels comply with instructions to prepare and submit evaluation
reports.

c. Provides detailed information about the program to
employees to promote its understanding and effective use; provides
instructions or arranges training in the application and use of
evaluation techniques.

d. Identifies candidates to serve on Selection Boards;
appoints members and provides guidance and administrative support to
all Boards.

e. Ensures that employees receive a copy of Selection Board
Report Cards (form AID 4-153) and/or decision letters regarding
Performance Standards Board determinations, if appropriate.

f. Maintains Performance Evaluation Files (PEFs) and ensures
that only authorized materials are included in Performance
Evaluation Files (PEFs) reviewed by the Boards, and that such files
are used only by authorized individuals.

2. Assistant Administrators/Office Directors/AID Principal
Officers.

a. Establish procedures to ensure that work requirements are
established and evaluations completed as prescribed and within the
established timeframe (see HB 25, Supp. 40A), and that each employee
in the organization is rated objectively, fairly and without bias.

b. Ensure that raters, reviewers and Unit Review Panels
receive instruction and guidance on preparation of evaluations.

c. Establish Bureau/Office/Post Unit Review Panels. Provide
full backing and support to the Panels, releasing panel members from
other duties as necessary.
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d. Ensure that raters complete evaluations on subordinates
when either the rater or employee are transferred and the period
covers 60 days or more and that the evaluations are submitted on
time.

e. Submit to the Chief, FA/HRDM/PMES/PMA, or IG/RM, no later
than the established deadline, written certification that
evaluations for the rating period were completed and submitted.

f. Release employees to serve on Selection Boards. Such
service is beneficial to both the service and employee.

g. For Mission Directors and AID principal officers: Act as
reviewer for career candidates. Such responsibility may be
delegated to the Deputy Mission Directors - but no lower.

3. Unit Review Panels.

Unit Review Panels review evaluations to ensure that EERs are
prepared in accordance with all applicable instructions and
additional precepts/considerations; contain no inadmissible
comments; that evaluations are complete, carefully prepared and
internally consistent; and that examples of performance are explicit
and helpful for Selection Board considerations. Panels also certify
that the ratee's commitment to Equal Employment/Policy and Programs
has been discussed (see 401 and supplement 40A).

4. Rater.

a. Assists employees being evaluated in their career
development through improved performance, skills development and
mentoring.

b. Establishes, in consultation with the ratee, work
requirements and specific objectives for each subordinate for the
rating period, and, as required, modifies work requirements.
Insures that specific objectives are established within 30 days of
the start of the rating period.

c. Conducts progress reviews with subordinates at least once
(usually mid-cycle) during a rating period and counsels employees on
needed improvements in performance, and career development. More
frequent formal or informal reviews are encouraged. Records any
changes in the specific objectives for the rating period.

•

•

•

•

•
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40E4

d. Prepares evaluations in a timely manner, ensuring that
there are no inadmissible comments and that the evaluation is
prepared in accordance with all relevant instructions, including
additional precepts/considerations for career candidates and
FS-Ol/SFS employees. Discusses drafts with reviewer and rated
employees, counseling employees on achievements and skills or areas
needing development.

e. Signs the Rating Compliance Statement before forwarding
the finalized EER to the reviewing officer. By signing, the rater
certifies that he/she has fully complied with the instructions,
including special/additional considerations for career candidate,
FS-OI/SFS officers, etc.

Note: Careless, incomplete, hastily prepared EERs and/or EERs that
fail to comply with instructions can be detrimental to an officer's
career and can mislead Boards. To reduce the incidence of poorly
prepared reports, Selection Boards are instructed to evaluate an
officer's performance as a rater/reviewer and prepare written
commendations or criticisms, when appropriate. Letters of criticism
remain in the rater's/reviewer's file for two years, commendations
permanently. Letters of criticism can be appealed through
FA/HRDM/OD.

5. Reviewer.

a. Participates in establishing work requirements and
specific objectives to ensure that unit responsibilities/tasks are
reflected. Confirms that progress reviews are held at least once
per evaluation period.

b. Makes certain that evaluations prepared by subordinate
raters are equitable, objective, submitted on time and that there
are no inadmissible comments.

c. Assists raters in developing supervisory and evaluation
skills and reinforces their role in career development.

d. Ensures uniformity of rating standards and objectivity of
raters supervised.

e. Prepares reviewer section of EER, ensuring that there are
no inadmissible comments and that EERs are prepared in accordance
with all instructions including any applicable special/additional
considerations. (See Note at 4e above concerning letters of
criticism/commendation.)
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6. Rated Employee. •
a. Participates with rater and reviewer in establishing work

requirements and specific objectives and recording of same.

b. Advises rater of problems, progress and achievements in
carrying out work assignments and duties.

c. Reviews performance and work progress with rater as required,
at least once during the rating period.

d. Discusses evaluation with rater and may provide input to the •
rater for preparation of the evaluation. Prepares comments with no
inadmissible comments on EER in accordance with instructions, and
completes tear sheet, as appropriate. Employees are encouraged to
discuss their comments with the rater/reviewer, but are not required to
do so. However, raters and reviewers are not precluded from reading the
employee's comments.

e. Requests training or counseling; addresses performance
deficiencies and career development needs in a timely manner.

7. Office of Equal Opportunity Programs (EOP).

a. Examines the decisions of the Boards for any indication of
unfair treatment of employees.

b. Serves as an advisor on issues affecting the Agency's Equal
Employment/Program and Policy.

c. Attends briefings and debriefings and addresses the Boards as
appropriate.

40F. Program Objectives.

1. The Foreign Service employee evaluation program is the primary
means of identifying and selecting members for career tenure, promotion,
termination/retirement due to relative performance, approval or denial
of within class increases, Senior Foreign Service performance pay and
limited career extensions (LeEs). The EER is also considered in the
assignment process and training assignments.

2. The program is designed to evaluate and record the accomplishment
of assigned duties; assess work characteristics for career advancement,
to motivate employees to work more effectively and to improve their
skills and understanding and to prepare themselves for increased
responsibilities.

•

•

•
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40G. Reporting Requirements.

1. Coverage. The EER form (AID 420-4) is to be used for the
evaluation of all career, career candidate and non-career Foreign
Service Officers including Senior Foreign Service, senior threshold, mid
and junior level officers and resident hires. Specific instructions for
each category of employee are provided at supplement 40A. American
Family Member Employees (AFM) are to use form JF-57 (see HB 25, Chapter
34). Foreign Service National (FSN) and Third Country National (TCN)
employees are to use form JF-50, Performance Evaluation (see HB 31 and 3
FAM 900). U.S. citizen Personal Services Contractors are to be
evaluated in accordance with HB 14 requirements.

2. Rating Period. The rating period runs from 1 April of one year to
31 March of the next year. EERs must be prepared at the end of the
rating period; or, when there is a change in the rater, when there is a
change in the rated employees assignment (new post) or duties (new
position at post) or separation and when the period of supervision
covers 60 calendar days or more.

3. Types of Reports.

a. Full EER. Full EERs are to be prepared only when the periods
of supervision by the rater covers 150 calendar days or longer. All
sections of the EER are to be completed in full. (See Supplement, 40A,
of the EER for instructions).

b. Abbreviated EERs. Abbreviated EERs are to be prepared when
the period of supervision by the rater is from 60 to 149 calendar days.
Abbreviated EERs consist of Section I, II, III, V, VI, and VII of the
EER. (Detailed instructions for the completion of the abbreviated form
are included at supplement 40A.)

c. Periods of less than 60 days. EERs or abbreviated EERs are
not permitted for periods of less than 60 days. To the extent possible,
assessments of periods of less than 60 days should be included in the
full EER. This does not preclude the preparation of letters of
commendation for specific outstanding achievements during the period.

d. Evaluation of TDYs and Detail Assignments.

(1) Separate evaluations by the gaining organizations are required
for TDYs or detail assignment of 60 calendar days or longer, using
either the Abbreviated or Full EER as appropriate. Specific objectives
to be accomplished should be discussed at the beginning of the
assignment. The number of specific objectives should be established
commensurate with the duration of the assignment. If a 60-day or longer
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TDY/Detail splits a rating period into two periods, the rated employee's
supervisor, at his/her permanent duty location, need not prepare two
separate evaluations unless the rater considers it more appropriate to
do so. Periods when the employee was on the TDY or Detail and the fact
that a separate evaluation was prepared should be noted in Section II 3
of the EER form.

•
(2) For TDYs/details of more than 15 workdays but less than 60

calendar days, the officer charged with supervision or direction of the
TDY/detail services shall provide a memorandum on the employee's
performance during the TDY/detail to the employee's rater. Such reports •
shall describe the purpose of the TDY/detail and the employee's
achievements during that period and are to be cabled, pouched or hand
delivered to the rater on completion of the TDY/detail. The employee's
rater is to insure that such reports are received and incorporated into
the evaluation.

e. Periods in Full-Time Language Training: End-of-training
reports for employees in full-time language training shall be weighed
equal to the EER (effective with the 1992-1993 cycle).

4. Submission of Reports.

a. Submission. Completed EERs or abbreviated EERs are to be
forwarded to FA/HRDM/PMES/PMA or IG/RM/PFM as applicable and must be
received within 45 calendar days after the event requiring the
preparation of the EER. Overseas missions are granted a five-day grace
period for transit delays. However, such EERs must have been signed and
forwarded no later than the close of business of the 45th calendar day.
For end of cycle reports, the due date isMay 15 (May 20 for overseas).
If the 15th or 20th falls on a weekend, EERs are due the next business
day, i.e., the first Monday after May 15th or May 20th, for overseas.
EERs received after the 45th day (50 days for Missions) will be
considered late. See para 40L 1 below regarding late EERs.

b. Certification. For overseas posts, a telegraphic
certification, from the AID Principal Officer or EER Coordinator, must
be sent by May 15, of each year. The telegrams, to have as the subject
"Annual EER Certification 19XX" , should be directed to FA/HRDM/PMES/PMA,
or IG/RM/PFM as applicable. AID/W Bureaus/Offices are instructed to
follow the same procedure utilizing a memorandum. The certification
must list the names of all employees at the Post/Office/Bureau at any
time during period April 1 - March 31 and indicate for each:

•

•

•
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1. If EERs have been forwarded indicating period(s) covered
and when EER was mailed,

2. If no EER was due for part of the annual rating period,
indicate period not covered and the reason for EER not being
submitted (i.e., rating officer at post less than 60 days or
employee may have been on home leave/transfer and/or training and
period at post was less than 60 days, EER sent from other post),
and,

3. If a late EER is to be submitted and the reason for the
late submission showing period covered and rating officer.

c. Acknowledgement. FA/HRDM/PMES/PMA will acknowledge receipt of
EERs/Memos. Use of a 2-way memo by submitting organization is required
for acknowledgement purposes.

d. Planning. Advance planning and establishing a realistic
Mission/Office/Bureau specific schedule are critical in assuring that
all EERs are reviewed and submitted in a timely and orderly fashion.
When preparing this schedule, organizations must take into consideration
the absences of the employee, the rater and the reviewer and allow
adequate time to mail the EERs. To insure that the submission schedule
is adhered to, each Mission/Office/Bureau should identify an EER
Coordinator who will be responsible for managing the EER preparation and
submission process and seeing it through to completion.

")

\
I

i

40H. Procedures.

The following steps must be followed in the order presented:

1. The rater and employee discuss and establish work requirements
(continuing responsibilities and specific objectives) within the first
30 days of a rating period. Work requirements should be within the
employee's control to accomplish within the rating period and
commensurate with the employee's personal grade, not the position
grade. While every effort should be made to reach agreement on work
requirements, agreement is not required. The decisions of the rater, as
supervisor, prevail in the event of any disagreements on the work
requirements. The employee, rater and reviewer are to initial in the
place provided on the EER form, even if agreement is not reached. The
employee's initials indicate only that the employee has been advised of
the work requirements.
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40H •2. Rater conducts at least one progress review with each employee
(usually mid-cycle) to discuss performance (not required for abbreviated
EERs). Reviews also should be scheduled whenever there is a substantive
change in work requirements. More frequent reviews are encouraged.
Changes should be recorded on the EER form. Reviewer confirms that
review has taken place.

3. Rater prepares draft EER by the end of the rating period, or as
required to insure timely submission, and discusses the report first
with the reviewer and then the employee. Discussions with the rated
employee should "include an assessment of the employee's career progress •
and opportunity for continued development and progression. Reviewer
completes a draft of the EER and discusses with the employee.

4. Rater and reviewer should attempt to finalize and sign EERs no
later than ten calendar days after the end of the rating period, or as
required to ensure timely submission.

S. El'l'Ip1oyee prepares comments, signs the EER and forwards it for
submission to the appropriate Unit Review Panel. This step is to be
completed no later than ten calendar days after receipt of the EER from
the rater.

6. Unit Review Panels conduct initial review of EERs and return to the
Bureau/Office/post coordinator those approved for submission to
FA/HRDM/PMES/PMA or IG/RM, and to the rater, reviewer or employee, as
appropriate, those not approved for submission. Reviews are to be
completed within ten calendar days after the employee comment period.
In the case of AID/W panels reViewing overseas EERs, this period can be
extended with the approval of FA/HRDM/PMES/PMA or IG/RM at the request
of the panel, rater or employee.

7. Mission/Office/Bureaus submit EERs and provide certification. It
is essential that posts factor the time required for pouch or express
mail type transmission of EERs to AID/W to ensure that EERs are received
no later than 45 days after the end of the rating period (50 days with a
5 day grace period).

8. Review of evaluations by AID and IG Selection Boards. Based on the
results of the review, Boards, HRDM Career Counselors or other officers
may also provide feedback on performance of work, career development
and/or critiques on the preparation and review of EERs to the employee,
rater, reviewer and/or Unit Review Panel as appropriate.

•

•

•
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9. Resident-Hire Employees: Selection Boards will review
resident-hire employees at the same time and under the same precepts as
regular FS employees. The rank order lists prepared by Selection Boards
and the number of promotions will be separate from those for regular FS
employees. Promotions may be approved by FA/HRDM only if the grade of
the position is higher than the employee's personal rank.

401. Mission/Bureau/Office Unit Review Panels.

1. Review panels perform a very important and positive role in the EER
process. They in essence are the Agency's quality control teams.
Selection Boards have consistently noted the positive difference the
Boards make on the quality of evaluations, especially in comparison to
those that have not been reviewed. The unit review process is, however,
a time consuming and sometimes delicate process for the panel member.
Mission, Bureau and Office management should be cognizant of the
important role the panels play in the process and are to lend their full
support and backing to the panels. The panels should be under no
pressure to give anything but an objective review, as detailed below.

2. The head of the organization may establish as many panels as deemed
appropriate to meet the requirements. The composition of panels will
depend on the size of the organizational unit. Panels for units with 12
or more Foreign Service personnel will be composed of 3 FS employees;
those with between 6 and 11 employees will be composed of 2 FS
employees. Units with 5 or fewer FS employees will forward their EERs
through their respective Bureaus for review by a panel. In this latter
case, the head of the mission or organizational unit should review the
evaluations for adherence with instructions prior to forwarding to the
Bureau in order to hold to a minimum the number of EERs requiring
corrective action as a result of the Bureau review. Panels should
include at least one experienced employee who has previously served on
panels and if possible include a senior employee. Panel members may not
review their own evaluation or evaluations they have prepared .

3. Mission panels will review all evaluations prepared at post for
employees assigned or on extended TDY to the mission, including those
prepared or reviewed by Presidential appointees, but excluding those of
the principal AID officer and Deputy Director and others for whom the
reviewing officer is located in AID/W, i.e., Regional Legal Officers,
etc.

4. AID/W panels will review all evaluations completed by officers
located in AID/W, including those prepared or reviewed by Presidential
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Appointees, but excluding those of Deputy Assistant Administrators,
their equivalent or higher; Mission Directors and AID
Representatives/Affairs Officers. Geographic Bureaus will also review
EERs for those employees located at missions with 5 or fewer Foreign
Service personnel. The HRDM panel will review evaluations for employees
on detail or complement who are not assigned to a bureau or office and
for those employees in AID/W offices with 5 or fewer Foreign Service
officers.

5. The Inspector General (IG) will designate one or more Panels to
review the evaluations of all IG employees.

6. Panels will be convened as necessary to review abbreviated and full
EERs.

7. Panels shall return to raters, reviewers or employees evaluations
having deficiencies for correction. Any revision by the rater must be
shown to the reviewer and employee. Revisions by the reviewing officer
must be shown to the employee. The employee may then revise his/her
comments. The panel must show the employees statement and any revisions
to the rating and reviewing officer when that statement takes issue with
their evaluation. In any case, rating and reviewing officers are
entitled to read the final and complete evaluation if they choose to do
so.

8. If the deficiencies (other than editorial) are not remedied by the
concerned party, the panel should note the suggested changes in Section
VII and reasons for their rejection.

9. Common deficiencies include but are not limited to:

•

•

•
a. Failure to prepare the evaluations in accordance with

instructions, including the supplemental instructions for career
candidates and FS-01/SFS Officers (see general instructions). By
signing the EER, panel members certify that the instructions have been
adhered to unless otherwise indicated. Panels in particular should
insure that all specific objectives are addressed, that all required •
skill areas are discussed (Full EERs only) and that two areas for
improvement are discussed (Full EERs only).

b. Inadmissible comments (see Supp. 40A).

c. Technical deficiencies such as improper formatting including
incorrect pitch, printing, crowded lines etc.; failure to fill-in/check
boxes, sign/initial form; and use of continuation pages (only the
employee is allowed a continuation page).

•
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d. Qualitative deficiencies such as indications of hasty or
insufficient preparation; a lack of specific examples of performance,
internal inconsistencies and lack of clarity.

10. Where EERs contain differences of opinion, panels are to raise the
issue with the parties involved in order to insure that the EER
adequately describes the situation and or conflict. While panels may
encourage resolution of conflicts, it may not make judgments or
determinations on the substance of such conflicts. The evaluation
system in fact intends to preserve the concept of professional
differences of opinion and constructive dissent. If panel efforts to
seek clarification where necessary fail, the panel should note the
differences and briefly describe its efforts to obtain clarification.

11. In instances where the panel receives the EER late in the process
with insufficient time to adequately review the evaluation in time to
meet the submission deadline or where evaluations are returned for
correction and the party fails to return the evaluation in a timely
manner, panels should note the dates in the remarks section.

12. The Director/HRDM may, based on the recommendation of a Selection
Board and the advice of his/her staff, send advisory or guidance letters
to panel members when he/she determines that the panel failed to
adequately fulfill its responsibilities. Such letters shall be sent
"addressee only" to panel members. No copies shall be distributed,
retained or placed in any file. If a panel is unable to resolve
problems or its suggestions (other than editorial) are rejected, it
should specify in Section VII its attempts to resolve issues in order to
indicate that it has fulfilled its duties.

40J. AID Selection, Performance Standards and Tenure Boards.

1. General.

a. There are three types of Boards: Selection Boards,
Performance Standards Boards and Tenure Boards. The responsibilities of
the Boards are explained below.

b. AID Selection and Performance Standards Boards are composed of
three AID career FS employees and a public member on each Board. The
public member may not be a current Federal employee.

c. Boards are given the evaluation file for each employee under
review. This file contains the employee's SF-171, a computer print-out
which provides general information (education, language scores, etc.),
all evaluations since the employee entered on duty with AID, training
requests, training reports, awards and certain disciplinary actions.
The Boards also receive copies of the Precepts, the 1980 FS Act and a
language proficiency computer report.
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40Jlc •Each Performance Standards Board receives in addition to the above,
copies of each referred employee's report card from the current
Selection Board and the five previous Boards. They also receive reports
of the last three Performance Standards Boards on the referred
employees, if such reports exist.

2. Selection Boards.

a. The Foreign Service Selection Boards meet annually to consider
all eligible foreign service employees for possible: promotion,
performance awards, SFS limited career extensions, denial of
within-class increases and selection-out for relative performance. •b. The Selection Boards are: the Consolidated Senior Foreign
Service (C/SFS); the Senior Threshold (FP/FO-Ol); four Cluster Boards
(FP/FO-02 and below); the Administrative Board (Backstops 07 and 05);
the IG Selection Board (Backstop 08).

c. The Promotion (Selection Board) Process:

1. Using the criteria specified in the Precepts, each Board
develops a ranking system by which to evaluate each and every employee.
After each member has read an employee's file, the members vote on what •
ranking to assign to that employee. Only after all the Board members
have read the files for the class does the Board develop the rank-order
for promotion list.

2. The Board finalizes its decisions on assignment of B, C,
0, and E category designations after it has completed the promotion
list. The category designations definitions are as follows:

Category A:
Category B:
Category C:
Category 0:

Category E:

recommended for promotion
performance at an acceptable level or higher
performance is less competitive
performance is least competitive and employee
referred to PSB
performance of untenured employee is weak and
employee may not achieve career status. Employee
referred to PSB for possible denial of within-class
increase.

•
3. The Board completes a report card on every employee

reviewed. FA/HRDM/PMES/PMA mail s the report to the employee after the
Board adjourns.

•
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d. Performance Standards Board Process:

After a Selection Board completes its duties, it will convene
as a Performance Standards Board. It will review the file of all D
category employees and decide whether:

1) they meet standards
2) marginally meet standards, or
3) should be selected out for relative performance.

FA/HRDM/OD or IG will notify employees (by letter) of the PSB decision.
Enclosed with the letter will be a copy of the PSB decision memorandum.

3. Tenure Boards.

a. Tenure Boards are composed of four AID members and a Foreign
Service member from another foreign affairs agency. A public member may
serve in lieu of the other foreign affairs agency member. See
35A5 (e)( 1) .

b. The Agency's decision whether or not to offer an FS career
candidate tenure shall be based on recommendations by the Tenure Board.
The sole criterion for a positive tenuring recommendation is the
candidates's demonstrated potential, assuming normal career growth and
development, to serve effectively as an AID career FS officer over a
normal career span, with promotion potential to class FS-OI or the
highest class attainable within the limitations imposed by the
candidate's specialized occupational backstop. (Refer to HB 25, Supp.
35A for detailed information on tenuring of FS career candidates).

)
I

/

40K. Promotions.

1. The precepts and eligibility criteria governing the promotion of FS
and SFS employees, including resident-hire employees, are included in
Supp. 40C.

2. Promotions and/or other personnel actions may be made pursuant to
recommendations or orders, as appropriate, of the Foreign Service
Grievance Board, an equal employment opportunity officer, or the Special
Counsel of the Merit Systems Protection Board.

3. Prior to effecting promotions, officers must be cleared through
IG/SEC and IG/I to insure that those officers have no information which
would preclude processing the promotion, i.e., ongoing investigation,
lifting of clearance, etc.
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4. Promotions for employees into class FS-Ol and below will be
effected by the end of the second full pay period following completion
of security clearance processing for the group. When an individual's
promotion is delayed by the clearance process, the promotions of other
FS employees who have received such clearances will not be delayed.
Once an employee receives the clearance, the promotion may be effective
retroactively to the same date as the rest of the employees for his/her
class.

5. Promotions for SFS employees will be effected the first pay period
following the date of the President's attestation.

40L. Pay Adjustments.

1. Performance Awards - FS-Ols and Below.

a. Performance awards include Meritorious Step Increases (MSIs)
recommended by AID Selection Boards and cash awards and MSIs recommended
under the AID FS Performance Awards Program (see HB 29, Supp. 5A, Part
III). A promotion and a MSI may not be granted for the same rating
period. A Board recommended MSI and a cash award may not be granted for
the same rating period. Employees who receive promotions are eligible
for cash awards during the same rating period.

2. SFS Performance Pay.

The C/Board will consider and may recommend to the Director, HRDM, pay
increases, including Agency and Presidential performance pay awards, or
decreases for SFS employees. The IG C/Board will make its
recommendations to the Inspector General. No increase may be effected
within 12 months of the effective date of an employee's last pay
adjustment, i.e., appointment, promotion or change of pay level based on
performance (see HB 25, Chapter 38, Section G and I and Supp. 38C.)
Note: Raters, reviewers, Unit Review Panel members and/or employees who
do not adhere to the deadline for processing and submitting performance
evaluations MAY BE INELIGIBLE FOR PERFORMANCE AWARDS.

3. Withholding of Scheduled Salary Step Increase.

The next scheduled salary step increase of a career or limited employee
in Class FS-Ol or below who is referred to a PSB will be withheld if the
PSB determines that the employee's performance did not meet the
standards of the employee's class during the rating period.

•

•

•

•

•
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40M. Late Submission of an EER or Failure to Perform Evaluation
Responsibilities.

1. EERs received by FA/HRDM/PMES/PMA, or IG/RM for IG employees, after
stated deadlines will be reviewed to establish responsibility for late
submission. Because Foreign Service EER preparation has several
distinct steps involving different individuals, FA/HRDM, or IG/RM for IG
employees, will look at dates the rating was written and reviewed, the
date of the employee's comments, the date the Unit Review Panel signed
off, and any other relevant factors. Individuals believed responsible
for delays will be notified of FA/HRDM's or IG/RM's preliminary
determination by memorandum or cable, as appropriate, and given an
opportunity to provide any information that should be considered in
making the determination of responsibility for the delay and whether
disc"ipl inary action and/or denial of a bonus/award 'tlOuld be
appropriate. The employee's Bureau or Mission management will be
notified of the preliminary determination and given an opportunity to
participate in the response process. Employees and managers located
overseas will be given 30 days to reply; employees and managers in AID/W
will be given 15 days.

2. Employee/unit management responses regarding late submissions will
be reviewed by FA/HRDM/PMES/PMA, or IG/RM for IG employees, to determine
whether the delay has been adequately explained or otherwise justified.
If it is determined that the delay was justified, the employee and unit
management will be notified and no further action will be taken. If it
is determined that the delay was not justified, FA/HRDM or IG/RM, as
appropriate, will submit the determination along with the employee/unit
management response to FA/HRDM/OD or IG, for IG employees, for review
and possible further action.

3. FA/HRDM/PMES/PMA, or IG/R~1 for IG employees, will refer to
FA/HRDM/OD or IG all determinations by Selection Boards, pursuant to
established gUidelines and precepts, on an employee's failure to perform
evaluation responsibilities adequately or appropriately.

4. FA/HRDM/OD, or IG for IG employees, will review the determination
of Selection Boards and the responses of the employee and/or unit
management. If it is determined that the employee has failed to meet
Ivaluation deadlines and has failed to adequately explain or justify
such deadlines, or that the employee has failed to perform the
evaluation responsibilities adequately or appropriately, FA/HRDM/OD or
IG may recommend disciplinary action and/or denial or reduction of
award/bonus, if such action is warranted. Any action taken shall be
taken in accordance with established procedures and requirements
governing such action.
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400. Grievances and Complaints of Discrimination.

1. Employees may grieve the inclusion of an evaluation report or
material they feel is inaccurate, erroneous or falsely prejudicial in
their evaluation file. The time limit in filing is generally three
years with some exceptions. (See Foreign Service Grievance Procedure, 3
FAM 660 and HB 29, Ch. 4, for further guidance).

2. In accordance with amendments to the Foreign Service Act enacted in
1991, employees who feel they have been discriminated against on the
basis of race, sex, age, color, national origin, religion, or handicap
may EITHER (1) file a grievance under the Foreign Service Grievance •
Procedure within 180 days of the occurrence giving rise to the grievance
OR (2) file a complaint of discrimination. Employees contemplating the
latter procedure should contact an EEO counselor promptly and not later
than 30 days after the occurrence (HB 24, Chapter 5).

40N. Separation Considerations.

1. PSBs may recommend that career FS employees be retired based on
relative performance. "Retired for relative performance" is the same as
selection out (see HB 30 for more information on FS separations).

2. The Agency may terminate at any time the appointment of any
employee serving under a limited appointment, except as provided in sec.
610(a)(2) of the FSA, Separation for Cause.

3. In accordance with HB 30, Separation for Cause, the Agency may
initiate action to separate career employees whose performance is
determined to be unsatisfactory.

Supp. 40A - Foreign Service Evaluation Program, Forms and Instructions
Supp. 40B - General Precepts for AID Selection Boards
Supp. 40C - Precepts for Promotion
Supp. 40D - Limited Career Extensions for Senior Foreign Service Employees

•

•
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Supplement 40B to
Handbook 25, Ch. 40

GENERAL PRECEPTS FOR AID SELECTION BOARDS

A. Purpose

This supplement provides the policies and procedures that govern AID
Foreign Service (FS) Selection Boards and AID Senior Foreign Service
(SFS) Consolidated Selection Boards (C/Boards).

B. Authorities

Section 406, 601-605, and 608, Foreign Service Act of 1980 (FSA) , as
amended.

C. Employees to be Rated

1. Boards shall rate all employees whether or not a rating period is
covered by performance and/or training evaluations.

2. Career, career candidate and noncareer employees in the Career
Minister, Minister-Counselor or Counselor SFS classes.

3. Career, career candidate and noncareer employees in classes FS-09 
FS-OI, including resident-hire employees.

4. Employees assigned to international or other organizations,
including those in nonpay status, who have reemployment rights to AID
will be reviewed by the Board appropriate for their rank and
occupational category.

5. All employees, except International Development Interns (lOIs), are
subject to performance standards review (see Handbook 30, Supplement 38).

6. Boards shall not review career employees designated by a
Performance Standards Board to be retired and given a retirement date,
lOIs who have not completed the training program (see Handbook 28,
Chapters 5 and 5A), or career candidates recommended for separation by a
Tenure Board.



Page No. Effective Date Trans. r·jemo. No.

40B-2 December 23, 1987 25: 156 AID HA~mBOOK 25

D. Composition of Selection Boards

1. SFS Consolidated Selection Board (C/Board)

The C/Board will include: (a) a senior-level AID career employee at
or above the level of those under review, if available, or a career SFS
employee from another' foreign affairs agency; (b) a retired AID career
SFS employee or equivalent; (c) a public member; and (d) at the option
of the Director, FA/HRDf·l, an additional member from (a) or (b).

The Chairperson shall be the senior-level AID career employee, if
available, or the retired AID careel' employee. To the extent possible,
Board membership will include minorities and women.

2. FS Selection Boards

a. FS Selection Boards will include four members: three career FS
employees with a personal rank at least one grade above the highest
class of employees being evaluated in the respective Board and one
public member. To the extent possible, Board membership will include
minorities and women.

b. The Senior Threshold Board should include one career employee
at the Counselor class.

•

•

c. The three career employees on the r~id-Level and Junior Officer
Boards should represent as wide a range as possible of experience in the
backstop categories included in the clusters covered by each Board.

E. Organization of the Boards

1. £LBoard. Evaluates by class, careel', career candidate and
noncareer employees in the Career Hinister, Minister-Counselor and
Counselor classes, including FAA Section 631(b) or (c) appointees as
i nd i cated by the Di rector, FA/HRDfL

2. IG Boards. The IG will operate independent Selection Boards for
BS-08 employees in classes FS-01 and below and a C/Board for SFS
~mployees.

3. Senior Threshold Board. Evaluates career, career candidate and
noncareer employees in class FS-Ol.

•

•
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4. Mid-Level and Junior Officer Boards. Career, career candidate and
noncareer employees in classes FS-02 and below will be evaluated as
foll ows:

Program Direction and Development Board
Backstop 01 - Mission Directors and Executive Level Personnel
Backstop 02 - Program Analysis
Backstop 11 - Economics
Backstop 21 - Business, Industry and Private Enterprise
Backstop 85 - Legal
Backstop 94 - Project Development

Program Operations and Management Board
Backstop 10 - Agriculture
Backstop 12 - Program Management
Backstop 14 - Rural Development
Backstop 15 - Food for Peace
Backstop 20 - Housing, Urban and Community Development
Backstop 25 - Engineering
Backstop 30 - Natural Resources and Energy Development
Backstop 50 - Health Science, Medical and Population
Backstop 60 - Human Resources, Education and Participant Training
Backstop 72 - Social Services
Backstop 75 - Physical and Social Science

Program Support Board
Backstop 03 - Administrative Management
Backstop 04 - Controller
Backstop 06 - General Services
Backstop 92 - Commodity Management
Backstop 93 - Contract Management

Inspector General Board
Backstop 08 - Audit and Inspections

Administrative Board
Backstop 05 - Secretarial Support
Backstop 07 - Administrative Support
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F. Specific Review Functions

1. Promotion Consideration

a. Boards shall review the files of all employees, except those
in the Career Minister class, as specified in E above, and shall
recommend promotions based on this review (see Supplement 40C for
promotion precepts).

b. Boards shall identify employees they judge qualified for
promotion without regard to the number of promotion opportunities.
After this review the Director, FA/HRDM or the IG, as appropriate, shall
provide the Boards, by class, the names of employees recommended for
promotion by one or more of the previous three Boards. Boards shall
reconsider employees ranked just above or below the "qualified for
promotion" cutoff, and may revise their recommendations to ensure
careful consideration of decisions affecting employees at the margin of
promotion recommendations.

•

•

.~

c. Promotions, including those for resident-hire employees, will
be made in the various occupational clusters and classes based on
employees' eligibility for promotion, the Boards' rank order lists and
the number of promotions authorized by AID management (see Supplement
40C).

d. No name on a list shall be ~assed over except in the case of
(1) death, retirement, resignation or termination; or (2) investigations
or proceedings involving loyalty, security, misconduct or malfeasance.
In a case under the latter provision, the promotion will be effected
upon favorable termination of the investigation and will be retroactive
to the date that others on the list were promoted. Any current employee
passed over for promotion shall be notified, in writing, of the reasons
if not inimical to the investigation or proceeding.

2. Meritorious Salary Step Increases (MSIs)

a. The Threshold Board and Boards for classes 02 and below may
recommend MSIs within the limits determined by FA/HRDM or IG for •
employees who performed especially meritorious service during the rating
period. Boards may consider class rankings in making MSI
recommendations.

b. Raters, reviewers, Unit Review Panel members and/or employees
who do not adhere to the deadlines specified annually by FA/HRDM/SCD or
IG/RM, for processing and submitting performance evaluations WILL BE
INELIGIBLE FOR PERFORMANCE AWARDS. (See Chapter 40, Section 40L.)

•
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3. SFS Performance Pay Awards

a. Within the limits determined by FA/HRDM or IG, as appropriate,
the C/Boards may recommend two types of performance pay awards. One is
conferred by the Agency based on performance during the most recent
rating period. The other is conferred by the President based on the
recommendations of an Interagency Selection Board which reviews
employees nominated by the foreign affairs agencies (see Handbook 25,
Supplement 38D for specific information).

b. Raters, reviewers, Unit Review Panel members and/or employees
who do not adhere to the deadlines specified annually by FA/HRDM/SCD, or
IG/RM, for processing and submitting performance evaluations WILL BE
INELIGIBLE FOR PERFORMANCE AWARDS. (See Chapter 40, Section 40L.)

4. Referral to a Performance Standards Board (PSB)

a. Boards will identify career and limited appointment employees
whose performance is relatively less competitive than others in the same
rank and class and shall refer separate alphabetical lists of such
employees to a PSB. Whil e the Di rector, FA/HRDM or the IG w·j 11
designate the percentage or number of files to be referred for a class,
boards may refer additional files. FA/HRDM/SCD or IG/RM, as
appropriate, will notify, in writing, employees designated for PSB
review. (See Handbook 30, Supplement 3B.)

b. Referral to a PSB may result in: (1) withholding of scheduled
salary step increases for employees in grades FS-01 or below if a PSB
determines that the employees did not meet the performance standards of
their class for the rating period (see Handbook 26, Chapter 2); or
(2) retirement based on relative performance (Handbook 30, Supplement
3B).

5. SFS Salary Adjustments

SFS employees may receive salary increases, decreases or deferrals
based on C/Board or PSB recommendations (see Supplement 40C and Chapter
38, Supplement 38C).

6. Limited Career Extensions (LCEs)

a. The C/Board shall review, by class and occupational category,
SFS employees who have reached their maximum time in class (TIC) and
recommend LCEs. The precepts for LCE review are included as Supplement
40D.
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b. The number of LCEs will be based on an analysis of available
and projected personnel and positions. The length of each LCE will be
six months to three years. The Administrator may grant or renew LCEs
for SFS employees (see Supplement 40D and Chapter 38).

•

•
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7. Comments on Rating and Reviewing Officers and Unit Review Panels

a. Boards will identify rating and reviewing officers who merit
commendation or criticism. The scope of this Board function includes
all aspects of the evaluation process, e.g., establishment of work
requirements, conduct of progress reviews, quality of evaluation,
identification of reports with superficial narrative or lacking specific
examples of performance. When appropriate, letters shall also be
prepared on the contributions of Unit Review Panels. Boards will
prepare a written statement describing the qualities or deficiencies.

b. Letters of criticism will allow 30 days from the date of
receipt for addressees to provide reason why the letter should not be
formally issued and distributed. Responses will be considered by the
Director, FA/HRDM/SCD or IG/RM who will make a final determination.
Copies will not be distributed unless and until either the 30-day period
has passed without response or the Director, FA/HRDM/SCD or IG/RM
determines that the response does not adequately explain the deficiency
cited in the letter. Copies of letters will be provided to the relevant
Bureau/Office/ Mission director and the employee's evaluation file.

8. Special Recommendations

Boards may provide the Director, FA/HRDM or the IG recommendations
concerning the employees under consideration, comments on the materials
used in the evaluation process and suggestions for improvements in the
evaluation/promotion program.

G. Board Operations, Information and Materials

1. FA/HRDM/SCD or IG/RM shall provide guidance and assistance to the
boards on all technical and procedural matters. Boards shall address •
any and all work related questions to that staff only.

2. Board members will receive the following materials:

a. A copy of Handbook 25, Chapter 40 and Supplements and other
relevant Agency issuances; e.g., gUidance issued by FA/HRDM/SCD for the
rating period;

•
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b. Each employee's Performance Evaluation File (PEF);

c. A summary of employee's record with AID for each employee to
be reviewed (if there is a discrepancy in the information on any
summary, the official source of information is the PEF);

d. A copy of the FSA and related regulations and gUidelines on
performance evaluation and promotion;

e. A dictionary and world map or atlas.

3. Official Evaluation Documentation

Boards will base their evaluations only on material properly
contained in the employee's PEF and as otherwise provided for herein.

a. Boards will be provided each employee's entire PEF. Boards
shall place greater emphasis on the most recent five years of service or
the period the employee has been in the present class, whichever is
longer. Undue weight shall not be given to any single performance
evaluation. However, Boards should focus on earlier evaluation periods
if an employee is just above or below the cutoff line for promotion or
low-ranking.

b. Some files may contain evidence of relevant prior service in
AID or another foreign affairs agency; some files may be incomplete due
to interrupted service, training or special assignments or undocumented
periods of service. Employees may not be disadvantaged by such
variations. Boards shall give full consideration to documented periods
of relevant prior service and should not discount performance appraisals
because information on earlier periods is not included.

c. Boards shall not seek or receive any information other than
that properly included in the PEF. A letter of reprimand in the file
must be disregarded if by its terms, it should have been removed.
Boards should promptly advise FA/HRDM/SCD or IG/RM of such letters.

d. A board member may provide information to the board that is
not in a PEF but is relevant to an employee's performance Qllly by signed
memorandum. In such cases, the member may be excused from further
review of that employee. The memorandum must be sent to the employee
immediately (by immediate cable if overseas). The employee must be
advised that the board must receive comments within 10 days of receipt
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of the memorandum. The Mission/Bureau shall reply immediately
indicating whether delivery was made and whether comments are
forthcoming. The employee shall be given a reasonable amount of
administrative leave to permit timely response.

The board may take no further action pending receipt of comments, unless
advised that comments are not forthcoming. However, a decision need not
be delayed more than 10 days unless it determined that the delay will
not significantly disrupt the board's duties or schedule. Any signed
memorandum considered by the board will not be filed in the employee's
PEF, but will be filed with the board's report detailing its decisions
and reasons therefor. No other copies of the memorandum or response may
be retained.

e. A board member will be excused from deliberations if he/she
was the rating or reviewing officer while the employee under review was
in his/her present class or, for C/Board members, within the last three
rating periods. For IG Boards, a board member who served as the rater
or reviewer for the employee under review within the last three rating
periods will be excused from deliberations.

f. To the extent not inconsistent with this supplement, boards
may establish their own operating procedures concerning workload,
discussions, deliberations and decisions.

4. A debriefing will be scheduled with the Director, FA/HRDM or IG, as
appropriate, after each Board has concluded its deliberations.

H. Submission of Findings and Recommendations

1. Board findings shall be provided to the Director, FA/HRDM or the IG
under cover of a transmittal letter signed by each board member. The
Director, FA/HRDM or the IG may accept the findings or return them for
review if questions exist on use of procedures and/or precepts.
Individual employee rankings or designations and Board comments will be
specified on the Selection Board Ranking Report. Supplementary sheets
may be attached as needed.

2. Unless instructed otherwise by the Director, FA/HRDM or the IG, all
boards shall prepare the following reports by class:

a. An alphabetical list of employees identified as marginal
performers in comparison with other employees. A separate list will be
prepared for resident-hire employees.

•

•
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b. An alphabetical list of career employees identified within the
marginal performers' group as being least competitive in performance for
referral to a PSB.

c. An alphabetical list of other employees reviewed. The
C/Boards and Mid-Level and Junior Officer Boards will prepare separate
lists for each class reviewed. These officers need not be ranked.

3. Unless instructed otherwise by the Director, FA/HRDM or the IG,
boards shall prepare the following reports covering all employees except
those in the Career Minister class:

a. Rank order lists, by class and/or occupational cluster, as
appropriate, of career and career candidate employees recommended for
promotion. Separate lists will be prepared for resident-hire employees.

b. Rank order lists, by class and/or occupational cluster, as
appropriate, of noncareer (limited) employees recommended for promotion.

c. An alphabetical list by class of career candidates identified
as unlikely to achieve career status even with additional experience.
While the Board must consider all career candidates under review,
particular attention should be given those with less than fully
successful ratings. The Board will prepare a written statement in each
case, a copy of which will be given to the employee.

4. Boards may prepare the following statements or recommendations:

a. Alphabetical list(s} of rating and reviewing officers and Unit
Review Panel members who merit commendation or criticism for the quality
of the reports they prepared. In each case, the board will prepare a
brief statement describing the qualities or deficiencies of the reports.

b. Recommendations concerning the assignment, training,
counseling or other personnel considerations with respect to any
employee or group of employees reviewed.

c. Recommendations concerning policies and procedures for
subsequent Boards and improvements to the performance evaluation system.

d. Boards, other than the C/Board, may prepare alphabetical lists
of employees (within limits established by FA/HRDM) recommended for
MSIs. A written justification shall be prepared in each case.



•

Page No. Effective Date Trans. Memo. No.
40B-I0 December 23, 1987 25:156 AID HANDBOOK 25

5. The Senior Threshold Board shall consider for promotion all
employees certified to it as eligible and as having requested
consideration for promotion into the SFS. Such employees may be
reviewed by no more than 7 consecutive Boards. If not promoted within
this period, they must leave the Service no later than six months
following the last review. The Board should note the special and
demanding requirements of the SFS (Supplement 40D). In addition,
foreign language proficiency, especially that relevant to an employee's
assignment and/or FSI-tested proficiency in AID-useful or other foreign
languages, should be a significant threshold promotion factor.

6. The C/Board shall indicate the upper 2/3 of the Counselor and
Minister-Counselor classes.

I. Oath of Office

•

•
Board members shall execute the following oath of office and adhere to
these precepts. Failure to observe these directives may result in
disciplinary action or penalties prescribed by the Privacy Act. Board
members shall report to the Director, FA/HRDM or IG, as appropriate, any
attempt to question them, provide information not authorized by the
precepts or influence their deliberations or judgments, before, during
or after the setting of the Board.

"I do solemnly swear (or affirm) that I •
will, without prejudice or partiality, perform faithfully and to the
best of my ability the duties of a member of an AID (or IG) Selection
Board; that I will preserve the confidential character of the personnel
records used by the Board, that I will adhere to the directives and
precepts; that I will not reveal to any unauthorized person information
concerning the deliberations, findings and recommendations of the
Boards, so help me God."

•

•
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THE AJ.D. FOREIGN SERVICE EVALUATION PROGRAM

INSTRUCTIONS FOR PREPARATION (06/92)
This supplement consists of the Employee Evaluation Report (EER) form AID 420-4, which includes specific
instructions for preparing EERs, a chronology for the rating period and a checklist for effective evaluation re
ports.

References. For specific guidance and information about the Foreign Service employee evaluation program, see
HB 25, Ch. 40 and supplements. For other related information refer to:

- HB 24, Ch. 5, "The AID Equal Opportunity Program" - HB 25, Supp. 35A, ''Tenuring ofFS Career Candidates"
- HB 25, Ch. 38, "Senior Foreign Service" - HB 28, Ch. 4, "Foreign Language Program"

Employee, rater and reviewer are encouraged to read the applicable references before preparing and/or com
menting on evaluation reports. All prior references or guidance are superseded with this issuance.

AID FS EMPLOYEE EVALUATION REPORTS MAY BE OBTAINED FROM FA/AS/PP/PP,
EER'S CANNOT BE OBTAINED FROM FA/HRDM
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B. PERFORMANCE EVALUATION

REQUIREMENTS

1. Introduction:
The employee evaluation process serves two
im portant functions. First, the evaluation report is
the primary means of identifying and selecting
members for career tenure, promotions, tc;rmina
tion/retirement due to relative performance,
training, within class increases, Senior Foreign
Service performance pay and limited career
extensions (LCEs). The EER is also considered in
the assignment process. It is therefore essential
that great care be taken in the preparation of the
Report.

NOTE:
Careless, incomplete, hastily prepared EERs and/
or EERs that fail to comply with instructions can
be detrimental to an officer's career and can
mislead Selection and Assignment Boards. To
reduce the incidence of poorly prepared reports,
Selection Boards are instructed to evaluate an
Officer's performance as a rating/reviewing
officer. The boards written commendations and
criticisms are placed into the Performance Files of
those officers. Criticisms remain in the files for two
years while commendations are in the rater's file
permanently. Letters of criticisms can be appealed
through FA/HRDM/OD.

Second, the evaluation process is a valuable man
agement tool. Although responsibility for the
establishment of the Continuing Responsibilities
and Specific Objectives rests with the rater, the
EER process affords the employee the opportunity
to work in a collaborative manner with the rated
officer to establish responsibilities and objectives,
and provides the basis for a continuing dialogue
on the employee's performance, career develop
ment and progress in meeting the specific objec
tives. To the extent that such a participatory
approach can be developed, performance will be
improved and achievement of program and
organizational goals enhanced.

2. Employee Coverage:
This Supplement applies to all Foreign Service and
Senior Foreign Service employees of AID ap-

pointed under the Foreign SerVice Act of 1980 or
sections 631 (b) or (c) of the Foreign Assistance
Act of 1961, including career, career candidate/
IDI, non-eareer Foreign Service Officers, Resident
Hires and employees assigned outside the Agency
and who have reemployment rights to AID, e.g.,
appointed to an international organization. U.S.
citizen Personal Services Contractors are to be
evaluated in accordance with HB 14 requirements;
Foreign Service National personnel are to be
evaluated in accordance with 3 FAM 960 and
American Family Members in accordance with HB
25, Supp. 34A.

3. Rater/Reviewer Designations:
Raters are the employee's immediate supervisor.
For Mission Directors, the Ambassador is the
immediate supervisor for EER purposes.

Reviewers are normally the rater's supervisor. See
Section V instructions concerning Ambassadors as
reviewers. For Mission Directors, the reviewer is
the Assistant Administrator for the Geographic
Bureau. For Deputy Directors, the DCM or Am
bassador serves as the reviewer. Additionally, the
Assistant Administrator for the Geographic Bu
reau, or designee, may provide additional com
ments or assessments on the Deputy Director if
warranted. In some cases, Regional Officers may
be reviewed in AID /W, i.e., Regional Legal Advi
sors.

Career candidates must be rated or reviewed by Deputy
Directors or Directors when overseas and by Office
Directors or their Deputies in AID/W.

4. Rating Period:
The annual rating period runs from 1 April of one
year to 31 March of the next year. EERs must be
prepared at the end of the rating period; or, when
there is a change in the rater, a change in the
rated employee's assignment (new post) or duties
(new position at post) or on separation AND the
period of supervision covers 60 calendar days or
more.

5. Types of Reports:

a. Full EER:
Full EERs are to be prepared only when the
periods of supervision by-the rater covers 150
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calendar days or longer. All sections of the EER
are to be completed.

b. Abbreviated EERs:
Abbreviated EERs are to be prepared only when
the period of supervision by the rater is between
60 and 149 calendar days. Abbreviated EERs
consist of Sections I, II, ill, VI, and VII. Sections
IV and V are not completed and will not be accepted.

c. Periods of less than 60 days:
EERs or abbreviated EERs are not permitted for
periods of less than 60 days. This does not pre
clude the submission of Letters of Commendation,
via letter or cable. for specific outstanding achieve
ments during the period. or any time during the
year. Letters of Commendation are also encour
aged to reflect participation on task forces. selec
tion boards. special committees, etc. To be in
cluded in the evaluation file and reviewed by the
Boards, letters must be signed by Mission Direc
tors. Deputy Chiefs of Missions (DCMs)/Ambassa
dors or their equivalent overseas. and by Deputy
Office Heads or above in Washington.

d. Evaluation of TDYs and Detail Assignments:
For TDYs/details of more than 15 workdays but
less than 60 calendar days, the officer charged with
supervision or direction of the TDY/detail services
shall provide a memorandum on the employee's
performance during the TDY/detail to the
employee's rater. Such reports shall describe the
purpose of the TDY/detail and the employee'S
achievements during that period and are to be
cabled, pouched or hand delivered to the rater on
completion of the TDY/detail. The employee's
rater is to insure that such reports are received and
incorporated into the evaluation. TDYjdetail
periods of 60 days or more requires an abbreviated
or full EER as appropriate.

For regional officers, raters are to seek inputfrom
supported organizations and incorporate the input into
the ratee~ EER.

6. Timing and Submission of Reports:
Originals of the completed EERs or abbreviated
EERs are to be forwarded to FA/HRDM/PMES/
PMA or IG/RM as applicable and must be received
within 45 calendar days after the event requiring
the preparation of the EER (May 15th for end of

3

HB 25 (TM 25:156)
Supp. 40A

rating period). Overseas missions are granted a
five-day grace period for transit delays. However,
such EERs must have been signed and forwarded
no later than the close of business of the 45th
calendar day. EERs received after the 45th day (50
days for Missions) will be considered late. See HB
25, Ch. 40G4, for detailed instructions on submis
sion and certification requirements.

Please note that raters, reviewers, Unit Review
Panel members and/or employees who do not
adhere to the deadline for processing and submit
ting performance evaluations MAY BE INELl
GmLE FOR PERFORMANCE AWARDS.

c. GENERAL INSTRUCTIONS
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2. Personal vs. Position Grade Levels:
Employees are to be evaluated based on their
personal grade, not the grade of the position
encumbered. Position grades are often out of date
and Agency requirements sometimes dictate that
employees be assigned to positions above or below
their personal grades. Consequently, it is impor
tant that the continuing responsibilities and
specific objectives be developed commensurate
with an employee's personal grade, particularly
when there is a two grade or more difference.
When the employee is clearly performing at a level
higher or lower than their personal rank, regard-
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less of the position grade, it is important to discuss
~ this fact in the evaluation of potential providing

appropriate examples to support the assessment.

3. Core Skills Areas:
The evaluation of the employee's performance
and potential, both strengths and weaknesses, is to
be prepared in terms of the general core skills
areas described below as they relate to the continu
ing responsibilities and specific objectives estab
lished in Section II. Skills areas may be discussed
in either Section III, "Evaluation of Performance,"
or Sec. IV, "Evaluation of Potential," or in both
sections, if appropriate. However, skill areas
discussed in Section IV must address perfonnance
as well as potential. For Abbreviated EERs, only
those skill areas observed need to be covered.

Professional Skills:
Refers to the employee's technical, program and/
or administrative skills. Raters are to evaluate the
ratee's level of expertise in his/her respective
discipline including the degree to which the
employee remains abreast of developments in the
discipline, adapts the knowledge to the particular
setting and translates this knowledge, using his/
her technical, program and/or administrative
skills into results that support program and organi
zational objectives.

Leadership Skills:
The exercise ofvarious leadership skills is required in all
positions and is not confined to supervisor/subordinate
relationships. Evaluators are to assess only those aspects
of leadership described below which are appropriate to the
responsibilities of the position.

Degree to which the ratee demonstrates determi
nation, energy and a confident presence. Effec
tiveness in establishing direction and in motivating
and inspiring others - leading to change that is
constructive and adaptive. Ability to objectively
evaluate and analyze new concepts; to understand
the complexities and intricacies of the political,
economic and cultural setting; and to develop
effective and innovative operational and/or
program strategies appropriate to the setting.
Ratee's willingness to accept risk and take respon
sibility. Skill in presenting and defending inter
ests, in developing argumen ts and in resolving a

problem in a sensible and persuasive manner
including the capacity to consider options and
make decisions acceptable to key parties. Degree
to which the ratee influences and contributes to
the development of the organization's vision and
policies, to project development and implementa
tion and/or to operations.

Operational Skills:
Ratee's effectiveness in planning, organizing,
directing, monitoring and evaluating his/her own
work - as well as that of the unit supervised where
applicable. Includes an assessment of the ratees'
skills in setting objectives and priorities, in devel
oping workplans, and in managing and accounting
for the rmandal, human and physical resources
within the employee's span of control to accom
plish the work and produce results in the most
efficient and effective manner, i.e., stewardship of
resources. Capacity to monitor/evaluate opera
tions noting both areas of progress as well as
problems, making adjustments where necessary to
adapt to changing conditions and requirements.
Ability to anticipate potential problems and to take
preventative measures.

Interpersonal Skills:
Ability to create and maintain professional and
successful relations with other AID staff (both U.S.
and FSN), AID contract personnel, other U.S.
Agency staff, officials of the host country, and
representatives of other donor institutions. The
ratee's sensitivity and respect for the mores and
values of other societies and individuals should be
considered as well as his/her commitment to the
principles of fair treaunent, and equality of oppor
tunity in dealing with all persons. Ability to work
in a collaborative, team-oriented manner, valuing
diversity, within the AID organization, without
sacrificing one's independent perspective.

The ability to communicate (orally and in writing)
in an effective manner, with both AID and host
country personnel, is an important aspect of
interpersonal skills and is to be addressed by the
rater. One key factor in communications is the
employee's effectiveness in using a foreign lan
guage when posted to a language designated
position. In this regard, where an employee is
effectively using a foreign language at post in his/
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her job, that fact should be recognized when
addressing interpersonal skills. In some cases, an
evaluation of the employee's use of a foreign
language is required by law. Specifically, an
employee with an S3/R3 tested language profi
ciency and occupying a position requiring the use
of the tested language is to be evaluated on his/
her effectiveness in using the foreign language in
his/her work where the rater is capable of doing
so, Le., where the rater has had sufficient opportu
nity to observe the ratee and the rater possesses an
S3/R3 or higher rating in the language. The
appropriate box at Section I of the form is to be
checked (required for Full EERs only).

Supervisory Skills:
Required for all supervisors ofDirect Hires, Foreign
Service Nationals/Third Country Nationals, PASAs/
RASAs and/or Personal Services Contractors.

The rater is to evaluate the employee's skill in
working with and through his/her staff to accom
plish organizational goals and responsibilities.
Evaluations should consider such aspects of super
vision as: the employee's ski11s in appropriately and
clearly delegating responsibility; setting clear
performance objectives; motivating and/or build
ing on and encouraging the self-motivation of his/
her staff; encouraging open and constructive
communications; instilling a sense of shared vision
on where the organization is going and devc1op
ment of a collaborative management approach to
the extent appropriate and reasonable. Other key
considerations in the assessment include the
ratee's concern for the career devc10pment and
growth of his/her subordinates, including provid
ing developmental and substantive assignments in
an equitable manner, establishment of effective
performance feedback processes and timc1y and
thorough evaluations of performance.

The supervisor's commitment to and accomplish
ment of the Equal Employment OpportlL'J.ity
Program and Policy must be evaluated in the
narrative of this Skill. AID's Equal Employment
Opportunity Program is mandated by statute and
Executive Orders, is endorsed by the Administra
tor, and represents an integral part of the Agency'S
personnel and human resources management
program. The EEO Policy of the U.S. Government
mandates that Federal agencies not discriminate

HB 25 (TM 25:156)
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on the basis of race, color, national origin, age,
sex, religion or disability in its employment prac
tices, including recruitment, promotions, training, _
awards, assignments, performance evaluation, etc.
Supervisors are to develop a knowledge and
understanding of the EEO Policy and Program
through periodic training, substantive contacts
with the Office of Equal Opportunity Program
(EOP), and review of EOP regulations (HB 24
Chapter 5) and notices.

In order to comply with these mandates and to
more effectively manage its human resources, the
Agency requires that supervisors be evaluated on
their commitment and accomplishment of the
Equal Opportunity Program. Accordingly, a
continuing responsibility on EOP is required in all
EEUs for supervisors of U.S. or Foreign Service
National (FSN) , Direct Hire/Personal Services
Contract employees (see section lIB!) and a
statement on the supervisor's adherence to the
EOP included in the evaluation. Specific objec
tives are encouraged. Positive steps that can be
taken in support of the program, some of which
may be appropriate for specific objectives, include:
insuring that all employees are given career en
hancing assignments and training opportunities;
insuring that his/her staff are briefed on EEO
principles and expectations; providing thoughtfui
career counseling; assuring staff of a work environ
ment free of sexual harassment; insuring compli
ance with discrimination complaints regulations;
and, insuring that employees receive appropriate
recognition for their work.

4. Other Skills/Considerations:
In addition to the general ski11s described above,
evaluations of career candidates, F5-01/SFS Offic
ers and managers must address certain other
ski11s/considerations as indicated below.

a. Career Candidates:
Raters/Reviewers are to refer to HB 25, Supp. 35A,
"Precepts for AID's FS Tenure Board." Ski11s areas
listed above are to be substituted for those at
subpart 2d of Supplement 35A. Career candidates
must be rated or reviewed by Deputy Directors or
Dircctorn overseas and by Office Directors or
Deputies in AID/W.

5



HB 25 (TM 25:156)
Supp. 40A

b. F5-01 and SFS Officers:
_ Refer to HB 25, Ch. 40 Supp. C, subpart 5; "Special

Considerations, Threshold and Senior Foreign
Service Boards." All F5-01s and SFS Officer evalua

- tions are to address the special considerations listed
under subpart 5.

c. SFS Officers (Recertification):
Raters must annually recommend whether to
recertify or not to recertify SFS Officers. See HB
25, Chapter 38. (Required for Full EERs only).

d. Mission Directors (Gray Amendment):
Section 567 of the Foreign Assistance Act, the so
called Gray Amendment, requires that the Admin
istrator include, as part of the performance evalua
tion of any Mission Director, a statement on the
Mission Director's efforts to carry out this section
(required for Full EERs only).

e. Management Control and Audit Follow-up
Activities:
In its guidance to implement the Federal Manag
ers Financial Integrity Act, OMB requires all
agencies to include management control and audit
foIlow-up responsibilities as a critical element
(continuing responsibility) in manager perfor
mance appraisals. Accordingly, the "direction of
the bureau, office, or mission management control
and audit follow-up process" is to be included as a
continuing responsibility in the EER of each
manager. Where appropriate, specific objectives
concerning management control and audit follow
up activities should also be established. See
instructions for preparing Sections lIBI and lIB2
of the EER for specific guidance.

5. Guidance on Inadmissible Comments:
a. Inadmissible comments may not be included in
any section of the evaluation report (including the
rated employee's comments), nor in other forms
of evaluative material (such as inspector's reports,
training reports, and letters of commendation).
Rating and reviewing officers and review panels
should exercise care to avoid the submission of
reports containing inadmissible comments.

b. IfFA/HRDM/PMES/PMA or Performance
Standards, Tenure or Selection Boards discover
inadmissible comments in evaluation reports,
HRDM/PMES/PMA will make deletions and
inform the employees concerned.

c. The following subjects are inadmissible in any
part of the report either as direct or indirect
comments:

.,

1. Reference to race, religion, sex (does not
extend to the use of Mr., Mrs., Miss, Ms., or first
names or personal pronouns), national origin,
political affiliation and age;
2. Ranking by former Selection Boards or impend
ing selection out;

3. Physical characteristics and personal G.ualities
that do not affect performance or potenual;

4. Marital status, reference to spouse or family,
including those relating to social activities or the
ability of a member of tbe family to represent the
United States;

5. Retirement, resignation, or other separation
plans;

6. Grievance, equal employment opportunity, or
Merit Systems Protection Board proceedings/
results;

7. Method of entry into the Service (CS/FS con
version, 101, etc.);

8. Reference to private U.S. citizens by name;

9. Participation or nonparticipation in anyorgani
zation composed of Foreign Service employees
which exists for the purpose, in whole or in part,
of dealing with foreign affairs agencies concerning
grievances, personnel policies, and practices;

10. Ratings for earlier periods prepared by other
supervisors;

11. Reluctance to work voluntary overtime;

12. Leave record, except in the case of unautho
rized absences;

13. Letters of reprimand;

14. Negative reference to use of the dissent chan
nel or direct or indirect reference to, or consider
ation of,judgments in dissent channel messages as
a basis for an adverse evaluation of performance or
potential.

When the rated member's expression of dissenting
views on policy, outside ofthe dissent channel,
raises substantial questions ofjudgment or obstruc
tionism relevant to the member's performance, it
may be the subject of comment. However, general
comment may not be used to get around the
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proscription of this section. Specific instances
must be cited.

15. Negative or pejorative discussion of the perfor
mance of another identifiable employee. R..'lters
cannot state "the employee quickly brought order
out of the chaos left by his predecessor." On the
other hand, the description "the employee is the
best administrative officer I have supervised in the
past 10 years" is acceptable.; or,

16. Specific identification by rating or reviewing
officers of physical handicap or medical problem
(including alcoholism, drug abuse, or rehabilita
tion efforts). General reference may be made to
confirm knowledge of a medical problem to the
extent it affects job performance or ability to
accept overseas assignments. Rated employees
may discuss their health problems in specific terms
if they believe it has affected their performance.

D. SEcnON BY SEOlON

INSTRUCTIONS

SECTION I - HEADING
(Full and Abbreviated EER)

The rater completes this section. The "Position
Agency Occupational Speciality Code (AOSC)
title" can be obtained from the monthly staffing
pattern. The "Positon Functional Title" is the title
used at the mission, or unit Le., Regional Econo
mist or Chief, Project Development Division.
Indicate at "other" in the career-status box if an
employee is a resident hire or non-eareer FS
Officer.

SEcnON II
EMPLOYEE1S JOB AND WORK REQUIREMENTS

(Full and Abbreviated EER)

This is the only section that is required to be
completed at the outset of the rating period,
within 30 days of the start of the period. However,
it is the foundation for the entire EER process
establishing the benchmarks against which the
employee is to be evaluated. It is therefore an
extremely important step in the process. It must
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be completed by the rater in collaboration with
the employee and with the concurrence of the
reviewer. It is also an ongoing process. The rater 
must formally review progress against these bench
marks and the ratees general performance at least
once during the rating period (Full EERs). More
frequent formal as well as informal reviews are
highly encouraged. At the time the final evalua
tion is drafted, there should be no surprises for
either the ratee or rater. The reviewer confirms
that progress reviews have taken place by initialing
the box in section IIB3 of the EER. The views of
the rater, as supervisor, prevail in the event of any
disagreements concerning the work requirements
to be established.

1. IIA. - Role in the Organization: Briefly describe
the employee's role in the organization and where
the position fits in the staffing pattern or organiza
tional structure. Indicate the number and type of
personnel supervised (FS, GS, FSN, PSC, RASA,
PASA,jCC, TCN, IPA) and any resources man
aged. Describe the position in terms of program/
policy-making responsibilities, organizational
support activities, project development and/or
management responsibilities, including the value
of the portfolio managed, number of institutional
contractors involved, etc.

EXAMPLE: The employee senres as the Chief of
the Mission Program Office and as such is respon
sible for guiding and coordinating the program
evaluation and program budgeting processes.
Employee reports to the Deputy Director and
supervises 5 employees (l FS Officer, 2 FSN Pro
gram Officers, 1 USPSC Program Assistant, 1 FSN
Secretary). Ms. X also manages the XYl project,
which has a portfolio value of 1 million dollars.
The project is implemented thru a PVO with 2
onsight contractors.

2. lIB. -Work Requirements:
Divide work requirements into tlVO categories: Con
tinuing Responsibilities and Specific Objectives for
the rating period. The employee, rater and reviewer
must initial in the space provided on page 2 of the
EER form for items IIDl, 2 and 3. The employee's
initials indicate only that the employee has been
advised of the work requirements.

IIBl. - Continuing Responsibilities:
Continuing responsibilities are ongoing duties that
are intrinsic to the position. There are usually no



employee and the rater, including the reviewer as
appropriate. Objectives should relate not only to
specific products but to other work areas as well, •
such as staff development or personal professional
development.

Objectives are to be product/results oriented, and
not simply a repeat of duties/responsibilities.
When completing sections ill, IV, and V of the
fonn, raters and reviewers must be able to discuss
not only how well the objectives were achieved, but
what impact each had on such factors as a develop
ing country's economic/political development,
mission/unit operations, an employee's or
subordinate's professional development, etc. •
Objectives are to be developed that are commen-
surate with an employee's grade and·within their
control (e.g. skills, resources and authority).
However, objectives should challenge employees
to demonstrate their innovative or problem-solving
as well as analytical skills.

Where appropriate, an objective focusing on the
employee's or their subordinate's professional
development and an objective furthering EOP
principles should be included. An objective •
focusing on career development/skills improve-
ment might involve one or more of the following:
arranging access to formal training courses; pro-
viding structured on-thejob training opportunities
and/or assignments designed to challenge the
ratee and expand his/her expertise; exposing his/
her to areas outside their immediate expertise
through participation on task forces/ committees
within or outside the office, rotations to other
units, etc. Possible areas for EOP related objec-
tives are discussed under supervisory skills.

HB 25 (TM 25:156)
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more than six or seven such responsibilities. For
TOYs there may be no continuing responsibilities.
The position description may be used for general
guidance in developing the responsibilities. DO
NOT, however, attach the position description.
Where there is a grade difference, especially a two
or more grade difference, in the grade of the
position and the grade of the employee, the
responsibilities of the position may need to be
modified to reflect responsibilities more commen
surate with the grade of the employee.

Required Responsibilities

For supervisors, the responsibility to supervise and
evaluate subordinates must be included. The
following EOP responsibility must also be in
cluded: "Support AID's Equal Opportunity Policy
and Programs in all aspects ofAgency personnel
policy and practice (employment, development,
advancement and treatment of employees), includ
ing identifying barriers to equal employment
opportunity and taking positive steps towards
overcoming those barriers."

For Assistant Administrators, Office Directors and
Mission Directors, the following management
control responsibility is to be included (actual
language/criterion to be developed by the rater
and the employee): "Directs overall management
control and audit follow-up activities in the organi
zation (Mission, Bureau or Office)." In developing
the language for this responsibility, the rater and
the employee should consider the systems and
processes which should be in place to identify
material management control weaknesses; to track
and correct management control weaknesses; and
to track, resolve and close audit recommendations
in a timely manner.

For Line Managers, raters should ensure that
responsibilities for management control,and
stewardship of resources/audit follow-up, are
included in the EER as a continuing respopsibili
ties.

IIB2. - Specific Objectives:
Specific objectives are objectives/assignments on
which a qualitative assessment can be made, and
that can be accomplished before the end of the
rating period. It is strongly recommended that
there be no more than six objectives, fewer for
abbreviated EER's. Each objective must be ad
dressed in the evaluation. The selection of objec
tives should result from a dialogue between the

8

Specific objectives concerning management
control and audit follow-up activities should also
be established when appropriate. For example, if
an effective audit follow-up process does not exist
in the bureau or mission, then a specific objective
which resembles the following could be included
in the manager's EER: "Direct the establishment
of an effective audit follow-up system that would
include the development of procedures and
tracking systems, and result in the timely closure of
all audit recommendations." Other examples
would include correction of material weaknesses
or closure of audit recommendations that would
have a significant impact on the organization in
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terms of monetary savings or reduction of waste
and abuse.

I1B3. - Special Circumstances/Changes to Work
Requirements:
Describe here any relevant conditions in the work
environment that affected accomplishment of the
work requirements during the rating period. This
might include special circumstances ranging from
political unrest in the host country and natural
disasters to problems of staffing in the mission/
office. If an employee is assigned to a position well
above or below their personal rank, it should be
noted here. Completion of this section, while
optional, can provide the reader useful insights in
understanding the evaluation. This section should
also be used to reflect major changes in specific
objectives, Le., deletion or addition to the objec
tives and why they are being made.

SECTION III
EVALUATION OF PERFORMANCE

(Full and Abbreviated EER)

Raters are to describe the employee's performance,
Le., provide a qualitative assessment of performance
during the rating period, particularly in relation to
accomplishment of the continuing responsibilities
and specific objectives established at Section II. Note
that all specific objectives must be covered either in
this Section, or in Section IV, as appropriate. Citing
examples to support the assessment, desoibe what
was accomplished, how well it was accomplished,
what skills were demonstrated by the employee in
accomplishing the objective and how the accomplish
ment of the objective contributed to mission, organi
zational and/or personal goals and objectives.
Examples are a requirement and must clearly support
the rater's assessment. The assessment should be
objective, focusing more on the qualitative rather
than the quantitative aspects of the employee's
performance and more on the impact (results) of the
accomplishment as opposed to the completion of the
task.

Work performed for other agencies or outside the
rater's personal supervision must be cited. This
includes details, TDYs of over 15 workdays, regional
duties and work on special taskforces or committees.
Raters should solicit assessments from the appropri-

9
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ate supenisors/team leaders to develop the evalua
tion.

For supervisors, the employee's adherence to equal
opportunity laws, regulations and principles must be
addressed by citing specific acts or examples.

For Assistant Administrators, Office Directors,
Mission Directors and line managers, management
control and audit follow-up responsibilities and
related specific objectives must be discussed. See
section IIBI and IIB2 instructions.

For Mission Directors, a statement on his/her efforts
to carry out the provisions ofSection 567 of the
Foreign Assistance Act (the Gray Amendment) must
be included (required for Full EERs only).

In conclusion, indicate the overall level of perfor
mance for the period. The level of performance must
be consistent with the foregoing evaluation.

NOTE: For abbreviated EER's, this section can also
be used to discuss an employee's potential. Only
those skill areas observed during the abbreviated
period need be discussed (There is no requirement to
discuss all five skill areas).

SEcnON IV
EVALUATION OF POTENTIAL
(Full EER Only)

Section IV consists of three subsections (A, B, and
C), all three ofwhich must be completed for each
employee. Although this section is important for
all employees in terms of career advancement, it is
of particular significance for career candidates and
FS-Ol officers seeking promotion to the Senior
Foreign Service. Rating Officers are to insure that
they address the Special Considerations/Precepts
established for these officers. For career candi
dates, refer to HB 25, Supp. 35A, and for ALL FS
01 and SFS employees, refer to HB 25, Ch. 40,
Supp. C, Subpart 5. Failure to address the addi
tional considerations could result in a letter of
criticism to the rater from the Selection Boards
and more importantly could have a detrimental
effect on the rated employee'S career. In prepar
ing this section, raters should keep in mind that
promotions are based on demonstrated potential,
and are not granted as a reward for performance.
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Section IVA. - General Appraisal:
Part 1 is to be completed for career candidates
on1y, Part 2 is to be completed for all employees
and Part 3 for SFS only. Appraisals for career
candidates will be used for both Selection Board
promotion recommendations and Tenure Board
determinations.

The appraisals are to be based on the employee's
individual potential to assume increased responsi
bility considering their present personal grade as a
starting point. Raters are to check the box in each
applicable part that best describes their appraisal
of the employee's potential based on current
performance.

Raters of Senior Foreign Service Officers are to
either recommend that the rater be recertified or
not be recertified based on the ratees perfor
mance considering the standards for recertifica
tion. See lIB 25, Chapter 38, Supp. C. The
narrative of Section ill and IV must support the
recommendation.

Section !VB. - Narrative:
This section is to be completed for ALL employ
ees. The section is not to be used as a continua
tion of Section III, "Evaluation of Performance." If
specific objectives are to be discussed, they must be
discussed in terms of the employee's potential, as
well as performance. The narrative must be
consistent with the general appraisal in Part A,
providing specific examples of performance to
substantiate the rater's assessment. Raters should
discuss the types and levels of positions (supervi
sory, technical, program, line or staff, etc.) in
which the employee can make the best contribu
tion, short term and long term. If the employee is
not presently a supervisor, discuss his/her supervi
sory potential. Refer also to section C.2 of the
instructions regarding personal vs. position grade
levels.

Section IVC. - Areas for Improvement:
This section must be completed for ALL employ- .
ees - there is always room for improvement.
Specify two areas that could use some improve
ment and explain what steps the employee can
take to improve. The rater and employee may
wish to refer to the areas for improvement as a
possible source for a specific objective when
developing the next year's work requirements.

Emphasis should be placed on improvements that
would most enhance overall effectiveness in the
present position or to better prepare the employee
for advancement to greater responsibilities. The
rater should not contradict earlier statements, as
this can lead to doubts as to the creditability of the
evaluation. The areas for improvement also
should not come as a surprise to the employee.
They should have been discussed as a part of the
progress reviews held throughout the rating
period.

Rating Officer's Compliance Statement:
The rater must complete, date and sign this
section before forwarding the EER to the review
ing officer. By signing, the rater certifies that he/
she has fully complied with the instructions,
including special/additional considerations for
career candidate and FS-Ol/SFS employees.

SECTION V
Reviewers Statement
(Full EER only)

All Full EERs must have a Reviewer's Statement
unless there is no appropriate reviewer assigned,
e.g., Mission Director is the rater for staff offices.
The lack of a reviewing officer should be ex
plained in this section. Posts, in cases where there
is no mission reviewing officer, should consider
requesting the Ambassador or DCM to provide a
review statement. However, statements must be
obtained for all employees in a similar situation at
the mission, not just selected employees.

Reviewers should clearly understand and be able
to comment meaningfully on the importance of
the employee'sjob in the overall program. The
reviewer's statement must include an assessment of
the employee's performance and potential, citing
examples. Review comments can provide a differ
ent, important perspective of the employee's
performance. Reviewers are to be aware of, and
comment on the employees/raters professional
relationships.

The reviewer also shares responsibility for seeing
that the employee is adequately and fairly rated.
The reviewer should discuss with the rater any
instances where the report is inadequately or
hastily prepared or in the reviewer's opinion is not
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a fair assessment of the employee's performance.
However, the rater is not required to change the
rating based on such a discussion. As appropriate,
the reviewer may comment on the adequacy of
preparation and on the candor shown by the rater.
Reviewers of Mission Director's EER must ensure
that a statement on the Director's efforts to carry
out the "Gray Amendment" is included in Full
EERs.

The reviewer is to sign and date the report before
forwarding to the employee.

SECTION VI
Employee's Statement
(Full and Abbreviated EER)

Rated Officers are encouraged to take advantage
of this section to speak directly to the Selection
Boards, as well as key figures in the assignment
process. Given the importance of this statement,
Rated Officers should make sure that both the
substance and the tone of their remarks contribute
to the overall impression they seek to make. It
should not automatically be construed as a rebut
tal of the EER. Completion of this section is
particularly important in instances where no
Reviewing Officer statement was prepared.

This section permits the Rated Officer to provide
additional insights into his/her performance,
particularly in areas not mentioned elsewhere in
the EER. The Rated Officer may wish to summa
rize major accomplishments and any special
problems or circumstances encountered in meet
ing the work requirements, and indicate progress
towards improving areas discussed in section IYC,
"Areas for Improvement." The Rated Officer may
also comment on the frequency, content and
usefulness of discussions with the Rating Officer
during the rating period, if appropriate. Employ
ees are encouraged, but not required, to discuss
their comments with the rater and reviewer. Note,
however, that raters and reviewers may see the
ratee's comments.

Rated employees are allowed 10 calendar days to
complete the section. One continuation sheet is
allowed. By signing and dating this section, the
employee acknowledges receipt of a copy of the
EER; the signature does not imply agreement. If

HB 25 (TM 25:156)
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the employee declines to sign, the rater shall
forward it for Unit Review Panel review with a
statement indicating only that the employee has
declined to sign.

SECTION VII
UNIT REVIEW PANEL STATEMENT
(Full and Abbreviated EER)

Unit Review Panels perform a very important and
positive role in the rating process. They in essence
are the Agency's quality control teams. Panels
shall review and return to raters, reviewers or
employees, evaluations having deficiencies, Le.,
inadmissible comments, internal inconsistencies,
lack specific examples ofperformance, indicate
hasty or insufficient preparation, or that are
improperly formatted. When reviewing evalua
tions containing differences of opinion between
the rater, reviewer and/or employee, panels
should consult with each party to assure that such
evaluations adequately describe the situations
and/or conflicts. While the Unit Review Panel
may encourage resolution of conflict, it should not
make judgements or determinations on the sub
stance of such conflicts. It should be remembered
that the evaluation system intends to preserve the
concept of professional differences of opinion and
constructive dissent. Revisions by the rater MUST
be shown to the reviewer and employee; revisions
by the reviewer MUST be shown to the employee.
The employee then may revise his/her comments.
Detailed requirements/instructions for unit review
panels are contained in HB 25, Ch. 40. Employees
serving on panels should become fully familiar
with this section. Panel review must be completed
within 10 calendar days.

SEalON VIII
SUBMISSION CONTROL

(Full EER and Abbreviated EER)

The box "Date Received-Post/Bureau/Office"
should be completed by the Executive Officer or
EER coordinator for the Unit. The other 2 boxes
in this Section will be completed by FA/HRDM/
PMES/PP. In submitting the EER, Missions/
Offices/Bureau should submit the original to FA/
HRDM/PMES/PP. Two copies should be kept at
the unit, one for the files and one for the ratee.

11
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Career Development and Training
- (Tear Sheet) .

J (Full EER and Abbreviated EER)

While employees have primary responsibility for
completing this section, they are encouraged to
solicit advice arid guidance from their rater,
re\;ewer and career development officers. This
section is not provided to AID Selection Boards,
nor is it made a part of the official evaluation file.
It will be used and maintained solely by the AID
Career Development Officers who support Foreign
Selvice employees in conjunction with their
counseling, assignment board and other related
activities (see HB 25, Ch. 46).

\\ll.ile completion is not mandatory, employees are
encouraged to use this section to the fullest extent
possible.

12
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CHECKLIST FOR EFFECTIVE EVALUATION REPORTS

oSpecific Objectives: All Specific Objectives discussed.

oSkill Areas: All required skill areas are assessed (Full EERs).

oExamples: Examples provided to support assessment of performance and potential, as well as over-
all rating.

oConsistency: Narrative is related to the work requirements and specific objectives.

oClarity: Narrative does not contain innuendos or double meanings.

oCompleteness: Report stands on its own.

DEOP: Examples of actions that furthered EOP policy and programs included.

oSection IYC: Rater has described the areas that need improvement (Full EERs).

oPotential: Characteristics and performance relevant to advancement are discussed (Full EERs).

DReview statement: Asssess performance and potential with comment on ratee/rater professional
relationship (Full EERs).

oDiscussion: Rater sought and considered the employee's reaction to a draft of the report.

oEmployee Statement: Comments lend new dimension to the report.

oInadmissible Comments: Report contains no inadmissible comments.

oTimeliness: Deadlin~sare met.

oLanguage Assessment: An assessment of the employee's effectiveness, in his or her work, in using a
foreign language, has been made where required - Per 3C, Interpersonal Skills (Full EERs).

oCareer Candidates: For Career Candidates, the Rater and Reviewer have discussed the candidate's
demonstrated potential to serve effectively as an AID Foreign Service officer over a normal career
span, with potential for promotion to class FS-OI, or to the highest class below FS-Ol attainable
within the limitations imposed by the candidate's specialized occupational backstop. Rater's and
Reviewer's are to refer to HB 25, Supp. 35A, "Tenuring of Foreign Service Career Candidates."

oFS-Ol/SFS Officers: For all FS-Ol and Senior Foreign Service Officers, raters and reviewers have
discussed the degree to which the officers have demonstrated strong policy formulation responsi
bilities, outstanding executive leadership qualities and highly developed functional, foreign lan
guage and area expertise, along with performance characterized by: initiative and ability to assess
how effectively the organization is functioning; capacity to draw on such an assessment and other
information to develop a "vision" for where the organization should be going programmatically
and organizationally; ability to encourage and instill organizational values; capacity to communi
cate and gain commitment of staff to "vision" and values; effectiveness in utilizing management
skills; and, skill in fostering external relationships.

oSFS Recertification: Box checked at Section N A and justified. See HB 25, Chapter 38, Supp. C,
"AID Senior Foreign Service Recertification Plan" (Full EERs).

oGray Amendment: For Mission Directors only. A statement has been made concerning the Mis
sion Director's efforts in carrying out the requirements of the Gray Amendment (Full EERs).

13
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Rating Period Chronology

o April 1: NEW RATING PERIOD BEGINS

DJan./Feb.: FA/HRDM/PMES issues annual guidance specifying deadlines for processing and submit
ting EERs.

D March: Rater prepares draft EERs and discusses such with reviewer. Reviewer prepares draft com
ments by the end of the rating period.

D March 31: END OF THE RATING PERIOD. Draft evaluations (rater and reviewer comments)
should be complete.

DApril: Rater discusses draft EERs with employees. EERs should be finalized and signed by the rater
and reviewer no later than 10 calendar days after the end of the rating period, or as required to
ensure timely submission.

o Employee prepares comments, signs the EER and forwards it for submission to the Unit Review
Panel. This step must be completed no later than 10 calendar days after receipt of the EER from the
rater. \

D Review by the Unit Review Panels must be completed within 10 calendar days after the employee
comment period. EERs approved for Selection Board review are forwarded to FA/HRDM/PMES;
those not approved are returned to the appropriate individual for revision.

D May 15: EVALUATIONS ARE DUE IN FA/HRDM/PMES.

It is essential that posts factor the time required for pouch or mail transmission of EERs to AID/W
to ensure that EERs are received by FA/HRDM/PMES no later than 45 days after the end of the
rating period, (50 days for overseas missions - EERs must be signed by 45th day).

NOTE:

For Abbreviated EERs, work requirements must also be established within 30 days of start of
period. Completed abbreviated EERs are to be received by FA/HRDM/PMES 45 days after the
event requiring the Abbreviated EER. The 10 day requirements for the completion of the various
sections do not apply. All participants are expected to complete their respective sections expedi
tiously given the abbreviated nature of the EER.

14

•

•

•

•

•



.1

HB 25 (TM 25:156)
Supp. 40A

Agency for International Development Ratfna Period

EMPLOYEE EVALUATION REPORT - FOREIGN SERVICE From To

SECTION I - (Comoleted Bv Rater\
Employee's Name (Last, First, MI) Rank Backstop Post/AID/W Office Social Security Number

Position (AOSC) Title Position Functional Title

An evaluation of the employee's effectiveness In using a foreign language Is required In accordance with Section C3 of the
Instructions (Interpersonal Skills):

DYes D No

Career Status Type of Report Reason for Report

D Career D Full (150 days or more) D End of Rating Period

D Career Candidate
D AbbrevIated (60 - 149 days)

D Change of Rater

[=:J Other D Duty/Assignment Change

Rater's Name Backstop Rank Position Title

Reviewer's Name Backstop Rank Position Title

SECTION" EMPLOYEE'S JOB AND WORK REQUIREMENTS (Completed Bv Rater)
A. Role In Organlzetlon:

B. Work Requirements
1. Continuing responsibilities:

AID 420-4 (7/92) Page 1
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PRIVACY ACT STATEMENT

The following statement is required to be attached to the subject form by the Privacy Act of 1974 (P.L. 93-579;
88 Statue 1896).

This form is used to evaluate the performance of Foreign Service and Senior Foreign Service employees. The Foreign
Service Act of 1980 (P.L. 96-465) constitutes authority for collecting this information.

Disclosure of information provided will not be made outside the Agency without written consent of the employee
concerned except (a) pursuant to any applicable routine use listed under A.I.D. 's Foreign Service Employee Person
nel Records System (A.LD. 1) in A.LD. 's Notice of System of Records (available from the Property and Purchasing
Division) for implementing the Privacy Act published in the Federal Register, or (b) when disclosure without the
employee's consent is authorized by the Privacy Act and provided for in A.LD: Regulation 15.

The Social Security Number is provided voluntarily by the individual to enable proper entry of this report into
RAMPS. Failure to provide the required information could lead to mistaken identity entailing administrative compli
cations with possible inconvenient or adverse consequences for the employee.

CONFIDENTIALIlY OF RECORDS

When completed on Foreign Service personnel, this form is an efficiency report which shall be subject to inspection
only by those persons authorized by Section 604 of the Foreign Service Act (see HB 32. Chapter 1.)

AID 420-4 (7/92) Page 1 (Back)
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2. Specific Objectives:
<

.

3. Special Circumstances/Changes to Worll RequIrements:

Employee Date Rater Date Reviewer Date

Work reaulrements established on
Work reQuirements revised on
Progress reviews· held on

Proaress reviews· held on

Progress reviews· held on

·'ncludes counseling for Career Candidates or others. as required.

AID 420-4 (7/92) Page 2
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SECTION III - EVALUATION OF PERFORMANCE (ComDieted Bv Rater)

AID 420-4 (7/92) Page 3
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SECTION IV - EVALUATION OF POTENTIAL (Comoleted Bv Rater\--Full EERs Onlv
A. General AppraIsal

1. Career CandIdates Only (Refer to HB 25, Supp. 35A)

§ Unlikely to serve effectively In career field even with additional experience.

Likely to serve effectively In career field, but additional evaluated experience Is needed.

Likely to serve successfUlly across normal career span.
2. All Employees (IncludIng career candIdates!

o Has not demonstrated potential to perform at a higher level than the employee's personal grade.
D Needs training or additional experience to perform at higher level than the employee's personal grade

(explain In Sec B & C).o Has demonstrated potential to perform at next higher level than the employee's personal grade.

D Has demonstrated exceptional ability for m.ater responsibility now.
~nlor Foreign Service Recertification (Refer to HB 25. Supp. 38C)
LJ Recommend Recertification 0 Do Not Recommend Recertification

B. NarratIve'

AID 420-4 (7/92) Page 4 (Full EERs Only)
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SECTION IV - EVALUATION OF POTENTIAL- Continued (Full EERsOnly)

C. Areas for Improvement:

By Signing, the rater certifies that he/she has fully complied with the Instructions, Including special/additional consideratIons for
career candidate and FS-01/SFS employees.

Rater's Signature I Date

SECTION V - REVIEWER'S STATEMENT (Full EERs Onlv)

I hereby certify that this report Is complete and conforms with Instructions. Including special considerations for career
candidates and FS-01/SFS employees,

Reviewer's Signature I Date

AID 420-4 (7/921 Page 5

•

•

•

•



/

'I
)

HB 25 (TM 25:156)
Supp. 40A

.
SECTION VI - EMPLOYEE'S STATEMENT

Narrative: .

Employee's Signature IDate

SECTION VII - REVIEW PANEL STATEMENT
This Report, unless otherwise Indicated. has been prepared according to all Instructions and additional precepts/considerations; Is
free of Inadmissible comments and Includes as required, a statement on the employees commitment to the Equal Opportunity
Program.

Panel Members' Signatures:

Signature Signature Signature

Typed Name/Date Typed Name/Date Typed Name/Date

SECTION VIII - SUBMISSION CONTROL
Date Received-Post/Bureau/Offlce I Date Recelved-HRDM IDate Released to Flies

AID 420-4 (7/92) Page 6
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CONTINUATION SHEET FOR
SECTION VI - EMPLOYEE'S STATEMENT

..

Employee's Signature IDate

AID 420-4 (7/921 Page 7
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(tear off sheet)
Information provided on this page DOES NOT commit the Agency, mission or employee to specific training or assignments. Such •
decisions are based on COARs, training criteria, enrollment prIorities, funding, employee availability, career counselor recommen
dations and course relevance to employee's job.

Employee's Name (Last, First, Mil I Rank I Backstop I Soc. Sec. No.

A. Career Development. Describe job-related experiences (work activities, on-the-job training, TDYs, details) and the type of
positions or assignments during the next three years that you would consider enhancing. DO NOT specify a country.

B. Training. Describe any In-house or external training that would enhance job performance and career development, e. g. ,
economics, management and supervision, program design or Implementation, contracts management, writing and communications,
planning and time management, Interpersonal skills. For In-house courses, see periodic A.I.D. Notices or contact FA/HRDM/TSD.

)
/

Availability for Training.

CJ During next 6 months

CJ During next 12 months

CJ During next visit to the U.S., scheduled for _

CJ At the end of current assignment, scheduled for _

Employee's Signature

AID 420-4 (7/92) Page 8

IDate I Rater's Signature (If applicable) I Date
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SUBJECT:

)
Retransmittal of the Revised Foreign Service
Promotion Precepts, Handbook 25, Chapter 40,
Supplement C

This Notice retransmits the revised Foreign Service Promotion
Precepts that were issued on June 3, 1993. The purpose of this
retransmission is to assist employees in the final stages of
preparing the Foreign Service Employee Evaluation Reports (EERs),
as well as inform them as to the criteria that the 1994 Selection
Boards will be using this rating cycle.

It is important that all Foreign Service Employees understand the
key role that the Employee Evaluation Reports play throughout
their careers. With this in mind, you are strongly urged to
obtain a working knowledge of the attached Handbook Supplement.

A copy of the original transmittal General Notice is also
attached for easy review of the improvements that have been made
over the former precepts. However, please do not refer to the
Point of Contact information, as that information is now
obsolete. Please see the below information for the new Point of
Contact.

Point of Contact: For any additional information regarding this
Notice, please contact Sherrie Hailstorks, M/HR/PMES/PMA, at
(202) 663-1400.

-)

320 TWENlY-FIRST STREET, N.W., WASHINGTON, D.C. 20523
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DEVELOPMENT Attachment to AID/G Notice 3/23/94
RETRANSMITTAL

AID General Notice
FA/HRDM/PPM
Issue Date: 6-3-93

SUBJECT: Transmittal of the Revised Foreign Service Promotion Precepts,
Supplement 40C to Handbook 25, Chapter 40

)

This Notice transmits the revised Foreign Service Promotion Precepts. The 1994
Selection Boards will be the first Boards to apply these Precepts. We envision this
document as one that raters, reviewers and rated employees will refer to often over
the course of the rating year.

Our goals for this revision were modest. We have already begun work on a much
more ambitious next step which includes redesigning the Employee Evaluation
Report (EER) form. We expect to have the draft proposal by year's end.

The attached Precepts establish a clear link between the fulfillment of work
requirements (continuing responsibilities and specific objectives) and promotion
recommendations. Also, they incorporate the July 1992 EER skills category changes.
In concert with those changes, they place increased emphasis on accountability,
managing for quality results, stewardship of resources, valuing multi-cultural
diversity, collaborative and inclusive team orientation, and team-building.

Some other major changes included in the attached Precepts are:

o Expanded guidance on support of the Agency's Equal Employment
Opportunity Program which lists examples of specific steps
employees can take.

o Guidance to Selection Boards on giving due weight to service
overseas, on Selection Boards, and in non-geographic bureaus.
Describes for the first time the Agency's ideal timeframes for service
in Washington and overseas recognizing that the ideal is not always
possible.

\

)

o New section on special considerations for promotion through the
mid-level classes up to Class 1 that provides some demarcations
between the classes. Enhanced guidance on the special
considerations for the Senior Threshold and Senior Foreign Service
Selection Boards.
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o New emphasis on the need to serve in two or more geographic regions
and a non-geographic bureau. Such diversity of assignments is
essential for development of executive potential.

o Elimination of the Selection Board's authority to recommend
employees for Meritorious Service Increases (MSls). Beginning with
the 1993 Foreign Service Performance Awards, only Pool Managers
will have the authority to recommend employees for MSIs. This
moves the decision on MSls, a performance award, closer to the
people actually observing the performance and corresponds directly
to the way the Civil Service counterpart -- OSls -- are handled.

) These are just some of the changes. We strongly encourage raters, reviewers, and
rated employees to take the time to read the entire Precepts, especially Paragraph 3,
" Conceptual Framework for Developing a Composite Picture." Please direct any
questions regarding the Precepts to Maribeth Zankowski, FA/HRDM/PPM.
Ms. Zankowski may be reached by telephone at 202-663-1433, by fax at
202-663-1268 or bye-mail.

'\

)
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Handbook 25. Chapter 40.
Supplement C

PRECEPTS FOR PROMOTION

A. purpose

Annually. the AID and IG Selection Boards assess the. performance of
Foreign Service (FS) and Senior Foreign Service (SFS) employees. rank

. order those qualified for promotion and identify those whose relative
performance places them in the low-rank zone. This supplement specifies
the qualities and capabilities considered essential for successful
performance and advancement. As such. they also provide employees with
useful guidance for improving their performance and pl anning their
careers.

The Agency is further developing the competencies needed at each salary
class level which will provide even greater guidance to Boards and more
career direction to employees. This revision is the first step and
serves as the foundation. It responds to the Boards· stated need for more
specific criteria and the June 1992 change in the EER skills areas.

Each year. after review of employees· performance evaluations. Boards
recommend changes to the promotion precepts given below. as part of their
responsibilities. Employees may also make precepts improvement
suggestions at any time to HRDM/PPM. The Agency may use all such sources
when it periodically revises and updates the precepts.

B. Authority

Section 603. Foreign Service Act of 1980 (FSA). as amended.

c. The Employee Evaluation Report lEER) as a Basis for Management Action

The employee evaluation system must produce information that will form the
basis and documentation to support management decisions in the following
areas:

1. Promotion

(a) Promotion considerations and recommendations are based solely
on the employee performance evaluation process. Selection Boards
are asked to recommend for promotion those employees who have
c1 earl y demonstrated the abi1i ty to perform at the next hi gher 1eve1
and have displayed considerable potential for continued growth.
Projection of this potential growth is by far the most difficult
aspect of the Board review process.

(b) In making promotion recommendations. Boards shall be guided by
the criteria prOVided in section E below and information contained
in the employee·s evaluation file. Performance is only one factor
in arriving at a composite picture of an employee's abil ity to
perform at the next higher level and potential for continued growth.
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The composite picture must combine the quality and 1eve; of
performance to date with the acquisition of knowledge in AID's work~

the maturing of core skills, and personal attributes necessary for
successful performance at the next higher level and beyond.

2. ~ay Adjustments Withjn~C1nss

•
The performance evaluation system must provide specific performance
information that can serve as a basis for pay determinations for
within-cl ass increases and executive schedu1 e increases. The next
scheduled within-class increase of an FS employee referred to a PSB will •
be withheld if the PSB determines that the employee's performance did not
mee; the standards of his/her class (see HB 25, Ch. 40). Similarly, the
basic salary level of an SFS employee may be maintained at the current
level or adjusted downward if a PSB determines that the employee's
performance marginally met or did not meet, the standards of his/her class
(see HB 25, Ch. 38C).

Employees in Class 1 and below whose performance meets or exceeds the
standards of their classes will receive their next regularly scheduled
increase. SFS employees, whose performance meets or exceeds the standards
of their classes, will receive their next regularly scheduled executive
salary increase if they are ranked in the upper two-thirds of their class •
(see HB25, Chapter 38, Supplement B for additional Board guidance.)

3. Meritorious Service Incre~ses (MSIs)

Beginning with the rating period ending March 31, 1993, MSIs will be
granted Q!JJ.y as part of the Agency's FS Performance Award Program.
Employees will no longer be able to receive an MSI from Boards. This will
more closely al ign the FS Award program with its counterpart, the GS
Performance Management System. In essence, all performance pay decisions
will be made by those closest to the performance of the rated employee.

For employees in classes FS-9 through FS-l, "exceptionally meritorious"
performance during a rating period may be rewarded with a within-class •
increase (MSI). The performance evaluation system must, therefore,
produce the documented evidence that performance was "excep~ionally

meritorious." An MSI is based on performance during the current rating
period.

4. Selection Out for Relative Performance

Acareer employee may be selected out for failure to meet the standards of
performance established for that employee's class (Section 608, Foreign
Service Act of 1980, as amended, hereafter referred to as the Act.) The
Employee Evaluation Report form (EER) is the principal documentary
evidence for Selection, Performance Standards, Special Review and/or
G~ievance Boards' recommendations and decisions regarding selection out. •
It is the responsibility of rating and reViewing officers to accurately,
precisely and candidly describe employees' performance in EERs.
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Information generated from each employee's evaluation file must provide a
meaningful distinction between individual performances to justify and
document selection out decisions.

Selection Boards first identify those employees who are least competitive
with their peers relatively speaking. Upon completion of its Selection
Board duti es, the Board reconvenes as the Performance Standards Board
(PSB) to determine whether those employees \'/ho are relatively least
competitive with their classmates meet or fail to meet the standards of
their class.

'\

) 5. Performance Pay Bonuses -- FS and SFS

Selection Boards will make SFS performance pay and Presidential Rank award
recommendations based on the EERs in the employees' eva1 uation fil es.
Pool managers will make FS performance pay decisions based on the most
recent EER. Handbook 25, Chapter 38B gives the precepts for SFS
performance pay and Presidential Rank award recommendations by the Boards.
Handbook 25, Chapter 40E contains the regu1 at ions govern ing the FS
(Classes 1 through 9) performance pay bonuses.

D. Basis for Promotion in AID

1. Basis for Promotion

\

)

)

Boards will review all eligible employees on the basis of relative merit
for promotion to the next higher grade or for possible selection out due
to relative performance (i.e., failure to meet standards of the employee's
class.) These are the most important Board functions. Boards should
exercise these responsibilities with care and discernment.

Boards, without knowledge of the number of promotion opportunities
available, will identify for promotion employees who have clearly
demonstrated the potential to perform at the next higher level (i.e.,
higher than the employee's personal rank) and have displayed considerable
potential for continued growth.

Promotion is recognition that an employee has consistently and clearly
demonstrated the potential for performing the duties and responsibilities
of a higher level position (i.e., a position of a higher rank than the
employee's personal rank.) It is not a reward for prior service, although
the performance of present and past duties is an important indicator in
determining whether an employee has developed the qualities needed for
successful performance at higher levels.

A primary prerequisite for demonstrating potential is the consistent
fulfillment of work requirements (performance plan/work agreement). The
fulfillment of the entire work agreements (continuing responsibilities and
specific objectives), as modified, for the period under review is a
minimum prerequisite for a promotion or SFS performance pay recommendation
by a Selection Board. The work requirements' specific objectives must be
results or product oriented. It is expected that work agreements will be
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modified through the rating period. How an employee responds to
extenuating circumstances and shifts in priorities is an indication of the
employee's flexibility and resourcefulness.

2. fligible Employees

All career, career candidate, and resident hires employees are eligible
for consideration. Resident hires may only be promoted if their personal
rank is lower than the grade of the position they occupy. All career
candidates are eligible for review unlesi they were hired as an IO! and
have not graduated from the 101 program as of the last day of the rating
period (March 31) which ended immediately prior to the convening of the
Selection Board.

If an employee was promoted by an 101 graduation board at anytime during
the rating period that concluded immediately prior to a Selection Board
sitting, then the employee is not eligible for promotion by that Selection
Board. For example, if an 101 was promoted and graduated from the 101
program during the period April 1, 1992 through March 31, 1993, then that
employee could not be recommended for promotion by the 1993 Sel ection
Board. The employee would be reviewed by the Board for relative
performance (i.e., next WIC increase eligibility), even though the
employee is not eligible for promotion.

The Board will not consider any employees who at the time it convenes have
received notice of involuntary separation or postponement of mandatory
retirement for expiration of time-in-class limitations. If employees
retire, resign, or separate while the Board is in session, their files
will be withdrawn from promotion.

Non-career employees (who are not resident hires) will not be reviewed by
the Board. Employees serving on non-career appointments are hired to
perform the duties of a single, specific position for a defined period of
time with no formal expectation of a career with the Agency~ Therefore,
their performance files are unlikely to contain the breadth of
documentation necessary to demonstrate the potential for performing at the
next higher class. Moreover, given the limited number of promotion
opportunities available in each class, the fact that career employees are
subject to time-in-class limitations, and the Act requires flow through
the ranks for career employees, there are no promotion opportunities
available to non-career employees.

E. Guidance to Selection Boards

1. General

The following guidance provides the conceptual framework and limitations
within which Boards shall develop their procedures for comparative
rankings.

•

•

•

•

•
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One of the Boards' most important functions is the assessment of the long
range potential of the employees they review. Boards shall recommend for
promotion those employees who have evidenced considerable long range
potential for continuing growth and whose records of sustained high
performance indicate the ability to perform at a higher level now (i.e.,
at a level higher than their current personal rank.) As a minimum,
employees must fulfill their work agreements as modified for the period
under review in order for the Board to consider them for promotion.

Board members should view Board service as integral to their development
and advancement in the Agency and should regard Board responsibilities and
proceedings with utmost seriousness. These responsibilities include an
equi tabl e weighing of performance data revi ewed by the Boards and a
positive discounting of any apparent bias or unfairness, either conscious
or unconscious found in the performance data.

2. Equality of Consideration

Boards shall compare all employees solely on merit with complete fairness
and justice. In this respect, Boards shall not discriminate against any
employee, directly or indirectly, for reasons of race, color, religion,
sex, age, disabling condition, national origin or means of entry into the
Service.

The Board members will be briefed by the Office of Equal Employment
. Programs (EOP) on EEO matters before they begin their deliberations. The
performance rating process shall be. insulated from irrelevant or improper
influence. Stereotypes, group assumptions and sexist or ethnic comments
shall not affect evaluations. If a Board discerns such unfairness in an
evaluation file, it shall discount the statement or implication and refer
the matter to the Director, FA/HRDM/PMES or IG/RM, as appropriate, or
designee, and the Director, EOP, for correction of the file or other
appropriate action. If a Board member discerns such unfairness or bias on
the part of another Board member, the member should bring his/her concerns
to the immediate attention of the Directors, HRDM and EOP for appropriate
action.

3. Conceptual Framework for Developing A Composite Picture

In developing procedures for assessing ability to perform at the next
higher salary class and potential for considerable continuing growth,
Boards will be guided by the following conceptual framework for developing
a composite picture. There are four factors to be considered:

o Achievements in the Designated Core Skills Areas;
o Understanding of and Ability to Advance the Agency's Mission;
o Past Performance; and
o Rating and Reviewing Officers' Judgment of Potential.
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providing thoughtful career counseling;o

a. Achievements in the Designated Skill Areas

In developing a process for comparative ranking of employees, Boards
should first consider the skills areas specified in the Employee
Evaluation Report (EER) form instructions. These are the skills which the
Agency has identified as essential for success in carrying out the
Agency's mission. The skills are: professional, leadership, operational,
interpersonal, and supervisory.

Continuing development of core skills is essential to an employee's
success in accomplishing annual work requirements. In tandem, developing
core skills and successfully fulfilling annual \<Jork requirements as
modified are the keys to realizing executive potential. Persistent
weakness in any core skill area will normally preclude advancement and
could lead eventually to selection-out for relative performance.

Many of these skills can be learned and the Boards in their reviews
should be looking not only for basic ability in the appropriate skills but
for an indication of progress in increasing and improving skills. The
Agency expects that its employees will improve and increase their skills.
If the employees are fulfilling this expectation, it is a good indication
that they are meeting the needs of their professional area and/or showing
the capacity and potential for progressing up the career ladder .

Nearly . all employees have program or project management
responsibilities. Therefore, Boards shall pay particular attention to the
possession and application of implementation skills. For example, does
the employee demonstrate a knowledge of and effectively use the
implementation processes (contracting for services and goods, grants to
organizations and individuals, contractor or grantee oversight,
participant training, financial management) for acquisition and
administration of these implementation instruments through operational
planning and monitoring?

NB: Overarching all the skills areas is support of the AID's Equal Employment
Opportunity Program whi ch is mandated by statute and Executive Order. It
represents an integral part of the Agency's human resources management program.
Employees can take positive steps in support of this program by acting on
affirmative employment objectives in hiring, promotions, and assignments. Below
are but a few ill ustrative examp1 es of how employees can support the Agency's EEO
program.

For example:
o insuring that all employees are given career enhancing
assignments and training opportunities on an equitable basis;

o insuring that all staff are briefed on EEO principles and
expectations;
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o assuring staff of a work environment free of sexual and racial
harassment or prejudice;
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o insuring· compliance with discrimination complaints
regulations;

o insuring that employees receive the appropriate recognition
for work done on an equitable basis;

o applying EEO principles and policy in daily work by including
minority and female colleagues in office/bureau/mission decisions
for example, mission objectives, mission planning, nlission· budget;

o demonstrating leadership in appreciation and valuing
multicultural diversity both with regard to direct hires and foreign
service nationals;

o taking actions that reflect fair handedness, respect and
8courtesy with issues related to foreign service nationals, e.g .•
religious holidays, gender equity in assignments, culture and
traditions.

Professional Skills

Boards must assess each employee's technical. program and/or
administrative skills. Specifically, Boards need to evaluate:

o skill in applying functional/area/technical knowledge, i.e.,
the employee's ability to adapt knowledge of the particular setting
and translate this knowledge of his/her technical, program and/or
administrative skills into results that support Agency and
organizational objectives; and

6 level of employee's expertise in a designated professional
discipline including the degree to which the employee remains
abreast of developments in the employee's discipline.

~adership Skills

The exercise of various leadership skills is required in all
positions and is not confined to supervisor/subordinate
rel ationships. Board members are to assess those aspects of
leadership described below that are appropriate to the employee's
assignments. Specifically Boards must determine the:

o Effectiveness in establishing direction, in accomplishing
objectives (results), and in motivating and inspiring others
leading to change that is constructive and adaptive.

o Ability to objectively evaluate and analyze new concepts; to
understand the complexities and intricacies of the political,
economic and cultural setting; and. to develop effective and
innovative operational and/or program strategies appropriate to. the
setting.
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•
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o Degree to which employee influences and contributes to the
development of the organizational vision and policies; project
development and implementation; and/or operations.

o Willingness to take initiative, risk and responsibility.

o Skill in presenting and defending interests; in defending
arguments; and in resolving a problem in a sensible and persuasive
manner, including the capacity to consider all options and then to
make decisions acceptable to the key parties (conflict resolution).

o Degree to which the employee demonstrated determination,
energy, and confidence.

o Senior Foreign Service members need to also exhibit strong
policy analysis, formulation and planning skills.

Operational Skills

Boards should consider the following when assessing the employee's
operational skills.

o The employee's demonstrated ability to exercise good judgment,
anti cipate future requirements, pl an, establi sh pri oriti es/organi ze,
and administer increasingly more complex programs in order to
achieve Agency/organizational goals and objectives, i.e., manage for
qual ity results.

o The employee's ability to manage and account for financial,
human and physical resources, within the employee's span of control,
in order to accomplish work and produce desired results in the most
effective and efficient manner, i.e., stewardship of resources.

o The employee's success in administering complex programs with
competing priorities;

o The employee's capacity to eval uate program and operation
performance -- noting both areas of progress as well as problems -
making adjustments where necessary to adapt to changing conditions
and requirements.

o The employee's effectiveness in planning, organizing,
directing, monitoring and evaluating his/her own work as well as
that of the unit supervised, where applicable. This includes the
ability to manage one's own and others' time effecti vely and
efficiently.

o The employee's ability to anticipate potential problems and to
take preventive measures in a timely manner.

(j

()

\( )
'---
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o If er.:ployee has progra7':1 ev~luJ.ticn rEsponsibilities: The
e=ployee's ability to conduct effective project and program
evaluations and to use the 1nfo1l.:::.ticn to i~prove perfomance and to
target resources.

o If the ~ployee has contract c~nags~~nt responsibilities: The
er.ployee's ability to effectively cJ.n:lge contracting process to
ensure that procur~Ent planning is part of the project planning;
that acquisitions and assistance acticns are solicited and awarded
fairly and in accordance tnth the apprQpriat~ rsgulations; and that
perfo~ance is r.onitored and r~Edirrl actions are initiated when
appropriate.

Interpersonal Skills

While important for an E:7:ployee"s fiist day uith AID" this skill
area takes on increasing i~portante as an €~ployee moves up the
ranks. The Board rr.s7:bers cust judge the ~ployee"s:

o Abil ity to create and maintain professional and successful
relations with other AID staff (direct hire U.S. and Foreign Service
"ationals" AID contract personnel); host country citizens and
officials; and representatives of otll!:r donor institutions and
non-govern~ent organizations.

o Ability to uork in a collaborative. inclusive team-oriented
manner" val uing diversity \'Iithin the iUn organization" without
sacrificing one"s independent perspective.

o COr.::1itcent to the principles of fair treatr.ent and equality of
opportunity in dealing tlith all perscns.

o Sensitivity and respect r01· the other societies" and
individuals" rr.ores and values.

o Abil ity to ccr:::iUnicate {oral1y ~nd in I::riting} in an effective
manner" with both AID and exteTnal audiences in the United States
and overseas is an icportant aspect of intclpe.sonal skills. One
key factor in cor.:::unications is the e:::plo'ye~rs effectiveness in
using a foreign lunguage ~lhen posted' to il language-designated
position. It is the Agency·s goal to in'Jc uli er::ployees achieve
proficiency in t\'.'o AID relevant foreign lilnguages. Therefore"
Boards should rate higher e::ployees t:ho h;:!\re de:::onstrated effective
use of their foreign language 51:1115 in the pursuit of Agency goals~

Where an employee is effectively using u foreign language at post in
his/her job" that fact should be recognized. In sane cases" an
evaluation of the eDployee"s use of a fOieign language is required
by law. Specifically. un e:-:ployee tilth an S3/n3 tested proficiency
and occupying a position requiring the use of the tested language is
to be evaluated on effectiveness in using the language provided the
rating officer is cilpable of providing such an assessment.

John M
Best Available
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•Senior Foreign Service members must also exhibit particularly strong
ability to carryon purposeful 'dialogue and debate with external
contacts overseas at the highest levels (in the host country
language where appropriate) and in the United States. .

TIEBREAKER Provision: Public Law 101-246 , section 164 b requires
that Boards should take language ability into account and all things
be1 ng egua1 give precedence in promotions to emp1oyees who have
achieved at least the General Professional Speaking proficiency
(S-3) in one or more languages.

Supervisory Skills

AID employees may supervise U.S. direct hires, Foreign Service
Nationals, Third Country Nationals (TCNs), PASAs/RASAs, and/or
Personal Service Contractors. Boards are required to assess
employees' success at working with and through staff to accomplish
Agency and organizational goals, objectives, and responsibi1ities.
Employees in the lower and middle grades should not be penal ized for
lack of direct supervisory opportunities. Boards need to determine
the employee's effectiveness in:

o setting clear performance objectives with measurable •
indicators of success;
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o insuring through others the achievement of quality products in
a timely and efficient manner that meets the needs of the
organization and the Agency;

o concern for the career development and growth of subordinates
including providing developmental and substantial assignments in an
equitable manner; establishment of effective and timely performance
feedback processes; and thorough, candid, timely performance
evaluations;

o appropriately and c1 early del egating responsi bi1iti es and work •
assignments that enable staff to grow;

o commitment to EEO programs and policies.

o developing a collaborative management approach to the extent
appropriate and reasonable.

o motivating and/or building on and encouraging self-motivation
of staff;

o encoura.ging open and constructive communications;

o instilling a sense of shared vision on where the organization •
is going;
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b. Understanding Qf and Ability tQ Advance the Agency's Mission
is t~e second factQr Qf the Conceptual Framework for Developing a
Composite Picture (paragraph 40C E.3.). This factor may be improved
through personal study and the maturing process of experience. As
employees progress in the Agency by taking on various assignments, they
are expected to show a deeper understanding of the Agency's objectives and
how these evolve; how the Agency works (both in the U.S. and overseas);
and how individual functions and performance contribute to the Agency's
mission and purpose.

A primary purpose of AID's Foreign Service corps is to conduct
development work overseas. While a Foreign Service career w1Jl consist of
both service overseas and in the United States, a considerable portion of
the career will be spent in overseas assignments. Given the nature of
assignment patterns it may not be possible for all members to match the
Agency's ideal of spending no more than six consecutive years in AID/Wand
not more than ten consecutive years overseas. It is the Agency's goal to
have all members serve a substantial amount of time overseas while in the
middle and sen~or grades.

Boards should give considerable weight to those who have served
overseas in the last six years and additional weight if while in current
grade. Boards should also give additional credit to those employees who
have served in two or more geographic bureaus in AID/W or overseas, and
those employees who have expanded their understanding of the Agency by
serving in the non-geographical bureaus in such areas as personnel,
financial management, procurement, budget, information management, and
overseas management support. Such diversity in assignments is essential
for development of executive potential. This is especially true of
assignment in the finance and administration areas listed above.

Also, service on promotion, tenure and technical review boards gives
employees understanding of the Agency that is difficult to replicate in
any other manner. Boards.should give positive weight to such experience.
Boards also should view positively similar activities that benefit the
Agency as a whole and from which the employee ga1ns a broader and deeper
understanding of the Agency as a whole, e.g., a major Agency
reorganization task force, committee or working group. .

c. Past Performance is the th1rd factor of the Framework.
Evaluation reports have been designed to record and assess the ratee's
performance achievements. The Boards must, when ranking employees look at
performance achievements over the past five years or since last promoted,
whichever is longer; and, give high marks to employees who have
consistently achieved particularly challenging performance objectives
(i.e., completely fulfilled annual work requirements as modified) in an
exemplary manner and low marks to those who fail to achieve performance
objectives.
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•Boards must keep in mind that complete fulfillment of work
agreements (work requirements) as modified is a minimum prerequisite for
a promotion recommendation. They must consider such issues as were the
work agreements within the employees' span of control (resources and
authority) and were they reasonable expectations. This requirement is to
be applied prospectively beginning with the 1992-1993 work agreements. In
rare cases, Boards will be asked to bring their judgment to bear in
determining whether the agreements were fulfilled such as when the
Ambassador failed to note in the EER that the work agreement was modified
when in fact it was modified.

The past performance factor is an area subject to Board interpretation
and judgment as so many times there are extenuating circumstances
(bureaucratic, environmental, societal, political, security) which assist
or hinder an employee's performance. Nevertheless, the Agency must rely
on the Boards' experience and judgment to arrive at a thoughtful and
equitable ranking of the employees they are reviewing.

d. Judgment of Potential by the Rating and Reviewing Officers is
the Conceptual Framework's fourth factor. The perspective of these
officers is significant for the Board to consider when arriving at its
view of the employee. However, the Board is required, and expected, to
arrive at its own assessment of potential by developing a composite
picture of all four conceptual framework factors discussed above -- not
just one.

4. Special Considerations for PromotiQn through Middl e Level Sal Sir¥
Classes

While precise demarcations between classes is yet not possible, Boards
should keep the following general guidelines in mind when considering
officers for promotion up to class 1. These guidelines are but the first
step in an evolutionary process which has as its goal the production of
more precise definitions of competencies for each salary class. For
promotions into and within the Senior Foreign Service these guidelines are
given in paragraph 5, "Special Considerations: Senior Threshold and •
Senior Foreign Service Selection Boards."
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The importance of interpersonal skills increases as one moves up the
ranks. The emphasis shifts from technical expertise to
managerial/leadership skills such as the ability to build teams, persuade
and motivate others, develop a vision, etc. Boards are instructed to pay
careful attention to this fact when considering employees for advancement
particularly into the FS-Ol class and above.

Skills categories order of importance at Junior/Mid-Levels
Class Two and Below

1. professiona.l/operational
2. interpersonal
3. 1eadershi p
4. supervisory •
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Skills categories order of importance at Class One
and Senior Foreign Service Levels

1. interpersonal/leadership
2. supervisory
3. operational
4. professional

a. Promotion From Class 4 to Class 3

Employees should have demonstrated strong motivation and commitment to
the Foreign Service, adaptability to the demands of living and working
overseas, understanding of AID's development role in support of U.S.
national interests and good knowledge of employee's professional
discipline. Strong interpersonal skills are necessary for the conduct
of day-to-day business, e.g., in establishing meaningful contact with
host country audiences, and in dealing successfully with colleagues,
subordinates, superiors within missions and in AID/W.

b. Promotion From Class 3 to Class 2

Employees' performance·should demonstrate increasing sophistication and
creativity in advancing the Agency's mission. Employees should have
made significant progress in developing and capitalizing on core skills
to accomplish organization objectives. They are expected to have
demonstrated good managerial, negotiation and analytical skills;
well-developed knowledge in their chosen professional discipline; and
should display increasing Skill in managing larger programs and
personnel resources.

c. Promotion From Class 2 to Class 1

Attainment of Class 1 is considered the culmination of a full career.
Employees at this rank are expected to formulate and oversee
implementation of strategy in a sector or an area; to help formulate
internal/external· policy and carry out policy dialogue; set
implementation targets and assess progress; to be the principal
spokesperson for Unit/Sector/Area and/or serve as Senior Technical
Advisor. To be promoted to Class 1 employees should have demonstrated
considerable skill and resourcefulness in managing programs and
potential for supervising large and more diverse staffs, if appropriate
for the employee's occupational specialty.

Employees should have clearly demonstrated effectiveness in utilizing
management skills such as:

matching leadership styles to specific work situations,
planning work collaboratively,
giving and receiving feedback,
team-building,
strategic planning, conducting program and policy evaluation review
and/or using policy and program evaluation data; and
managing conflict.
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They must also have demonstrated versatility through performance in
significantly different environments, such as different geographic areas
and non-geographic bureaus in AID/W,. in various functional areas such
as personnel. financial management. procurement. Food for Peace.
~luation. research & development. private enterprise. disaster rel ief.
bYdget. information management. and overseas management support, Such
diversity in assignments is essential for development of executive
potential. This is especially true of assignments in the finance and
administration areas listed above.

Strategic planning and conceptual skills should be evident in their
performance as well as demonstrated effective use of a foreign language
in an overseas environment.

5. Special Considerations: Threshold and Senior Foreign Service Boards

a. General

In considering employees for promotion into and within the SFS, Boards
should be guided by the Foreign Service Act which envisioned "."a Senior
Foreign Service,.,characterized by strong policy formulation capabilities,
outstanding executive leadership qualities and highly developed functional,
foreign language and area expertise."

Boards should keep in mind that attainment of t"e FS-01 grade level
represents full career achievement and the promotion beyond this level was
not envisioned for the vast majority of employees, nor attainable given the
small number of SFS positions. Members of the Senior Foreign Service serve
in the most demanding and sensitive positions in the Agency overseas and in
the United States,

In general to be promoted into the SFS, employees must have successfully
completed several diverse and increasingly responsible assignments overseas
and in the United States. .

It is also desir~ble to have attained language proficiency (S-3 in a
category A language and S-2 in a category B language) in at least one AID
useful language and preferably two languages, and to have served in at least
one 25% differential hardship post.

Advancement and retention in the SFS will depend primarily on the extent to
which executive potential is realized, The assessment and recommendation
for promotion of threshold and SFS employees should reflect the
determination that an employee has demonstrated the ability to fulfill the
leadership and policy-making responsibilities of senior level Agency
positions; that the employee has strong strategic thinking and planning
skills as evidenced in past performance; and that the employee has
demonstrated exceptional ability in achieving Agency and organizational
objectives,

In the SFS, successful performance is characterized by strong proficiency in
virtually all of the core skills; ability to meld and draw on these core
skills to establish and attain Agency and U.S. national interest objectives

o

o
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and goals; and strong potential for assuming the broad, high-level
managemc~t and leadership roles which are inherent in any SFS position.

Therefore, Boards should give positive consideration to those employees who'
have increased the breath and depth of their knowledge of the Agency by
serving in more than one geographic area and taking non-geographic bureau
assignments in AID/W. in various functional specialities such as personnel.
financial management. procurement. Food for Peace. policy and program
evaluation. research &development. private enterprise. disaster relief.
budget. information management. and overseas management support. Such
diversity in assignments is essential for performance in the Senior Foreign
Service. This is especially true of assignment in the finance and
administration areas listed above.

Performance in SFS positions is further characterized by:

o Strongly developed skill in fostering ("nurturing") external
relationships, e.g., Host Governments, Congress, the Department of State or
other Federal agencies.

o Ability to manage for development results by obtaining and analyzing
information on program performance, and applying this information in
relevant management decisions;

/) 0 Initiative and ability to assess how effectively the organization or
organizational unit is functioning;

o Capacity to draw on such an assessment and other information to develop
a "vision" for where the organization should be going -- programmatically as
well as organizationally;

o Ability to encourage and instill the Agency organizational values, which
support performance;

o Capacity to communicate and gain commitment of staff to "vision" and
" values;

)

j 0 Superior managerial effectiveness such as:

matching leadership styles to specific work situations,
planning work collaboratively,
giving and receiving feedback,
team-building,
strategic planning,
conducting program and policy evaluation review and/or using policy and
program evaluation data,
fostering EEO, and
managing conflict;

)
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These guidelines have evolved since the 1980 Act. The Agency has already begun
work on the next step in this evolutionary process: Production of more precise
definitions of competencies for each salary class and for generalists versus
specialists.

b. Promotion into the Senior Foreign Service (into the Counselor Class)

Employees promoted to the CQunselor level should have a solid record of
achieving results and have demonstrated the following competencies in
achieving results: program planning; analysis; strategic planning and
thinking; managing personnel and other resources; and, have superior
long-range potential for assuming higher level responsibilities; e.g., more
complex or diverse programs at a larger. mission or, in AID/W, on an
Agencywide, bureauwide or regional basis.

Boards should give positive consideration to those employees who have
increased the breath and depth of their knowledge of the Agency by serving
in more than one geographic area and taking non-geographic bureau
assignments in AID/W. in various functional areas such as personnel.
financial management. procurement. budget. Food for Peace. evaluation.
research & development. private enterprise. disaster relief. information
management. and overseas management support.

While there are a limited number of senior positions for specialists in the
technical and support areas, such positions generally will have significant
executive and policy-making dimensions. Boards should keep in mind that
upon promotion into the SFS the performance of specialists will be evaluated
relative to All employees at their class level -- employees who may have
greater executive experience or managerial responsibility.

Except for exceptional circumstances, all employees should have taken the
Management Skills Course and the Development Studies Program (or appropriate
advance academic training) prior to entry into the Senior Foreign Service.
When exceptional circumstances preclude an employee from taking these
courses. the employee's EER should exolain the circumstances.

c. Promotion into the Class of Minister-Counselor

In considering employees for promotion to the Minister-Counselor level,
an even greater emphasis is placed on broad, substantive policy formulation
and executive management. To be considered for promotion, employees who
have progressed through technical or other professional channels should have
demonstrated a broad capacity for achieving results in managing programs in
their own professional discipline and preferably across functional lines as
well.

Any employee promoted to the Minister-Counselor level based on technical or
professional skills alone should be an acknowledged and established leader
in his/her field.

•

•

•

•

•
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Except for exceptional circumstances, all employees should have taken the
Senior i,;jnagement Course prior to promotion into the mnister-Counselor
Class. Hhen exceptional circumstances precluded a.n employee from taking the
course, the employee's EER should explain the circumstances.

d. Prow~t1Qn into the Class of Career Minister

Finally, for consideration for promotion to the Career Minister level,
the highest level in the SFS, employees are expected to possess the broadest
possible executive leadership and policy-making capabilities. The Career
Minister rank is parallel with Executive Level IV, i.e., the rank held by
AID Assistant Administra.tors and Department of State Assistant Secretaries.

The rank of Career Hinister is reserved for a small number of truly
outstanding senior officers \-,ho have consistently demonstrated superior
ability in achieving results by discharging the most responsible and
difficult duties in support of the Agency's mission and the nation's foreign
affairs goals.

Employees promoted to Career Minister rank should have the capacity to
serve as a Deputy Assistant Administrator, or in other positions of
comparable rank in AID, the Department of State or international
organizations. Consequently, no employee should be promoted to .Career
Minister who does not have a broad and proven ability achieve the highest
order resul ts through managing the Agency's largest and most compl ex
programs overseas and in the United States.

6. Other Factors

a. Inadmissible Comments

Boards will ignore any information in the evaluation file identified by
regulation as inadmissible (see Supp. 40A, EER Instructions). Such
information should not be discussed or be a basis for Board decisions.

b. Assignments.

(1) The Agency seeks to move employees, based on performance and
potential, through a series of increasingly responsible assignments which
promote mastery of the core skills and provide geographic and functional
versatility needed to meet the Agency's long-term requirements. However,
there is no ideal career path, and individual employees face practical
limits in achieving a broad combination of career development objectives
given the vagaries of the Agency's needs and assignment process.

The Board should compare employees primarily based on their relative,
overall success in meeting the requirements of increasingly more responsibl e
and diverse assignments. The Senior Threshold and Consolidated Boards also
may receive lists of all Senior Management Group (Sr'1G) 2assignment decisions
made since the end of the last rating period under review and before the
Board adjourns. and may take that information into account when Limited
Career Extension decisions only.
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(2) Many assignments within AID do not provide for supervising
personnel. Situations often arise where employees are heavily involved in
coordination of other inputs for program activities. Although direct
supervision is not a feature of an employee's duties in such cases, Boards
will give full consideration to the management of contracted res04rces and
supervision of all employees including all nondirect-hire employees.

Boards will not disadvantage any employee due to a lack of demonstrated
supervisory experience when his/her assignment does not provide for such.
Lack of demonstrated supervisory experience in the current position~
should not bar a promotion. The only exception to this is for a member of
the Senior Foreign Service (SFS). If the SFS member's current position
doesn't include supervisory responsibilities and the member has lacked
supervisory experience for a period in excess of three consecutive years,
then the Board should consider whether this should be a bar to promotion.
Supervising resident-hire and/or contractor personnel with varied technical
specialties and technical backgrounds should be reviewed comparable to
supervision of U.S. direct hires.

(3) Assignments outside the Agency to the Department of State, other
Federal agencies, Congress, International Organizations, non-government
organizations, and private voluntary organizations, which are related to
Agency's primary functions, may provide experiences that will enhance the
employee's core skills and thus benefit the Agency. Boards shall give full
credit to employees who have been willing to extend professional
capabilities by accepting such assignments for appropriate periods of time
(not more than three years) and who have used them to enhance thei r
long-term potential within the Agency.

However overly long details, details of three or more years, are detrimental
to the employee's overall competitiveness. That being said, it is
conceivable in some limited circumstances that the detail assignment is in
the Agency's best interest. For example an assignment to the National
Security Council which gives the Agency a repected voice; a Deputy Assistant
Secretaryship or Ambassadorship to a country where there is an AID presence.
Such assignments are in the overriding best interest of the Agency and
career enhancing. The employee should clearly document in his or her
comments how the assignment is in the best interest of the Agency. For
details of over three years, the Director, FA/HRDM, will certify that the
assignment is indeed in the Agency's best interest. The certification
memorandum will be attached to the EER by the employee.

(4) Boards shall also give positive consideration to employees who
have broadened their career potential through multifunctional and
non-geographic bureau assignments in AID/W., especially in such areas as
EQod for Peace. eva1uatiQn. health. disaster relief. personnel, financial
management. prQcurement. budget. infQrmatiQn management. and overseas
m~n~gement support. Cross-training and multifunctional experience provide
the basis for developing program direction skills and executive potential.

Boards shall recognize such experience and accord equal consideration to all
employees meeting the specified decision criteria without disadvantaging any
employee for time spent in other backstop areas. It should not disadvantage

•
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•
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any employees who are tn shortage categories and therefore not permitted to
take advantage of multifunctional assignments such as Executive Officers and
controllers. Boards will give positive credit for time spent in
non-geographic bureaus as such experience broadens the employee's knowledge
of the overall wQrkings Qf the Agency and develQps executive pQtential.

(5) Training assignments are of fundamental importance to career
development, i.e, preparing for higher level responsibilities. Boards shall
fully consider career development activities, including language and
long-term training, undertaken by employees in evaluating their overall
performance and potential. This includes, if received by AID, grades and/or
other eva1 uation material of language and other 10ng- or short-term training
programs.

(6) Service in hardship assignments (i.e., at posts with 25% post
differential and/or danger pay) can demonstrate a dedicated and disciplined
attitude toward the Service. Boards shall give due consideration to
employees who have wQrked successfully in difficult and sometimes dangerous
environments and who have used such experience to enhance their
cQntributions to the Service and to develop their own performance and
potential.

(7) ShQrt-term assignments, in and of themselves, to a complement
of a year or less shall not be considered a negative factor in evaluating an
employee. Extended periods spent assigned to a complement need to be
explained in the employee's EER. Barring exceptional circumstances, such
extended periods will result in a lost of competitiveness.

(8) CrQss-functiona1 team assignments, such as a major Agency task
force, are important both to the employee's career develQpment and to the
Agency's ability to accomplish its mission. Employees shQu1d receive
apprQpriate credit for such service. MQst often, employees will carry out
these duties in tandem with their regular assignment. A series of
cross-functional team assignments in lieu of a regular assignment is nQt
encouraged and could be detrimental to an employee's career development.

c. Assignment to Other Organizations and Leave Without Pay

Boards shall rate all employees, including those in nQnduty status,
based on material in their evaluation files including material submitted by
the employee explaining how the detail experiences improves the employee's
AID related skills. For employees seconded, detailed to other
QrganizatiQns, Qr Qn 1eave-withQut-pay, BQards shall give due credit tQ
evidence that such employees have made use of such periods to improve
Foreign Service related skills. Employees on secondment should assure that
current evaluation materials are provided to FA/HRDM/PMES/PMA or IG/RM/PFM,
as appropriate, for placement in their official performance evaluation file.

7. Identifying Performance Problems

One of the mQst important roles of a Selection BQard is identifying thQse
employees whQse performance is not competitive with their peers (low
ranking) or fails to meet the standards of the employee's class. The Agency
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tenures employees based on the Tenure Board·s determination that the
employees have the potential to perform successfully up through class 1 or
the highest salary class for their occupational specialty. However. that
potential is not always realized and it is not in the interest of the Agency
or the employee for persistent performance weaknesses or problems to be
ignored.

Boards will give particular attention to an employee·s performance in regard
to the factors listed below. The presence of one or more of these factors
may be cause for preclUding a promotion recommendation at the discretion of
the Board or. for employees of lesser relative performance. referral to a
PSB:

Failure to complete work agreement as modified for current rating period.
Failure to complete work agreements for several rating periods (three or more)
will result in referral to the Performance Standards Board.

o Reluctance to accept responsibility.

o Marginal productivity in reaching established work goals.

o lack of adaptability.

o Unreliable performance under conditions of hardship and danger •.

o Failure to carry out properly assigned tasks within established
timeframe or a reasonable period of time if no deadline established.

o Refusal to accept or implement legitimate directives from authorized
officials.

•

•

•
o Inability or unwillingness to work fairly and cooperatively with
supervisors. colleagues. or subordinates~

o For supervisors who prepare evaluations -- unfair. biased. evasive or
consi stently 1ate reports. Eval uation reports which are prepared in a •
careless or incomplete manner. are biased or evasive. or which overrate an
employee are unfair to all employees. detrimental to the rated employee·s
long-term career and misleading to management.

o General lack of experience that would indicate the employee nee·-s
additional development and experience to be competitive at current class
1evel .

o Deficiencies in developing the substantive knowledge required in one·s
position.

o Inefficient use of financial. human. and physical resources; failure to
anticipate and plan for future requirements. failure to meet deadlines; or
failure to set appropriate priorities. •
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o Failure to demonstrate sound organization skills and personal work
habits such as ability to plan and organize assigned work effectively,
establish priorities, or follow-up and complete tasks on time.

o Micromanaging staff and thus thwarting staff career development.

o Less than full commitment to the Agency's EEO programs and policies.

'\

)
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HB 25, Chapter 40
Supplement D

LIMITED CAREER EXTENSION PRECEPTS
FOR SENIOR FOREIGN SERVICE EMPLOYEES

A. PurpQse

This Supplement prQvides the CQnsQlidated SeniQr FQreign Service (SFS)
BQard (fQr BackstQp 08 emplQyees Qnly) with the Precepts they will use tQ
recQmmend SFS Qfficers fQr Limited Career ExtensiQns (LCEs). HandbQQk 25,
Chapter 38K.4. prQvides the pQlicies and prQcedures gQverning LCEs.

B. Limited Career ExtensiQns (LCEs)

(CrQss references Qn LCEs: HandbQQk 25, Chapters 38 and Chapter 40, and
Supplements Band C Qf Chapter 40, plus HandbQQk 30, Chapter 3.)

1. The FQreign Service Act Qf 1980, SectiQn 607, authQrizes the
Agency tQ grand LCEs tQ career emplQyees whQ have reached their maximum time
in-class (TIC) limitatiQn. The Agency may Qffer LCEs tQ nQnprQmQted SFS
members during the last tWQ years Qf their TIC Qr LCE. LCEs are granted, Qr
renewed, by the AdministratQr, Qr the AdministratQr's designee, in accQrdance
with C/BQard recQmmendatiQns; Qr by the InspectQr General in aCCQrdance with
the IG BQard recQmmendatiQns. HQwever, SFS members will be reviewed Qnly Qnce
during the last tWQ years Qf TIC Qr LCE. In making the final determinatiQns
Qn whQ will receive an LCE, the SeniQr Management Review BQard (SMRB) serves
as an advisQry panel tQ the AdministratQr.

2. The effective date Qf retirement fQr an Qfficer nQt granted an LCE
is the last day Qf the mQnth in which the TIC Qr LCE expires. (AlsQ see
HandbQQk 30, Chapter 3, Supplement A).

3. The chief reaSQns fQr granting LCEs. are: cQmpletiQn Qf an
Qfficer's present tQur and retentiQn Qf specialized skills Qr shQrtage
categQries, taking intQ accQunt the effect Qf the LCE Qn the need tQ prQvide a
regular and predictable flQW Qf talent thrQugh the ranks including intQ and
Qut Qf the SFS. HandbQQk 25, Chapter 38, paragraph 40 states:

"LCEs may be granted by the AdministratQr Qr his designee Qnly
when the emplQyee has been recQmmended by the C/BQard (Qr the IG BQard) fQr
such and LCE and either:

(1) The LCE is necessary tQ allQw the emplQyee tQ cQmplete
his/her present tQur, prQvided it is in the Agency's interest tQ dQ SQ. FQr
the purpQse Qf LCEs, Qverseas tQurs are defined as tWQ years fQr Qne tQur
PQsts and fQur years fQr all tWQ tQur PQsts and SMG pQsitiQns except fQr
MQngQlia, NIS assignments and CambQdia. All USAID/W assignments are fQr a
three year periQd. Or

Chapter Certified 12/1/93
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(2) To retain an employee only in connection with a programmatic~
need of the Agency where a position or assignment has been identified and (i)
where there is a demonstrated severe shortage of personnel in the individual's
backstop, or (ii) where an activity is being phased out and hiring a new
short-term replacement is inappropriate (where there is a temporary critical
need an LCE need not be for the duration of an entire tour), or (iii) where
there is a critical need for specific skills, expertise and experience for a
particular assignment while taking into account the effect any such LCE would
have on the need to provide regular and predictable flow of talent through the
ranks and into the SFS.

Except for LCEs granted in accordance with 38K(4)(d)(2) •
[above], SFS officers with one year or less remaining in their TIC/LCE will
not be considered for an onward assignment. Such officers will be extended in
their present positions to complete their careers.

C. Eligibility

The C/Board or IG Board will consider for LCEs those career members of
the Senior Foreign Service whose TIC or LCE will expire at any time during the
subsequent calendar year, i.e., the 1993 Boards will consider all SFS members
whose TIC or LCE expires on or before December 31, 1994. If an employee up
for LCE consideration receives a promotion as a result of the same Board that
considered the employee for an LCE, then the Agency will assign the employee a
TIC limitation date applicable to the employee's new salary class. A •
SFS member on a 607(d)(2) extension is ineligible for Selection Board
review for promotion and LCEs.

D. Responsibilities

1. FA/HRDM/EM, or IG/RM (for Backstop 08 employees only), will
annually review the SFS employees' TIC/LCE expiration dates and shall. when
the C/Board convenes, advise the C/Board as to who is eligible for LCE
consideration by that C/Board.

2. The Board shall review the character, quality of work, industry,
usefulness and experience of employees identified for LCE consideration and •
compare such performance(s) with those of others in the employee·s class or
backstop. The Board will review all employees on a classwide basis, and may
also review them by backstop (occupational specialty). Given the Board's
assessment of each employee's overall ability and desire to perform the work
of the Service, the Board shall rank order those employees recommended for
LCEs in one of the following categories:

- Eligible for classwide LCE
- Eligible for backstop-specific LeE.

E. Procedures

1. Information and Material

The Board shall have the same information available to it as it
had for promotion decisions. In addition to the list of eligibles, the Board •
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may receive lists of assignment decisions made before the Board adjourns on
those under consideration for an LCE. HRDM/EM will provide the assignment
decision lists to the C/Board only after it has made its initial (draft) LCE
recommendations. IG/RM will provide the same to the IG Board.

2. Submission of Findings

The Board shall prepare the following:

a. A rank-order list of career employees recommended for
classwide LCEs;

b. A rank-order list of career employees recommended for
backstop-specific LCEs if there are any; and

c. An alphabetical list of all employees reviewed, but not
recommended for an LCE.

F. Cri teri a

The Board will apply the same criteria that applies to promotions
(Supplement C of this chapter). Recognizing that employees granted LCEs will
serve in their present class, the Board should give greater weight to the
quality of performance and potential for continued substantive service in that
class.

In considering employees for classwide LCEs, the Board should give
weight to evidence of accomplishment and competency demonstrating the
capability to carry out executive responsibilities across functional lines.
In reviewing employees for backstop specific LCEs, the Board should give
particular credit to expertise and achievement in that field.
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CHAPTER 41

COMMISSIONS, TITLES AND RANK

"-

i
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41A. Purpose

This chapter states the policies and responsibilities for granting
diplomatic and consular titles, preparation of a Diplomatic List and the
Presidential commissioning of AID personnel as senior Foreign Service
(SFS) Officers and Foreign Service (FS) Officers, and tenure of Foreign
service Personnel.

418. Applicability

This chapter applies to all AID Foreign service employees.

41C. Authorities and References

1. The Constitution requires that Ambassadors, other pUblic ministers,
and consuls be appointed by the President, by and with the advice and

\) consent of the senate. The term "other pUblic minister" has been
J interpreted to include a "Secretary in the Diplomatic Service."

2. Section 312 of the Foreign Service Act of 1980, as amended,
provides that the President may, by and with the consent of the Senate,
commission a Foreign service Officer as a diplomatic or consular
officer, or both:

liThe secretary of State may recanmend to the President that a
member of the Service who is a citizen of the United States be
commissioned as a diplomatic or consular officer or both. The
President may, by and with the advice and consent of the Senate,
commission such a member of the service as a diplomatic or consular
officer, or both •••All official functions performed by a diplomatic
or consular officer, including a vice consul, shall be performed
under such a commissi on ••• "

3. The secretary of State shall prepare such commissions as provided
for by section 2902, title 5, United States Code.

410. Definitions

1. Commission - A legal recognition granted by the President, with the
advice and consent of the U.S. Senate, to certain Foreign Service
officers in order to perform various acts or duties (as outlined in the
chapter) •

/
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2. Tenure - The official act of recognition bestowed to an employee
who has meet the performance and potential criteria that is outlined in
HB 25, Ch. 35A.

3. Commissioned Diplomatic Title - A title derived from commissions
granted under the provisions of the Constitution and inaccordance with
United States law. A title which establishes the status of members of
the Service in re1 ati on to forei gn government offi ci a1 s and other
diplomatic and consular officers abroad.

4. Personal Rank - Ref1 ects the rank, or grade 1eve1, of the
employee. Personal rank is different from position rank, which is the
rank, or grade level, that an employee is assigned (e.g., an employee
may have a personal rank of FS-02, but be assigned to a position that is
assigned FS-01.)

Other definitions relating to this chapter are contained in Att. 41A, 3
FAM 610, "Canmissi ons, Ti t1 es and Rank."

41E. Policies

1. Diplomatic and consular tit1 es are approved by the Department of
State. These titles may be granted to AID Foreign Service personnel if
the positions they occupy meet the criteria set forth in 3 FAM 610.
(Att. A)

•

•

•
2. AID Mission Directors and Deputy Directors routinely receive
titles. Requests for titles for other employees are considered on a
case-by-case basis. Requests must be supported by demonstrating what
duties of a position have not and cannot be performed in the absence of
a title.

3. A title will be granted only if an officer needs the title for •
effective performance of his/her assignment. Titles will not be granted
or authorized for the personal, social, or financial benefit of
personnel in the Foreign Service.

4. A title is valid only at the post of assignment and is not retained
upon transfer. Each time an officer is assigned to a new post, a new
title must be approved. The fact that an officer held a diplomatic or
consular title at a previous post is not justification for requesting or
receiving the same title at his/her new post.

5. The fact that an officer possesses a commissioned diplomatic or
consular title does not authorize use of this title at another mission
while on temporary duty from a post of assignment. The Department of
Sta te must approve ti t1 es for temporary duty use at other missi ons. •
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6. Determinations with regard to need for diplomatic and consular
titles are based largely on local circumstances as to whether the nature
of the officer1s assignment requires that he/she serve in a diplomatic
or consular capacity and, if so, what title should be used.

7. As noted in 3 FAM 616, the chief of the diplomatic mission is
responsible for composition of the diplomatic list for submission to the
host country government. Onl,y personnel who have been granted a
diplomatic or consular title are eligible for consideration for
placement on the diplomatic list.

8. Foreign Service Officers who receive appointments from the
President, with the advice and consent of the senate, are eligible for
comnissioned diplomatic and consular titles (Counselor, First Secretary,
Consul, Second secretary, etc.). Employees who are not commissioned may
recei ve only non-cOll1TIissi oned di pl omati c titl es (Attache, Ass is tant
Attache), which cannot be used at constituent (consular) posts.

9. Career Minister, Minister-Counselor and Counselor are personal
titl es as well as diplomatic titles. Senior officers may not use their
personal titles unless these are specifically authorized for use as
di pl omatic ti tl es at posts of assi gnment.

10. Non-corrmissioned diplomatic titles may be granted by the Secretary
of Sta te. Nonnally, the non-commissi oned di pl omatic ti tl e granted to an
AID employee is Attache'.

11. As provided for in 3 FAM 610, where it is appropriate to commission
an individual and/or award an already corrmissioned officer a specific
diplomatic title (i.e., to facilitate the accomplishment of his/her
duti es and functi ons) for use at a post abroad, such commissi ons and
titles do not automatically clear the way for inclusion of that
individual on the post diplomatic list. 1I ••• Not everyone authorized to
use a diplomatic title at a mission is thereby assured of a place on the
diplomatic list. As a matter of policy, the best interest of the United
States is reflected by a list wtlich is limited to the needs of the
mission. Such needs include a fair and equitable representation of all
sections and agencies at the post consistent with local conditions and
circumstances. II

12. Besides foregoing distinctions between being commissioned in the
Foreign Service, having a diplomatic title and being or not being
included on a post diplomatic list, presidential commissioning of AID
personnel may have other implications, depending upon the individual's
personal circumstances. (Refer to the examples stated in Ref. B.)
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13. Beyond such potential benefits or implications, commissioning
within a career service clearly implies a commitment between the
organization and the individual to a mutual relationship that would be
expected to extend over much of the member's career. Because the
commitment is a significant feature of and reinforces the sense of a
professional service, commissioning of eligible Foreign Service members
hired on or before May 26, 1983 will be based on voluntary member
applications. For those members hired after said effective date,
commissioning them as SFS Officers or FS Officers will be an understood
feature of the AID career Foreign Service system and w"ill be
automatically effected for each member upon his or her satisfaction of
tenuring and class criteria.

•

•

15. Within the foregoing categories, members of the Service may be
recommended for and receive commissions as diplomatic or consular
officers or both as outlined below:

14. In accordance wi th chapters 1, 3 and 6 of the Act, AID members of
the Service may be appointed or promoted into one of the following
personnel categories:

- Chiefs of Mission
- Ambassadors at Large
- Members of the SFS

- Foreign Service Officers
- Foreign Service Personnel
- Foreign National Employees or Consular Agents •

a. Presidential Appointees serving under career or limited
appointments effected under Sectlon 302 of the Act are, by virtue of
such appointments, eligible for presidential commissions.

b. AID Senior Foreign Service Members will receive or be eligible
to receive presldentlal commlsslons as senlor Foreign Service Officers
as a resul t of:

(l) Appoi ntment into or wi th in the SFS ranks, or

(2) For SFS Career Candidates, having been certified as
meeting senior tenuring requirements.

(Note: SFS Limited Appointees appointed under Section 303 of the Act will not
be eligible for commissioning as SFS Officers since they are non-career
members.)

•

•
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c. Commissioned AID Foreign Service Officers must have met the
following requirements:

(1) become tenured career members of the Service; and

(2) are appointed or promoted to the class of FS-3 or above.

d. Other AID Members of the Service who are not eligible for
presidential commlsslonlng may recelve cOlTll1issions by the Secretary of
State, providing the duties- and functions to be perfonned by such
members will be enhanced and/or made possible by such cOlTll1issions.

16. In addition to general conditions of eligibility noted above,
candidates for commissioning will be required to complete certain
documentation prior to being certified as fully eligible for
commissioning, e.g., completion of application(s) for appointment or
commissioning.

41F. Responsibilities

1• U. S. Department of State

The granting of diplomatic and consular titles is under the
jurisdiction of the Department of State. Diplomatic and consular titles
may be granted to AID Foreign Service personnel if the positions they
occupy meet the criteria set forth in 3 FAM 612-615. The Secretary of
State shall prepare such commissions as provided for by section 2902,
Title 5, United States Code.

2. Chief of Mission

The Chief of Mission (Ambassador) is responsible for composition of
the diplomatic list for submission to the host country government.

3. AID Office of Personnel Management (PFM/PM)

The Office of Personnel Management (PFM/PM) in AID/W serves as the
liaison on all matters related to titles and rank for AID employees
overseas. PM issues the Notification of Personnel Action (SF-SO) after
a title has been approved and notifies the officer/mission concerned.
PFM/PM notifies the employee and the Mission that the title has been
granted.
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4. Geographic Bureaus Executive Management Staff

Geographic Bureaus initiate requests for a diplomatic or consular
title and rank, and clear and concur in proposals for title and rank
before they are forwa rded to the Department of State.

5. Employee

Upon notification that a diplomatic or consular title has been
approved, the employee executes SF 61, if the ti t1 e granted is Counselor
or Counsel. The Affidavit must be executed even if the employee
previ ous1y si gned one for another purpose.

41G. Procedures

•

•

•

1. Commissioning Procedures:

a. Preparation of Eligibility Lists

The Office of Personnel Management (PFM/PM) shall be •
responsible for monitoring the eligibility of individual members of the
Service in the Commissioning categories. Since eligibility requirements
relate to characteristics which change with time (i .e., career status
and promotion), reviews of member eligibility shall be organized so as
to take place at least two times each year. Members of the Service who
satisfy all eligibility requirements for their respective commissioning
category during a particular review period will be certified by the
appropriate office in PFM/PM (e.g. PM/FSP, PM/EPM) in separate
alphabetical listings to the Director, PFM/PM.

b. Review and Approval of Eligibility Li"sts

Upon receipt of eligibility lists, the Director, PFM/PM shall
review such 1ists to determine that the recommendation of nominees wou1 d
be consistent with the needs of the Service. Nominees shall be
temporarily removed from the list for that period if:

(l) there are investigative or administrative actions pending
against the nominee involving issues such as loyalty, security,
misconduct, suitability or malfeasance, or,

•
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(2) the nominee is the subject of administrative action(s) or
appeal (s) relating to relative or absolute performance; e.g., cited
by the Performance Standards Board(s) as needing substantial
improvements in performance or as not havi ng met the standa rds of
his/her class within the past two years or involved in reviews or
appeals associated with Section 608 or 610 of the Act during the
same two year period.

In such cases, the Director, PFM/PM shall temporarily withhold the names
of the nominees until the investigations, administrative procedures
and/or reviews and appeals are completed. If the nature of such
investigation, action or proceeding permits, the concerned nominees
shall be notified in writing of the withholding by the Director, PFM/PM.

Upon disposition or resolution of such matters, the Director, PFM/PM
will, either:

(a) place the nominee's name on the original or a subsequent
commissioning list if the investigation, administrative procedure and/or
review is decided in favor of the nominee; or

(b) in the case of completed discipl inary or admiriistrative
action(s) against the nominee, if the action precludes commissioning or
is of such nature as to reflect characteristics and/or level s of
performance inconsistent with those desired of a commissioned Officer,
e.g. the nominee has not met the standards of his/her class, the
Director, PFM/PM shall formalize the prior withholding of the nominee's
name from that commissioning list. If there is any question as to the
action to be taken in these regards, the Director, PFM/PM shall refer
the matter to the AA/PFM for a final decision. Nominees so withheld
shall not be eligible for inclusion in a subsequent commissioning
eligibility list until one year following the conclusion of the
disciplinary or administrative action.

The Director, PFM/PM shall prepare the final coomissioning list and a
request for the processing of it by the Department of State.

c. Processing of Presidential Cammiss;oning Lists

In accordance with procedures issued by the Department of
State, lists of AID employees recammended for presidential commissioning
as senior Foreign Service Officers or Foreign Service Officers will be
sent under signature of the AID Administrator to·the Secretary of State
(see Attachment D). The Office of Director General of the Foreign
Service shall process such lists and provide executed commissions of the
appropriate type to the AID Administrator at the conclusion of such
processing.
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d. Processing of Departmental Commissions

Procedures and documentation for processing vice consular
cOll1l1issi ons issued by the Secretary of State shall be as provided for in
Attachment E. The Director, PFM/PM shall be responsible for processing
such requests with, as appropriate, assistance from the Office of the
Director General of the Foreign service.

e. Presentati on of Commissi ons

Presentation of executed commissions to newly commissioned
members or officers are issued to officers from AID/W via form SF-50.

f. Resignation of a Commission

If it becomes necessary (e.g., to accommodate personal or
family circumstances) for a commissioned member or officer to resign his
or her commission, such can be accomplished by submission of a written
request therefore to the Di rector, PFM/PM.

Upon receipt of such a request the Director, PFM/PM w"ill coordinate with
the Di rector General of the Forei gn servi ce or hi s/her staff to
impl ement the neces sary procedures and documentati on to effect the
requested resignation.

41H. Forms and Attachments

Att. A.: 3 FAM 610-618

Att. B.: Sample Memorandum - Application for Presidential
Commissioning as a Foreign Service Officer

Att. C.: Sample Memorandum - Request for Presidential Commissioning
as a Foreign Service Officer

Att. D.: Sample Memorandum - Commissioning of Foreign Service Officers

Att. E.: Sample Request for Diplomatic Titles

Att. F.: Application for Presidential Commissioning as a
Foreign Service Officer

Att. G.: Sam~e Commissioning Diploma

Att. B.: Sample Memorandum - Application for Presidential Commissioning
as a" Foreign service Officer

•

•

•

•

•
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ATTACHr~ENT 41A

610
COMMISSIONS, TITLES, AND RANK

611.2 Purpose
When authorized by law, diplomatic and/or consu

lar titles are granted in the interest of the U.S. Gov
ernment to enable individuals assigned to Foreign
Service posts or to special details. regardless of the
departments or agencies they represent, to perform

For the purposes of commissions. titles. and
rank. the following definitions apply:

a. - Act' or - the Act - means the Foreign Service
Act of 1980.

b. - Appointment commission - means a docu
ment issued as evidence of any appointment listed
in sections 612.2a. b, and d.

c. - Assignment commission - means a document
issued as evidence of an assignment as vice consul,
consul. or consul general at a specified place; for
example, Consul at Maracaibo (see section 612.2c).

d. -Foreign Service post- means any embassy,
legation. mission, consulate general. consulate, or
other office with a specified diplomatic or consular
jurisdiction. operated under the direction of the Sec
retary of State.

e. -Major section or program activity- means the
basIc organizational unit responsible for the imple
mentation of the diplomatic or consular functions of
the post, such as political, economic, or consular
affairs; administration; agriculture; commercial;
public affairs; or foreign assistance.

f. - Member of the Foreign Service, - - member of
the Service, - or -member- means a U.S. citizen
member of the Foreign Service (but excluding con
sular agents), as defined in section 103 of the Act.

g. -Permanent rank- means that Foreign Service
officers of Classes 1 and 2 under Executive Order
No. 2496, effective January 6, 1985, Ilre accorded
the permanent rank of First Secretary.

h. -Senior Foreign Service officer- or -Foreign
Service officer- means a member of the Service ap
pointed by the President. by and with the advice and
consent of· the Senate. and commissioned under
sections 302 and 312 of the Act.

I
/
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611.1

GENERAL POLICY
(TL:PER-136 8-2-89)
(State Only)

Oeflnltlons

their duties effectively and to ensure the efficient
performance of the functions of the diplomatic mis
sions or consular offices of the United States of
America.

611.3 Official Need as a Basis for
Grant and Use of Tltles

a. The class of a member of the Service is an
important factor in determining functional or organ
izational assignment. The member's functional or
organizational assignment, in turn, is the key factor
in de~ermining whether that member needs a diplo
matic or consular title in that assignment to dis
charge duties and those of the post in an effective
and efficient manner. Thus the official needs of the
member and of the Foreign Service post will be the
basic factors in deciding whether a specific title will
be granted and authorized for use at the post. No
titles will be granted or authorized for the personal.
social, or financial benefit of personnel in the For
eign Service.

b. The fact that a member of the Service pos
sesses a commissioned diplomatic and/or consular
appointment commission does not by virtue of such
possession alone authorize use of it at a post
abroad. The member may use a diplomatic and/or
consular title only when so authorized by the Depart
ment.

c. The possession of a diplomatic passport will not
be justification for requesting or receiving a diplo
matic and/or a consular title,

d. Diplomatic titles will not be authorized for indi
viduals who are not in t!le Foreign Service in order to
establish their eligibility for the issuance of diplo
matic passports.

e. Diplomatic titles will not be authorized for mem
bers of the Service or officers not in the Foreign
Service when they are serving in a temporBry CBpBC
ity.

f. Diplomatic and/or consular titles are authorized
for members of the Service and officers not in the
Foreign service. to use only in the position for which
approved at the post of assignment. and will not be
retained upon transfer from the position and the
post. A diplomatic and/or a consular title must be
authorized each time a member is assigned 10 an
embassy or a consular post, or reassigned at post.



TRANS. MEMO N.j>.

25:150

Definition

3 FAM 600
PAGE NO.

41A-2

g. The fact that members of the Service and offi
cers not in the Foreign Service had a diplomatic
and/or a consular title at a previous post will not be
justification for requ~sting or receiving a diplomatic
and/or a consular title for subseQuent assignments.

h. The personal class designations of career min
ister, minister-counselor. and counselor for career
members of the Senior Foreign Service, and first
secretary for classes 1 and 2 commissioned Foreign
Service officers. are the same as diplomatic titles
commonly used and should not be confused with the
diplomatic title which the Department authorizes
them to use. An officer may use only the diplomatic
title specifically authorized by the Depanment in the
position for which it has been approved at the post
of assignment. and should not use any other title on
calling cards. invitations. correspondence. diplo
matic lists or any other way which would suggest
that they have been authorized to use their personal
class designations.

611.4 Position Titles
Position titles derive from position classification

practice. Such titles should always be used in corre
spondence between posts and the Depanment when
communicating on American positions. Position titles
are not to be confused with diplomatic and consular
titles. which establish the status of members of the
Service in relation to foreign government officials
anc other diplomatic and consular officers abroad.
Neither are position titles to be confused with per
sonal ranks which reflect levels of indiViduals. inde
pendent of the occupational or diplomatic responsi
bilities of the moment.

611.5 Functional and
Organizational Titles

Functional titles (for example. military liaison offi
cer. employee relations officer) and organizational
titles (for example. chief of political section, chief of
personnel unit) may be established by the post and
used locally. Such functional and organizational titles
shall not include words that may be confused with
commissioned or noncommissioned diplomatic titles
and commissioned consular titles or with occupa
tional titles. or personal ranks. classes. or grades.

AID HANDBOOK 25
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611.6 Titles With Adjectives or
Descriptive Phrases

Modifying adjectives or phrases denoting a field of
specialization (for example, counselor for economic
affairs. agricultural attache. civil air attache. com
mercial attache. labor attache) may be used with a
commissioned or noncommissioned diplomatic title
when the Depanment determines that the modifying
adjective or phrase provides a more useful title that
is internationally recognized. The post will make rec
ommendations to the Depanment.

611.7 Certificate for Deputy
Assistant Secretary
Appointment

An. official assigned to a deputy assistant secre
tary position may receive a cenificate which records
the assignment. Cenificates are prepared by the
Publishing Services Division (FAIM/PS) based on re
quests from bureau executive directors. The Office
of the Director General/Director of Personnel should
clear each request.

To "btain certificates. the bureau executive office
should send a memorandum addressed to FAIM/PS/
GR through M/DGP. subject: MCenificate for Deputy
Assistant Secretary". Attach a completed Project
Request. Form 05-1141. to the memorandum.

The cenificate should include the entry on duty
date (month. day. and year). The name of the dep
uty assistant secretary. as it will appear on the cer
tificate, should be cleared by the reQuesting office.

612 COMMISSIONED TITLES

612.1
Commissioned diplomatic and consular titles are

titles derived from commissions granted under the
provisions of the Constitution by law enacted in ac
cordance therewith.

612.2 Types of Appointment
Commissions and
Assignment Commissions

In the Foreign Service. appointment and aSSign
ment commissions may be granted as follows:

a. By the President. by and with the advice and
consent of the Senate:

Ambassador Extraordinary and Plenipotentiary
Envoy Extraordinary and Minister Plenipo

tentiary

•

•

•

•

•
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Personal Rank of Career Ambassador
Ambassador at Large

Career Member of the Senior Foreign SeNice (of
the class of Career Minister. Minister-Counselor. or
Counselor) .

Foreign Service Officer
Secretary in the Diplomatic Service
Consular Officer

NOTE.-- In the context of an appointment com
mission as a Career Member of the Senior Foreign
Service. the words Career Minister. Minister-Coun
selor. and Counselor are used to describe. In de
scending order. the permanent class or level of the
appointee. not necessarily as the specific diplomatic
title assigned to the appointee at a particular post.

b. By the President (without Senate confirma
tion) or by the Secretary of State:

Charge d'Affaires
(The Secretary of State may appoint a Charge

d'Affaires. but the documentation is not a commis
sion, but a letter of credence to the Foreign Office.)

c. By the President and the Secretary of State
(subsequent to appointment a. consular officer):

Consul General
Consul
Vice Consul

d. By the Secretary of State:
Vice Consul (under section 312 of the Foreign

SeNice Act of 1980. as amended).
Consular agent (under section 303 of the

Foreign SeNice Act of 1980. as amended).

612.3 Consular Appointment and
Assignment Commissions

612.3-1 Consular Appointment
Commissions

Members of the SeNice of class 6 and above may
be recommended for appointment as Consular Offi
cers of the United States of America (hereafter re
ferred to as Consular Officer(s) of the USA). Such
appointments are made by the President. by and
with the advice and consent of the Senate. and evi
denced by an appointment commission. Such ap
pointments continue in force at the pleasure of the
President, unless specifically resigned by the mem
ber. (Appointment as a Consular Officer of the USA
should not be confused with the functional title of
consular officer nor the appointment commission as
Consular Officer of the USA with the assignment
commission as a consul general, consul, or vice
consul (see section 612.3-2).) Under exceptional
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circumstances. and to meet urgent needs of the
Service. members of rank lower than class 6 may be
recommended for appointment as Consular Officer
of the USA and granted a title as provided in section
615,3-2c for the duration of the assignment for
which selected.

612.3-2 Consular Assignment
Commissions

Members of the service with appointment com
missions as Consular Officers of the United States of
America who are assigned abroad to a consular post
or to a diplomatic mission where they are to perform
consular functions receive from the President and/or
the Secretary of State. when required by the host
government. consular assignment commissions as
consul general, consul. or vice consul at a specific
post. (In many countries. notification and recogni
tion of a consular officer is accomplished by an ex
change of diplomatic notes between the Embassy
and the foreign office.) Consular assignment com
missions lapse upon the member's reassignment.
When a member is temporarily detailed from post of
assignment. the consular assignment commission
does not lapse until that member is transferred to a
new post. Those members whose assignments
abroad do not involve consular activities witt not nor
mally be given a consular title and. consequently.
they do not have authority to perform those consular
functions which require consular recognition by the
receiving government.

613 NONCOMMISSIONED TITLES

613.1 Titles Which May Be
Granted

Noncommissioned titles may be granted as fol
lows:

a. By the Pre.ldent:
Personal rank of ambassador
Personal rank of minister

b. By the Secretary of State:
Attache
Assistant attache
Vice consul
Acting consular agent (see section 993)

613.2 Use With a Commissioned
Title

When authorized by the Department, noncommis
sioned diplomatic titles may be used simultaneously



614.1 Ambassador

with commissioned consular titles and noncommis
sioned diplomatic titles may be used simultaneously
with commissioned diplomatic titles.

614 CRITERIA FOR
AMBASSADORIAL,
MINISTERIAL, AND
COUNSELOR TITLES

614.1-1 Personal Rank of Career
Ambassador

Under section 302 (a) (2) (A) of the Act. the Presi
dent may. by and with the advice and consent of the
Senate. confer the personal rank of career ambas
sador upon a career membp.r of the Senior Foreign
Service In recognition of especially distinguished
service over a sustained period. Such member may
use the title of ambassador of the United States. ex
cept when that member is serving In a position in
which the use of the title of ambassador would not
serve the best interests of the United States; then
that member shall use such other title as may be
authorized.

•

•

•

•

•
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614.2-2 Minister-Counselor
a•• Minister-Counselor· is a diplomatic title higher

than that of counselor. but subordinate to that held
by a chief of mission. The diplomatic title of minis
ter-counselor may be granted only to members who
have received an appointment commission as a
Secretary in the Diplomatic Service of the United
States of America .

b. The title of minister-counselor will not be con
ferred when a member is serving in a temporary ca
pacity.

c. The title of minister-counselor is conferred on a
member only for use in the position to which it per
tains. The member will lose the title upon termina
tion of assignment to the position.

d. The title of minister-counselor will be conferred
on members who hold appointment commissions as
Secretaries in the Diplomatic Service of the United
States of America and are assigned as deputy chiefs
of missions at pay level FA-13 missIons.

e. The title of minister-counselor may be con
ferred on members who hold appointment commis
sions as Secretaries in the Diplomatic Service of the
United States of America and who are assigned to
such other positions as may be approved on an ex-

614.2-1 Personal Rank of Minister
Under section 302 (a) (2) (8) of the Act. the Presi

dent may confer the personal rank of minister on a
member of the Service or other individual in connec
tion with a special mission of the President of a tem
porary nature not exceeding 6 months in duration.
Such personal rank may be conferred only if. before
such conferral. the President transmits to the Com
mittee on Foreign Relations of the Senate a written
repon setting fonh (a) the necessity for conferring
such rank: (b) the dates during whiCh such rr.nk will
be held: (c) the justification for not submitting the
proposed conferral of personal rank to the Senate
as a nomination for advice and consent to appoint
ment. and (d) all relevant information concerning
any potential conflict of interest"which the proposed
recipient of such personal rank may have about the
special mission.

Such repon shall be transmitted not tess than 30
days before conferral of the personal rank of minis
ter except in cases where it is cenified in the P resi
dent's repon that urgent circumstances require the
immediate conferral of such rank. The title will termi
nate upon completion of the mission, but in all cases
at the end of the 6 months' legal limitation:

614.2 Minister
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614.1-2 Personal Rank of Ambassador
Under section 302 (a) (2) (8) of the Act. the Presi

dent may confer the personal rank of ambassador
on a member of the Service or other individual in
connection with a special mission of the President of
a temporary nature not exceeding 6 months in dura
tion. Such personal rank may be conferred only if.
before such conferral. the President transmits to the
Committee on Foreign Relations of the Senate a writ
ten repon setting fonh (a) the necessity for confer
ring such rank; (b) the dates during which such rank
will be held; (c) the justification for not submitting
the proposed conferral of personal rank to the Sen
ate as a nomination for advice and consent to ap
pointment. and (d) all relevant information conCern
ing any potential conflict of interest which the pro
posed recipient of such personal rank may have
about the special mission. Such repan shall be
transmitted not less than 30 days before conferral of
the personal rank of ambassador except in cases
where it is cenified in the President's repon that ur
gent circumstances require the immediate conferral
of such rank. The title will terminate upon completion
of the mission, but in all cases at the end of the 6
months' legal limitation.
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ceptional basis by the Director General of the For
eign Service and Director of Personnel, or the ap
propriate Deputy Assistant Secretary for Personnel.

Titles In Functional
PosItions

615.2

a. A member of the Service who is not assigned
to one of the organizational positions listed in sec
tion 615.1 may be deemed to require a diplomatic or
consular title, or both, as may be appropriate to as
signment in a functional position:

(1) When the principal duty under the position to
which a member is assigned requires the imple
mentation of one or more diplomatic or consular
f\Jnctions; and
(2) When the effective performance of such duty
requires a close and consistent pattern of rela
tions with officials of the national govemment or of
other foreign missions. or in the case of a consu
lar officer, with senior officials of the government
within the consular district. The chief of mission or
principal officer of a consular office should com
municate the justification to the Department for
decision.
b. A member of the Service who does not meet

the criteria of paragraph a. may be deemed, never
theless. to require a diplomatic or consular title. or
both, as may be appropriate to the member's as
signment. where a denial thereof would impair the
effective performance of the diplomatic or consular
functions of the Foreign Service post concerned.
The determination of the chief of mission or principal
officer of a consular office in light of the conditions
at post should be communicated to the Department
with appropriate justification for decision .

c. In the event the chief of mission or principal
officer of a consular office is unable to make the
determination called for in paragraphs a. and b. be
fore the arrival of the member concerned at post,
the grant of authority to use the title will be deferred
pending reaSSessment of the conditions after the
member has reported for duty.

ate to the member's assignment in one of the fol-_
lowing organizational positions as: deputy chief of
mission: chief or director of a major section or pro
gram activity at a diplomatic mission: deputy or prin
cipal assistant to such chief or director: special as
sistant to the chief of mission; principal officer of a
conS\Jlar post: dep\Jty or principal assistant to such
principal officer; chief or director of a major section
or program activity at a consular post: deputy or
principal assistant to such chief or director: or when
assigned to an organizational position which requires
the performance of statutory consular duties or
functions.

Counselor

CRITERIA FOR OTHER TITLES
IN ORGANIZATlONAL OR
FUNCTIONAL POSITIONS

615.1 Titles in Organizational
Positions

A member of the Service who has not received
the title of ambassador or minister, or who has not
been commissioned as a Career Member of the
Senior Foreign Service of the classes of Career Min
ister, Minister-Counselor, or Counselor, shall. sub
ject to section 615.3, be deemed to require a diplo
matic or consular title, or both, as may be appropri-

615

614.3
a. The title of counselor will be granted to those

members who have appointment commissions as a
Secretary in the Diplomatic Service of the United
States of America and have been assigned as fol
lowS:

(1) Deputy chief of mission at pay level FA-14
mIssions.
(2) Chiefs of sections at all missIons, regardless
of the position level, if the rank of the member is
of class 1 or above.
b. The title of counselor may be conferred, in rare

and exceptional circumstances, by the Director Gen
eral of the Foreign Service and Director of Personnel
or the appropriate Deputy Assistant Secretary for
Personnel on other members of class 1 or above
who have appointment commissions as a Seeretary
in the Diplomatic Service of the USA and who are
assigned to a position at any mIssIon where the lack
of such title would constitute a major impairment to
the effective performance of the member's duties
or the function of the mission. The title of counselor
will not be conferred when a member is serving In a
temporary capacity •

c. The fact that a member held a counselor title at
a previous post is not justification for receiving the
title for subsequent assignments. A member is
authorized to use a counselor title only in the posi
tion for which it has been approved at the post of
assignment. The member does not retain the title
upon transfer from the position and the post of as
signment.

\

J



615.3 Grant and Use of DIplomatic
and Consular. Titles

d. When a member is assigned as a position re
placement for another who used a title, which had
been authorized by the Department, in that position,
the presumption is that the requirements of the posi
tion continue to satisfy the criteria for the need of a
title, but not necessarily the same one used by the
member's predecessor. Such presumption will form
the basis for the Department's grant of a title and
the authority to use it. consistent with law and De
partment policy.

615.3-2 DiplomatIc Titles
A member of the Service deemed to require a

diplomatic title under sections 615.1 and 615.2
(paragraphs a. and b.) may be authorized to use a
secretarial title under that member's appointment
commission, or an attache title, whichever is appro
priate. depending on custom, usage. or local condi·
tions. A member of the Service who does not have
an appointment commission and for whom a secre
tarial title is appropriate may be recommended for
such commission. Secretarial and attache titles
may be granted on the basis of class rank as fol
lows:

a. Secretary
Contingent upon being commissioned in the Diplo

matic Service of the USA, a Senior Foreign Service
officer (or SFS Career Candidate) and a Foreign
Service officer (or FSO Career Candidate) of class 1

615.3-1 Procedures
All individuals, regardless of their parent agency,

do not have and should not use a diplomatic or a
consular title unless the De~artment has authorized
one as follOws:

a. Department of State Personnel: Item 4 of the
TMFOUR, Personnel Action and Travel Authorization,
will indicate the title or titles authorized.

b. AID, USIA, CommercelFCS, and Agriculturel
FAS: Authorization is by Form DS-1474. Request for
Diplomatic or Consular Title, which is prepared by
the personnel office of the parent agency and sub·
mitted to the Department for consideration. If a title
is approved, copy No.7 of the DS-1474 is sent to
the embassy personnel office, indicating the title
and its effective date.

c. Military Attaches' and Personnel of Other U.S.
Government Agencies: Titles are authorized by De·
partment te/eQrams.

•

•

•

•

•
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615.3-3 Consular Titles
The consular title of a member of the Service

deemed to require such a title under sections 615.1
and 615.2 (paragraphs a. and b.) will be specified in
the member's consular assignment commission. A
member's consular title will equate, normally. with
the member's class. but the nature of a particular
assignment may require a hiQher or lower title than
that to which a member would otherwise be eligible
by virtue of the member's grade. The conferral of a
higher consular title does not signify reward nor
does that of a lower title reflect discredit upon a
member. As a matter of policy, the Department will
not lower a member's consular title during the
course of an assignment. Subject to the needs of
the Service. consular titles may be accorded as fol
lows:

a. Consul General
The title of consul general may be accorded to:
(1) A member of the Service, regardless of class.

at a diplomatic mission. who is either the supervi
sory consular officer or chief of the conSular sec
tion, if the position level is class 1 or above; or

or 2 may be designated a first secretary: a Foreign
Se.rvice officer (or FSO Career Candidate) of class 3
or 4 may be designated a second secretary: and a
Foreign Service officer (or FSO Career Candidate)
of class 5 or 6 may be designated a third secretary.

b. Attache and Assistant Attache

(1) Officers In the Foreign Service
The title of attache may be accorded to Senior

Foreign Service officers (or SFS Career Candi·
dates), and to Foreign Service officers (or FSO. Ca
reer Candidates). and other members of the Service
at classes 1 through 4. The title of assistant ettache
may be accorded to Foreign Service officers (or
FSO Career Candidates) and other members of the
Service at classes 5 through 7.

(2) Office,. Not In the Foreign Service
The' title of attache or assistant attache may be

accorded to officers of U.S. Government depart
ments or agencies who are. not members of the For.
eign Service, and who are assigned to serve at dip
lomatic missions under the Department's agreement
with the parent agency. Officers are authorized to
use suc;h titles only after mission's receipt of the De
partment's formal notification of approval. The title
is conferred on an officer only for use in the position
to which it pertains at post of assignment:The offi·
cer will lose the title upon termination of assignment
to the position and the mission.
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a. A career member of the Senior Foreign Service
who has attained under the Foreign Service Act of
1980 the personal rank of career ambassador. or
the class of career minister, minister-counselor. or
counselor, appointed by the President. by and with
the advice and consent of the Senate, may use the
following titles, as appropriate, upon retirement:

Career Ambassador of the Foreign Service of the
United States of America. Retired.

618 USE OF TITLES UPON
RETIREMENT

617.2 Change of Titles
Foreign Service posts may recommend to the De

panment the granting or changing of diplomatic or
consular titles, but they have no authority to grant or
change any titles other than functional or organiza
tional titles established for local use by section
611.5.

617 EXCEPTIONS AND CHANGES
OF TITLES

617.1 Exceptions
There may. be extraordinary circumstances or

overriding considerations which require on an excep
tional basis the officer's use of a specific title or dip
lomatic listing, or denials thereof, in a panicular
case. In such case, the Depanment will issue appro
priate instructions, consistent with law and Oapan
ment policy. to the post concerned.

a. Every member of the Service and every non
Foreign Service civilian oHicer serving at a diplo
matic mission and authorized to use a diplomatic ti
tle shall be considered for a place on a diplomatic
list.

b. Every member of the Armed Forces serving at
a diplomatic mission as a military attache or assis
tant military attache, or as a member of a military
assistance group or mission under an agreement
which accords the officer full diplomatic status, shall
be considered for a place on the diplomatic list.

c. In preparing the list of names for submission to
the host government, the chief of mission shall se-

616.3 Criteria

616.2 Responsibility
The chief of mission is responsible for the compo

sition and control of the list of names submitted to
the authorities of the host government for inclusion
in its diplomatic list.

616 DIPLOMATIC LISTING

616.1 Policy
The size of a diplomatic list may vary from post to

post depending on a number of variable factors in
cluding the local requirements of the host govern
ment. Thus, not everyone authorized to use a diplo
matic title at a mission is thereby assured of 8 place
on the diplomatic list. As a matter of policy. the best
interest of the United States is reflected by a list
which is limited to the needs of the mission. Such
needs include a fair and equitable representation of
all sections and agencies at the post consistent with
local conditions and circumstances.

(2) A member of the Service, regardless of class. lect from among the oHicers under consideration for
who is principal officer at a consulate general. if the diplomatic listing those for whom the chief of mis-
position level is class 1 or above. sion determines listing is necessary for the effective
b. Conlul performance of their functions. When. however, the

Senior Foreign Service officers (and SFS Career chief of mission decides that it would be in the best
Candidates). interest of the U.S. Government to reduce the size

Foreign Service officers and other members of of such list, or when local conditions and circum-
the Foreign Service in classes 1 through 3. stances require reduction, the chief of mission may

Foreign Service officers and other members of do so either on the basis of rank or function, or
the Foreign Service in class 4 when assigned as both. or under such other criteria as deemed ,just
principal officers at consular posts. and proper, so that such list after its modification

reflects a fair and equitable representation of all
c. Vice Consul sections and agencies at the mission consistent with

Foreign Service officers and other members of its needs.
the Service in classes 4 through 6. The title is limited
to the duration of the assignment. 616.4 Precedence

The'order of precedence on the lists submitted to
the host govemments for inclusion in their diplo
matic lists shall be govemed by the provisions of 2
FAM 300.

"I
)
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Career Minister of the Foreign Service of the
United States of America, Retired.

Minister-COunselor of the Foreign Service of the
United States of America, Retired.

Counselor of the Foreign Service of the United
States of America, Retired.

b. A member of the service who attained under
the Foreign Service Act of 1946. as amended, the
rank of career ambassador, career minister, or ca
reer minister for information, appointed by the Presi
dent. by and with the advice and consent of the Sen
ate. may use the following titles, as appropriate.
upon retirement:

Career Ambassador of the United States of Amer
ica. Retired.

3 FAf.1 600

Career Minister of the United States of America.
Retired.

Career Minister for Information of the United
States of America, Retired.

c. Upon retirement, a member of the Service is
authorized to retain and use one of the following ti
tles to which the member Is entitled :

Foreign Service Officer of the United States of
America. Retired.

Foreign Service Information Officer of the United
States of America, Retired.

Consul General of the United States of America.
Retired.

Consul of the United States of America. Retired.

619 (Unalligned)
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ATTACHMENT 41B

SAMPLE MEMORANDUM - APPLICATION FOR PRESIDENTIAL
COMMISSIONING AS A FOREIGN SERVICE OFFICER

TO: See Distribution

") FRQ\1: Chief, Foreign service Personnel Division (PFM/PM/FSP)
Room 1107, SA-l

SUBJECT: Application for Presidential Commissioning as a Foreign service
Officer

As provided for under section 312 of the Foreign service Act of 1980, and as
described in Handbook 25, Chapter 41, U.S. citizen members of the Foreign
Service may be recommended by the secretary of State and, by and with the
advice and consent of the Senate, be commissioned by the President as a
diplomatic or consular officer or both. Excepting members appointed into or
within the Senior Foreign Service, such members will be appointed and

/ commissioned as a Foreign service Officer, Consular Officer and a Secretary in
the Diplomatic Service of the United States of America. Such commissioning
II ••• empower(s) you to do and perform all such matters and th"ings as to the
said offices do appertain, and to have and to hold said offices, and to
exercise and enjoy all of the rights, privileges and immunities thereunto
appertaining during the pleasure of the President of the United States."

To be eligible for Presidential commissioning, an AID member of the service
must be:

"i
/

- a U.S. citizen;
- a tenured, career member of the servi ce; and
- appointed or promoted to the class of FS-3 or above.

Members who are considering applying for a Presidential commission should be
aware that the provisions of certain statutes treat commissioned officers
differently from members who are not commissioned. First, commissioned
officers may be treated differently under the State/local administrative tax
codes depending on the member's place of residence. Secondly, a military
veteran who is also a commissioned Foreign Service Officer loses his/her
status as a preference eligible, as defined in 5 U.S.C. 2108(3), for purposes
of a reduction in force, 5 U.S.C. 3501.
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Third1Yt a preference eligible (military veteran) who becomes a commissioned
officert loses the option to appeal an adverse action (suspension for more
than 14 days or tennination) to the Merit Systems Protection Board t 5 U.S.C.
7511. He or she may appeal only to the Forei gn Servi ce Gri evance Board t as
is the case for all Foreign Service members who are not military veterans.
Fina11Yt a commissioned officer is not eligible for overtime or other types
of premium pay such as SundaYt nightt stand bYt irregular and hazardous duty
differential t 5 U.S.C. 5541 t as amended by the Foreign Service Act of 1980.

The commissioning of eligible members as Foreign Service Officers is
supportive of the professional career service concept fostered by the
Foreign Service Act of 1980. All members who meet eligibility criteria are
therefore encouraged to submit applications for commissioning at the
earliest appropriate opportunity.

A sample Presidential commissioning Request is attached for your convenience.

Attachment:
a/s

•

•

•
Distribution: (To Eligible Members)

•

•
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ATTACHMENT 41 C

SAMPLE MEMORANDUM - REQUEST FOR PRESIDENTIAL COMMISSIONING
AS A FOREIGN SERVICE OFFICER

TO: Chief, Foreign Service Personnel Division (M/PM/FSP)
Room 11 07, SA-l

SUBJECT: Request for Presidential Commissioning as a Foreign service Officer

I request that I be considered at the earliest appropriate opportunity as a
candidate for Presidential Commissioning as a Foreign service Officer,
Consular Officer and Secretary in the Diplomatic Service of the United
States of America. I confirm that I am a career member of the Foreign
Service and am available for worldwide assignment. I understand that
commissioning as a Foreign service Officer represents a change in some
respects from my current employee status and I knowingly and willingly
accept the benefits, limitations and responsibilities following therefrom.

If I am jUdged eligible and suitable for commissioning as a Foreign Service
Officer, the following information should be used in the granting of such
commission:

(a) My legal state of residence is ----------------
(b) I desire to have my name on my commission as follows:

(Please Type or Pr1nt)

(51 gnature)



)
/ Trans. Memo. No. Effective Date Page No.

AID HANDBOOK 25 25:150 Dec. 1 , 1989 410-1

ATTACHMENT 410

SAMPLE MEMORANDUM - COMMISSIONING OF FOREIGN
SERVICE OFFICERS

MEMORANDUM FOR THE SECRETARY

']
/ SUBJECT: Commissi oning of Forei gn servi ce Offi cers

The attached 1ist contains the names of AID members of the Service who are
eli gi b1 e for appointment and/or commis si oni ng as career members of the
Service under Sections 302 and 312 of the Foreign Service Act of 1980.

I recommend that the President nominate the named persons for appointment
and commissioning as Foreign Service Officers, Consular Officers and
Secretaries in the Diplomatic Service of the United States.

'\

/

\ ,
)

Each of the persons recommended herein currently holds a security clearance
under Executive Order 10450, llsecurity Requirements for Government
Employment. II

(AID Administrator)

Attachment:

List of Members to be Appointed and Commissioned
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SAMPLE ATTACHMENT

AGENCY FOR INTERNATIONAL DEVELOPMENT

For appointment as a Career Member of the Foreign Service and commissioning
as a Foreign Service Officer, Consular Officer and Secretary in the
Diplomatic Service of the United States of America:

•

•
(Name)

Na than J. Andrews

(Class and Present Status)
(Career/Limi ted)

FS-l

(List Al phabetically)

(Official/Legal
Resi dence)

Virginia

•

•

•
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ATTACHMENT 41 E

REQUESTS FOR DIPLOMATIC TITLES

Requests for issuance of diplomatic titles and rank are usually made via
cab1e by the Embassy. Justificati on must be provi ded by the fi e1 d,

') especially when a new position is involved.
I

/

Following receipt of a request from the field, Fonn DS-1474, "Request for
Approval of Diplomatic or Consular Tit1e," is completed by M/PM/EPM or
M/PM/FSP and sutxnitted to State/PER/FCA for action.

Commissioned members of AlDis Foreign Service or Senior Foreign Service may
receive diplomatic titles and rank as provided for in 3 FAM 610.
Non-commissi oned (FP) members and 1i mi ted appoi ntees (FSL or FEL) nonnally
will be accorded Attache or, if appropriate, Consular titles. State/PER/FCA
reviews such requests and notifies AID/PFM/PM and the Embassy as to
disposition/ approval.

I
}

/

/
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AGENCY FOR INTERNATIONAL DEVELOPMENT
WASHINGTON, D,C 20523

TO: Chief, Foreign Service Personnel Division (M/PM/FSP)

ATTACH~,1ENT 41F

/

"-
J

SUBJECT: Application fer Presidential COTm1issioning as a Foreign
Service Officer

REFERENCE: HB 25, Chapter 9, Supp1e~ent 9A

I hereby submit my application as a candidate for Presidential Comnissioning
as a Foreign Service Officer, Consular Officer and Secretary in the
Diplomatic Service of the United States of ~erica. I confirm that I am a
career member of the Foreign Service ~nd am available for wor1dwirle
assignment. I understand that commissioning as a Foreign Service Officer
represents a change in some respects from my current employee status and I
knowina1y and willingly accept the henefits, limitations and responsibilities
fol1owin~ therefrom.

If I aM judged eligible and suitable for co~issioning as a Foreign Service
Officer, the following information should be used in the granting of such
commission:

(a) ~~ legal state of residence is ---------------
(b) I desire to have my name on my commission as follows:

(Please Type or Print)

(c) My rlate of birth is:-------------------

(Signature)

(Date)

~lai1 comp1etedfonn to:

Wilma Ditter
M/Pt·l/FSP /EE
Room 1140, SA-1
AJD/W
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CHAPTER 42

CONSULTATION

42A. Purrose

This chapter provides the regulations and procedures which govern the
request and approval of consultation by AID Foreign Service and Senior
Foreign Service employees at locations other than their regular duty
post or en route to a new post.

42B. Applicability

This chapter applies to U.S. citizen direct hire AID Foreign Service and
Senior Foreign Service employees and participating agency employees. It
does not apply to experts and consultants, personal service contractors,
or resident hire employees.

42C. Authorities and References

1. Foreign Assistance Act of 1961, as amended, sec. 621(a)
2. Foreign Service Act of 1980, as amended, sec. 903(c)
3. International Security and Development Cooperation Act of 1981,

as amended
4. AID Handbook 22, Travel and Transportation
5. Standardized Regulations (Government Civilians, Foreign Areas)

(for payment of per diem, allowances, and differentials)

420. Definitions

1. Consul tati on. A form of temporary duty (TOY) authori zed for
meetings away from post between AID employees and Government officials
or private sector representatives for the purpose of discussions,
advice, counsel, or planning relating to AID program, personnel or
administrative matter, including TDY for orientation, as in the case of
new employees en route to post via AID/W. Consultation is always
indicated in workdays (not calendar days) in travel orders.

2. Office Head. As used in this chapter, the head of an independent
office who reports directly to the Administrator.

3. Sending and Gaining Offices. As used in this chapter, the
II sending ll office is the employee's current duty or TDY post; the
"gaining" office" is the host office for the consultation.
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42E. Required Approvals

1. No consultation may be undertaken without the prior approval of the
sending and gaining offices. Except as provided in 42E3 below, for con
sultation in the U.S., whether or not in AIO/W, approval of the regional
bureau(s} and offices concerned with the subject matter is required and
advance notice must be provided M/PM/EPM, M/PM/FSP or IG/EMS, as
applicable. Approving officers must ensure that clearances and
coordination among interested parties in AID/Wand overseas have heen
secured.

2. Consultation in connection with separation must be approved by
M/PM/EPM or M/PM/FSP, as appropriate.

3. Mis'sion Directors may approve up to ten days mission-funded TrW to
AID/W without formal AID/W approval, except when in connection with
separation.

4. Except as otherwise limited by this section, the appropriate Office
Head or Assistant Administrator may approve consultation for executive
personnel (see Chdpters 39 and 13 of this Handbook).

5. Except as otherwise limited by this section, the Mission Director
or the sending or gaining AID/W Office head, or designees, propose or
approve periods of consultation in excess of ten days.

42F. Proposing Consultation

Proposals for consultation in AID/W or at an overseas post are made by
telegram or memorandum, providing sufficient information on costs,
purpose, and travel arrangements to evaluate the proposal.

42G. Consultation in Connection With Separation

ConsUltation in AID/W in connection with resignation, retirement or
involuntary separation may be authorized if it is determined to be in
the best interests of the Agency. Such may be appropriate for, e.9.,
Bureau debriefings on projects managed by the employee or briefing of
the designated replacement. Consultation will be limited to the time
necessary to complete official Agency business, but may not exceed
fifteen workdays. The concurrence of the appropriate geographic bureau
and office(s} concerned with the consultation is required.

1. An employee at post who is requesting retirement from AID/W may
include a request for AID/W consultation as a part of the retirement
application (for procedures and approvals, see HB 30, Ch. 3). The
employee1s retirement proposal should identify and justify the requested
consultation period. Consultation must be completed by the effective
date of retirement.

•

•

•

•

•
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2. An employee ..,ho separates at post is authorized direct travel to
the separation residence. However, if it is determined to be in the
Agency's best interests, travel may includ~ consultation in AID/W (for
repayment responsibilities, see HB 30, eh. 8). During such
consultation, only travel and per diem will be authorized since
salary/compensation is terminated as of the effective date of separation
at post. When a post or office considers such consultation necessary,
the head of the initiating office sends the request for consultation to
r'l/Pt,' or IG/EMS, as appropriate. Requests initiated at post must be sent
through the appropriate Bureau. Requests must identify the objectives
of the consultation and proposed itinerary, and justify the period of
time requested.

3. Periods of consultation must be indicated on the separation travel
authorization, which must cite the approving authority, e.g., number and
date of the AID/W cable approving consultation. All travel under this
ser.tion must be performed within the time limits outlined in HB 22,
Travel and Transporation.

4. Nothing in this section shall prohibit personnel who wish to stop
in AID/W at their personal expense from travelling to AID/Won a
constructive cost basis en route to their separation residence.

42H. Responsibilities of the Sending Office

Upon receipt of the appropriate clearances, the sending office briefs
the employee on the purpose of the consultation, itinerary, contacts and
liaison officers; assists the employee with such matters as passport,
visas, travel reservations and immunization; and, advises the employee
concerning procedures for pay, mail and travel vouchers.

\

)

421.

42J.

Responsibilities of the Gaining Office

The gaining office designates a liaison officer who is the central point
of contact for program and administrative matters for an employee on
consultation, e.g., preparing an agenda, scheduling appointments,
reporting time and attendance, providing office space and secretarial
help, securing visas or exit permits and, when the consultation is in
the U.S., coordination with M/PM/EPM for Executive personnel, IG/EMS for
IG personnel and M/PM/FSP for others.

Dependent Travel

Thp. travel of dependents to any location in connection with an
employee's consultation must be in the interest of the Agency and in
accordance with applicable travel regulations. Proposals for dependent
travel must be separately justified, documented and approved in advance.
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CHAPTER 44

DETAILS AND TRANSFERS TO INTERNATIONAL
ORGANIZATIONS - FOREIGN SERVICE

44A. Purpose

This chapter provides the authorities, policies, responsibilities, and
procedures for details and transfers of AID Foreign Service members to
qualified public "international organizations, and for details to certain
agencies and other bodies.

44B. Applicability

1. Detai 1s

Any AID Foreign Service member, other than a career candidate or a
noncareer member appointed under section 309 of the Foreign Service Act
of 1980 (the Act), who is a U.S. citizen, is eligible to be detailed to
an international organization (IO), or to certain agencies or other
bodies. A member so detailed remains an employee of AID for all
purposes throughout the term of the detail, including extensions.

2. Transfers

Any AID Foreign Service member who is a U.S. citizen is eligible to
be transferred to an international organization, except for Presidential
appointees (other than a Foreign Service Officer) and certain personnel
serving in other than career appointments. A transferred member enters
a new position and is separated from AID, except for retention of the
rights and benefits specified in this chapter.

44C. Authorities

1. E.O. 11552
2. The Foreign Service Act of 1980, section 503
3. 5 USC, section 3343 and sections 3581 through 3584
4. 5 CFR, Part 352, Subpart C
5. FPM Chapter 352, Subchapter 3
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•44D. Policy

1. It is the policy of the U.S. Government to assist international
organizations and (under section 503(a)(1) of the Act) certain agencies
and other bodies, to obtain well-qualified U.S. citizens to serve in
their secretariats and technical assistance programs. The law
authorizes and encourages details and transfers of Federal employees as
a \~ay of making them available to international organizations, agencies,
and other bodies in support of this policy.

2. AID actively assists international organizations, and certain
agencies and other bodies, in finding well-qualified U.S. citizen AID
personnel for their programs.

3. Details and transfers of AID personnel to international
organizations shall be made without regard to race, sex, age, color,
religion, or national orgin.

4. Details or transfers to international orqanizations to the extent
possible will be based on the preference, ski11s, experiences,
abilities, and career interests of the AID employee being considered for
the detail.

•

5. AID employees under consideration for detail or transfer will be •
notified by the Office of Personnel Management (M/PM) as soon as
possible and prior to being notified by the international organization.

6. Attachment 44A provides a list of the qualified public
international organizations to which details and transfers may be made
under authority of 5 USC 3343 and sections 3581 through 3584 (formerly
the Federal Employees International Organization Service Act). The
Agency may detail or transfer an employee under the authority of 5 USC
3343 to another public international organization only when U.S. Office
of Personnel Management (OPM), after consultation with the Department of
State, agrees that such other organization is qualified for inclusion on
the list.

7. Career Foreign Service members who are U.S. citizens may be •
assigned (detailed) under section 503 of the Act, not only to qualified
public international organizations, but also to duty in a non-Foreign
Service (including Senior Executive Service) position in the Department
of State or in another agency, or with an international organization,
international commission, or other international body.

3. While the Act does not provide for transfers, Foreign Service
members may be transferred to international organizations, with the
reemployment rights specified in this chapter, pursuant to 5 USC
3581-3584.

•
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44E. Responsibilities

1. Secretary of State

a. Approve~, in cooperation with the parent agency of the
employee, extensions of details or transfers to international
oryanizations beyond the five year limitation specified in 5 USC 3343
and 3581-3584.

b. Defines and specifies the pay, allowances, rost differential,
and other monetary benefits to be considered in determining the basis on
which the equalization allowance is made (see paragraph 44F4c).

2. Administrator, AID

Approves extensions of details beyond the limitation of four
continuous years specified for details assigned under section 503 of the
Act.

3. Office of Personnel Management (M/PM)

Takes action on \lritten requests from international organizations
and from age~cies or other bodies (see paragraph 44D7), for the detail
or transfer of AID employees, and for extensions, unless the total time
(including an extension) would exceed five years (four years in the case
of details under section 503 of the Act).

4. Office of Financial Management, Employee Services Division,
Compensation and Accounting Control Branch (M/FM/ES~/CACB)

a. Is responsible for pay and allowances and related Matters for
employees on detail.

b. Serves as accounting and depositing office for contributions
made by a transferred employee for retirement, health benefits, and
insurance coverage.

5. Employee Transferring Under 5 USC 3581-3584

a. Acknowledges, in writing, notice from AIO concerning benefits,
and states intentions concerning retention of retirement, health
benefits, and life insurance coverage while on the rolls of the
international organization.

b. Remits contributions, as appropriate for retirement, health
benefits, and insurance to the Central Accounting Division (M/FM/CAO),
AID/W Cashier.
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c. Indicates disposition to be made of accumulated and current
accrued annual leave.

d. Forwards annually a completed form AID 410-1, Equalization
All O\"ance Information (Att. 44B), to M/Ft·1/ESD/CACB.

e. Sees that required performance evaluations are prepared by the
organization and forwarded to M/PM in a timely manner (see 44F3f below).

44F. Terms of Details and Transfers

1. A detail or period of transfer in excess of 365 days does not
consti tute a breal: in Federal employment and employees will continue to
be covered by the retirement system to which their appointment with AIn
would otherwise entitle them (transferred employees, see 44F4b below).

2. AID employees detailed or transferred to an international organiza
tion are subject to AID regulations governing employee responsibilities
and conduct, including limitations on political activity, financial
disclosure requirements, and post employment restrictions (HB 24, Ch. 2).

3. Conditions Applicable to Employees on Detail

a. Length of Detail

(1) Details under 5 USC 3343: A member may be detailed to an
international organization for periods of up to five years, which may be
extended for not more than three additional years when the Secretary of
State, at AID's request, determines the extension to be in the national
interest. The initial period of a detail usually is three years or less.

(2) Details under section 503 of the Act: A Foreign Service
member may be detailed to an international organization or to any of the
agencies or bodies specified in section 503(a)(1) of the Act, for not to
exceed four years of continuous service, unless the Administrator, AID,
approves an extension on the basis of special circumstances.

b. Status of Member on Detail

As used here, a detail is the assignment or loan of an AID
Foreign Service member to an international organization or other agency
or body. A member on detail continues to be an AID employee and to draw
pay and allowances from AID throughout the period of the detail. The
member retai ns privi 1eges, ri ghts, seni ority, and all other employee
benefits. Leave is earned and used under AID regulations.

•

•

•

•

•
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c. Oath of Office

The international organization may require a member on detail
to sign a declaration form. Signing this form is not considered to be
in conflict with the member's AID oath of office, provided the
declaration is merely a formal written recognition of the
employer-employee type relationship.

d. Reimbursement for Employee Expenses

A member on detail may be reimbursed for allowances and
expenses by an international organization without regard to 18 USC 209.
A member may not accept reimbursement from both AID and the
international organization, other agency or body, for the same expense.
However, if the reimbursement is less than permitted under AID
regulations, the Agency shall reimburse the member for the difference.

e. Ceiling Charge

Members on detail are counted against the AID position ceiling.

f. Performance Evaluation and Promotion

(1) A member's work performance while on detail shall be
evaluated according to AID regulations. This requirement shall be
contained in the detail agreement.

(2) A member on detail shall be considered for any promotion
for which the member would be considered if serving in an AID position.

(3) Any promotion of a member on detail will be granted on
the effective date of the promotion.

(4) When detailed pursuant to section 503 of the Act, the
member's salary shall be the higher of the salary of the member's salary
in AID Ol~ the salary of the position to which detailed.

'\
4. Conditions Applicable to Transferred Members

a. Length of Transfer

An AID Foreign Service ~ember may be transferred, under 5 USC
3581-3584, to an international organization for a period of up to five
years, which may be extended for not more than three additional years
when the Secretary of State, at AlDis request, determines the extension
to be in the national interest. The initial period of a transfer is
usually three years or less.
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(1) During the period of reemployment rights, a Foreign

Service member who transfers to an international organization retains
retirement, health benefits, and insurance coverage provided the
appropriate contributions are deposited currently with AID. Except for
health benefits, payments and contributions to those funds are based on
the rate of pay the member would have received if he/she had not
transferred. AID will determine this rate. AID must establish when the
transferred member would have received a within-grade increase, or
general pay increase. Also, any promotions made durin9 the period of
transfer. must be taken into account. Health benefits payments depend on
the premium of the plan in which the member is enrolled and type of
enrollment (family or self only). The Agency will ensure that member
payments are adjusted as necessary.

(2) Member payments are considered to be deposited currently
if received by AID before, during, or within three months after the end
of the pay period during which coverage is provided. Failure to deposit
payments currently terminates the member's coverage on the last day of
the pay period for which payments were currently deposited, subject to a
31-day extension of life insurance and health benefits coverage as
provided by regulations. Terminated coverage may not be renewed until
the member actually reenters on duty in a pay status in JUD.

(3) A member who transfers retains coverage and all benefits
and rights to compensation for any work related illness or injury.
However, such compensation may not be drawn from both the international
organization and the U.S. Government.

c. Equalization A110wanc~

(1) Upon reemployment, a transferred member may be entitled
to an equalization allowance. An equalization allowance is defined as
the difference between the specified pay, allowances, post differential,
and other monetary benefits a transferred member receives from the
international organization and the amount which would have been received
if detailed to the international organization from the Federal
Government. Factors considered in calculating the allowance are:

(a) For the Federal Government

~Jet Salary (as defined helm.,,)
Living Quarters Allowance
Post Allowance
Post Differential
Education Allowance

•

•

•

•



AI

Trans. Memo. No. Effective Date Page No.

D HANDBOOK 25 25: 136 March 9, 1987 44-7

(b) For the International Organization

Net Salary (as defined below)
Post Adjustment
Dependent Grant
Repatriation Grant
Education Allowance
Special Post Allowance

The Department of State defines net salary (i) for the Federal
Government, as the amount paid an employee before the deduction of State
and local taxes, but after the deduction of hypothetical U.S. Federal
tax using the standard deduction considering the number of exemptions
and appropriate tax table prescribed by the Department; (ii) for
international organizations, following the Common System of Salaries and
Allowances of the United Nations and Specialized Agencies, as the amount
actually paid to the employee after the deduction of the Staff
Assessment; (iii) for other international organizations, as the amount
actually paid to the employee. In cases where pay is subject to State
and local taxes, this shall be the pay before the deduction of the taxes.

(2) A member who transfers for a period of less than one year
may be paid per diem in lieu of some or all of the above allowances.
Upon returning to AID, the member shall be reimbursed for the difference
between the gross salary, per diem, and allowances (if any) received
while transferred and the gross salary and per diem the memher would
have received on an AID deta"il to the same duty station.

(3) At the end of each calendar year and at the end of the
term of employment, the member must submit a statement of all pay,
allowances and other monetary benefits received from the international
organization; changes in family status and the applicable dates; and
appropriate supporting evidence prescribed by AID to substantiate
me~ber's claim for equalization amounts. This information is submitted
to M/FM/ESD/CACB using form AID 410-1, Equalization Allowance
Information (see Att. 44B). Copies of this form will be given to a
tranferred member at the beginning of the transfer.

d. Leave

(l) A transferred member may elect to retain with AIO all
accumulated and current accrued annual leave for \'lhich the member is
eligible to receive a lump-sum payment; or the member may reauest a
lump-sum payment at any time prior to reemployment with AID. The member
must refund the amount of the lump-sum payment if reemployed by AID
within six months after transfer.
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•(1) M/PM shall request that the international organization
evaluate the work performance of a member on transfer in accordance with
AID regulations.

(2) Aln must consider a member on transfer for every
promotion for which the member would have been considered had he/she
remained in AID.

(2) Annual Leave. Upon reemployment, a member is entitled to
have the period of separation covered by the transfer and the period
necessary to effect reemployment counted as creditable service for
determining the rate at which annual leave is accrued. If not
previously liquidated by lump-sum payment, the member's annual leave
account retained with the Agency at time of transfer is reinstated.
Annual leave earned while employed by the international organization
will not be credited to the member's account upon reemployment with AID.

(3) Sick Leave. Upon reemployment, a member's sick leave
account will be restored to the status at the time of the member's
separation and transfer. Sick leave earned while employed by the inter- •
national organization will not be credited to the member's account upon
reemployment in AID.

(4) Home Leave. Upon reemployment of a transferred member,
AID will restore the home leave account to the status at time of
transfer. The member does not earn Federal home leave credit (5 USC
6305) during service with the international organization.

Leave earned (of any type) while in the employ of an international
organization is not creditable when exercising reemployment rights.

e. Performance Evaluation and Promotion

(3) Any AID promotion granted while the member is on transfer
will be effective the day it would have been effective if the member
were on the AID rolls.

f. Step Increases

The personnel and pay records of a transferred member are
updated to reflect step increases as they become due. Appropriate
adjustments are made in the amounts due from the member for retirement
and life insurance.

•

•
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g. Reemployment Rights

(1) A Foreign Service member who transfers to an
international organization has a right to reemployment in an AID
position such as that held at ti~e of transfer, or to one of like
seniority, status, and pay, and the member may bid on assignments
pursuant to HB 25, Ch. 36 if the following conditions are met:

(a) Member is separated either voluntarily or
involuntarily, at the expiration of or within the period of transfer and
employment with the international organization; and

(b) Member applies for reemployment to AID no later than
ninety calendar days after separation.

(2) Upon reemployment within the above statutory limitations
a member is entitled to have the period of separation covered by the
transfer and the period necessary to effect reemployment, counted as
creditable service for all appropriate Federal employment purposes, such
as determining the rate at which annual leave is accrued.

Attachments:
44A--OPM List of lOs
44B--Equal ization Allowance Form
44C--Summary of Certain Tax Provisions
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ATTACHMENT A

*LIST OF INTERNATIONAL ORGANIZATIONS WITHIN THE MEANING OF
THE FEDERAL EMPLOYEES INTERNATIONAL ORGANI ZATION SERVICE ACT

United Nations and specialized Agencies and
Special Programs of the united Nations

Food and Agriculture Organization
Intergovernmental Maritime Consultative

Organization
International Bank for Reconstruction and

Development (including International Finance
Corporation)

International Civil Aviation Organization
International Labor Organization
International Monetary Fund
International Telecommunication union
United Nations
United Nations Children's Fund
united Nations Educational, Scientific

and CUltural Organization
*united Nations Environment Program
united Nations Relief and WOrks Agency

for Palestine Refugees in the Near East
universal Postal union
World Health Organization
World Meteorological Organization

Inter-American Organization

Inter-American Children's Institute
Inter-American Developrrent Bank
Inter-American Indian Institute
Inter-American Institute of Agricultural

Sciences
Inter-Amer ican Tropical Tuna Carmission
Organization of American States
Pan American Health Organizationl
Pan American Institute of Geography and

History
pan American Railway Congress AssOCiation
Postal Onion of the Amerieas and Spain

Other Regional organizations

caribbean Organization
Colombo Plan Council for Technical Cooperation

in South and southeast Asia

Ipreviously kDOWri as Pan American sanitary
Organization

*Great Lakes Fisheries C~ssion
*North Atlantic Assembly
North Atlantic Treaty Organization
South pacific Canmission

Other International Organizations

African Developnent Bank
Asian Developrrent Bank
*Asian Productivity Organization
*Asian Vegetable Research and Developrrent center
central Commission for the Navigation of

the Rhine
*Carnmission for the Conservation of

Antarctic Marine Living Resources
European Atanic Energy CCIl1IIllIlity
General Agreement on Tariffs and Trade of

the Interim Commission of the Inter
national Trade Organization

Intergovernmental Committee for European
Migration

International Agreement on the Maintenance
of Certain Lights in the Red sea

International Atanic Energy Agency
International Bureau for the Permanent

Court of Arbitration
International Bureau for the Protection of

Industrial Property
International Bureau for the Publication of

eustan Tariffs
International Bureau of weights and

Measures
International Cotton Advisory Committee
*International Council for the Explora
tion of the Sea

International Council of SCientific
Onions and AssOciated unions

International Criminal Police organiza
tion

*International Crops Research Institute
for the semi-arid Tropics

*International Fertilizer Development Center
International Hydrographic Bureau
International Institute for the unification

of Private Law
*International Maritime satellite

Organizations

*Federal Personnel Manual
(Appendix A)
Inst. 322 May 3, 1985
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International North Pacific Fisheries canmission
International Organization for Legal Metrology
International Pacific Halibut Fisheries Commdssion
International Pacific salDDn Fisheries canmi.ssion
International Rul:ber study Group
International secretariat for Volunteer service
International seed Testing Association
International Sugar Council
International Union of Official Travel

Organizations
International Whaling Conmi.ssion
International Wheat Council

Notes

Interparliamentary Union
Organization for Economic Cooperation

and Developnent
Permanent International Association of

Navigation Congress
*5ecretariat to the COnvention on

International Trade in Endangered
species of Wild Fauna and Flora

Suez canal Users Association
The Haque COnference on Private

International Law
*Multinational Force and Observers
*United States-Iranian Claims Ccmnission

(1) The preceding list contains the names of a number of small highly specialiZed
international bodies not maintaining normal secretariats and not expected to require the
full-time services of Federal personnel. They have been included (Xl the list, however,
because they may request the short term detail of a Pederal employt!e and they 00 qualify as
international organizations under Public Law 85-795.
(2) This list ooes oot include SEATO or Baghdad Pact. Although these are international
organizations in which the United States Government participates, assignJIEIlts of Federal
personnel are coordinated by the Department of state and are made under statutory authority
other than Public Law 85-795.
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ATTACHMENT B

EQUALIZATION ALLOWANCE INFORMATION

AUTHORITY
FPM Chap_ 352, Subchapter 3 - Detail and Transfer of Federal Employees to Inmrnational Organizations, and HB 26, Employment and Promo
tion. provide that each employee on transfer is.required to submit to the Agency for International Development at the end of eec:h calender y..r
and at the end of his term of employment (1) a statement, certified by a competent official of the international organization, of payments for pay,
allowances and other monetary benefits received from the internat;onal organization, (2) a statement of any changes in family status and the ap
plicable dates, and (3) appropriate supporting evidence prescribed by the Agency to substantiate the employ_'s claim for equ8llzatlon allowance.

INSTRUCTIO":S
PART I-TO BE COMPLETED BY THE EMPLOYEE AND THE INTERNATIONAL ORGANIZATION
1. Prepare original and one copy.
2. If no changes have occurred in any item since the last report, indicate "No change from previous submission."
3. Item C. Employment Reporting Period is one of the following:

a. For new employees, date salary and allowances commence with the international organization through December 31.
b. For continuing employees, January 1 through December 31.
c. For returning employees, January 1 through date of departure from post.

4. Item K. Show annual living quarters expense (no breakdown needed).
5. Item O. To be certified by an appropriate official of the international organization as to the contents of Item N.
6. Submit original to: Agency for International Development, Office of Financial Management, Employee Services Division, Central Payroll

Branch (FM/ESD/CPB) Washington, D.C. 20523. Retain one copy for personal records.
PART II-ALL SECTIONS ARE TO BE COMPLETED BY THE AID OFFICE OF FINANCIAL MANAGEMENT
Item II.B. To find amount of equalization allowance, take the total from line 6, Item II.A., AID Computed Salary, Allowances, and Differ

"p.ntials, and subtract the total from line 6 in Item I.N., Salary and Allowances/Grants Paid During Period of Employment.

Office of Financial Management is to retain original for official record.

PART I-TO BE COMPLETED BY THE EMPLOYEE AND THE INTERNATIONAL ORGANIZATION

I

/

A. EMPLOY EE NAME B. INTERNATIONAL ORGANIZATION c.~~~ro0riMENTRt:. 'UP'( ," ....
FROM ITO

D. POST OF ASSIGNMEN T (City lind Country) E. DATE EMPLOYEE ARRIVED AT POST F. ~~~roRURINGRE-PORTING

FROM ITO

G. FOREIGN CURRENCY EXCHANGE RATE. (Most lavorable rate 01 exchanl1e at whtch you obtained

~
S 1 U.S. EQUALS

foreign currency. 11 mOl'e than one rate prevailed durinl1 reportlnl1 period. quote and explain In
Item P.)

H. QUARTERS OCCUPIED (Street addresB, city, and I. APT. OR ROOM NO. J. DATE OCCUPIED 1<. ANN UAL LIVING QUARTERS

Country) EXPENSE (U.S. DollarB)

L FAMILY DOMICILED AT POST OF ASSIGNMENT

\

DATE DE- DATE OF
NAME RELA TION- OF PEND- PLACE OF RESIDENCE ARRIVAL

SHIP BIRTH ENCY STREET ADDRESS AND CI TY AT POST

t. %

2. %

3. %

... %

M FAMILY DOMICILED AWAY FROM POST (llapplicable)

DATE DE- DATE OF

NAME RELATION- OF PEND- PLACE OF RESIDENCE DEPARTURE
SHIP BIRTH ENCY STREET ADORESS AND CITY FROM POST

1- %

2. %

3. %

... %

AID41C-1 (5-78)
CONTINUED ON REVERSE SIDE.
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N. SALARV AND ALLOWANCE/GRANTS PAID DURING REPORTING PERIOD OF EMPLOVMENT

ITEM AMOUNT
(U.S. Dollan)

1. NET SALARY (Gross less staff assessment)

2. POST ADJUSTMENT

3. DEPENDENT GRANT

4. REPATRIATION GRANT

5. EDUCATION ALLOWANCE (Kindergarten through 12th grade)

6. SPECIAL POST ALLOWANCE

7. PER DIEM (See HB 25, Chap. 21)

8. TOTAL SALARY AND ALLONANCES/GRANTS PAID ~
10. DATE

9. EMPLOYEE'S CERTIF ICATION (Signature)

P. REMARKS

O. INTERNATIONAL ORGANIZATION CERTIFICATION

_1_'_T_V_P_E_D_N_A_M_E -- 1-2-.-T-'-T-L-E-------------------

_3_'_S_'G_N_A_T_U_R_E 1_4_._D_A_T_E _

PART II-TO BE COMPLETED BY THE OFFICE OF FINANCIAL MANAGEMENT

A. AID COMPUTED SALARY, ALLOWANCES, AND DIFFERENTIALS

AMOUNT EFFECTIVE DATE
TYPE OF ALLOWANCE (L'.S. dollar~) BEGAN ENDED

1. NET SALARY

2. LIVING QUARTERS ALLOWANCE

3. POST ALLOWANCE

4. POST DIFFERENTIAL

5. EDUCATION ALLOWANCE (Kindergarten through 12th grade)

6. PER DIEM (See HB 25. Chap. 21)

7. TOTAL AID COMPUTED -~ i:·( ·>:._i :
.................../> ...... < ....•.•.. .............-:.

B EQUALIZATION ALLOWANCE DUE EMPLOVEE

1. TOTAL AID COMPUTED ~ 4. PERIOD COVERED

~
FROM TO

2. TOTAL SALARY AND ALLOWANCES/GRANTS PAID

3. EQW\L1ZATION DUE ~
AID41~1 (6-78) Back
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SUMMARY OF CERTAIN
PROVISIONS WHICH MAY BE AVAILABLE

TO TRANSFERRED U.S. GOVERNMENT EMPLOYEES

1. Foreign Earned Income Exclusion

a. Personnel who transfer to an international organization and are
employe,d abroad may qual ify to excl ude up to $85,000 of foreign earned
income in 1984, $90,000 in 1985, and $95,000 in 1986 and later years.

b. To claim the foreign earned income exclusion the taxpayer, per IRS
tax guidance (1983 Publication 54), must have forei~n earned income, a
tax home in a foreign country, and must be a U.S. citizen who is:

(1) A bona fide resident of a foreign country or countries for an
uni nterrupted peri od that includes an entire tax year, or

(2) Physically present in a foreign country or countries for at
least 330 full days during any period of 12 consecutive months.

c. If the empl o~'ee I s spouse has "j ncome earned abroad and can meet
either of the above tests, each may exclude such income up to the above
lil~its for each tax year, i.e., a total of $170,000 for 1984, $lRO,OOO
for 1985, and $190,000 for 1986 and later years.

2. Foreign Housing Exclusion or Deduction

a. In addition to the foreign income exclusion, transferred personnel
may also claim an exclusion or a deduction from gross income for a
housing amount if their tax home is in a foreign country and they
qualify under either the bona fide residence test or the physical
presence test (lb ahove).

b. The IIhousing amount ll per IRS 1983 Tax Guidance (Publication 54), is
an amount equal to the excess of reasonable foreign housing expenses
over a base housing amount. The base housing amount is 16% of the
annual salary of a GS-14, step 1, U.S. Government employee, figured on a
daily basis for the days Meeting the bona fide residence test or the
physical presence test. The annual salary is the GS-14-1 salary on
January 1 of the year in which the employee1s tax year begins.



3. Puerto Rico, Virgin Islands, Guam and Northern Mariana Islands

a. Residents of Puerto Rico, the Virgin Islands, Guam and the Northern
Mariana Islands are not entitled to the exemption for U.S. citizens in
possessions, or to the exclusion of foreign earned income, or the
exclusion or deduction of foreign housing amounts under the bona fide
residence or physical presence rules related in lb above.
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•
b. Puerto Rico. Generally, a U.S. citizen who is a bona fide resident
of Puerto Rico for an entire year is not subject to U.S. tax on income
from Puerto Rican sources (this does not include amounts paid by the
United States). However, income from sources outside Puerto Rico is
subject to U.S. tax. Expenses allocable to the exempt income may not be
deducted (see IRS Publication 570).

4. U.S. Government Employees

a. For the purposes of both the foreign earned income exclusion and
the foreign housing exclusion or deduction, foreign earned income
generally does not include any amounts paid by the U.S. or its agencies
to its employees.

b. However, amounts paid by the U.S. or its a~encies to persons who
are not their employees, i.e., contractors, may qualify as foreign
earned income for purposes of exclusion or deduction.

c. If you are a U.S. Government employee paid by a U.S. agency that
assigned you to a foreign government to perform specific services, for
whi ch the agency is reimbursed by the forei gn government, your pay is
from the U.S. Government and does not Qualify for the exclusion or
deduction.

5. Income Averaging

An employee who cllooses to figure tax ,under the income averaging method
mGlY not claim the foreign earned income or the foreign housing
exclusions in the computation year. See IRS Publication 506 for
information on Income Averaging.

6. General Note

It should be emphasized that this is a general and simplified summary of
certain provisions in the tax code which may be of use to employees who
are transferred and who are employed overseas. Each employee's
situation is unique, and the individual should consider the specific
rules. the IRS pUblications referenced herein, No. 54, "Tax Guide for
U.S. Citizens and Resident Aliens Abroad," No. 570, "Tax Guide for U.S.
Citizens Employed in U.S. Possessions," and No. 506, "Averaginq," can be
obtained from local IRS offices and should prove useful to employees in
the exploration of their personal tax situations.

•

•

•

•
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CHAPTER 45

FOREIGN SERVICE ASSIGNMENTS - SPECIAL PROGRM~S

45A. Purpose

1. This chapter provides the policies, regulations and procedures
which govern the assignment of A.I.D. career Foreign Service (FS) and
Senior Foreign Service (SFS) employees under section 503(a)(4) of the
Foreign Service Act of 1980 (FSA), as amended. This chapter also
implements for A.I.D. the Pearson Program, a professional development
program authorized under section 503(a)(4) of the FSA (see 4506 below).

2. The temporary assignment of A.I.D. career FS and SFS employees to
state and local governments and institutions of higher education
normally will be authorized under this chapter rather than the
Intergovernmental Personnel Act (IPA). When such assignments are
authorized under the IPA, the regulations contained in HB 25, Ch. 22
shall apply. .

3. Information concerning assignments under the Joint Career Corps
(JCC) program is included as Supplement 22A to HB 25, Ch. 22. Under
this program, A.I.D. negotiates an "umbrella" agreement with a
university whereby a select number of faculty employees, who are engaged
in fields of science and technology relevant to A.I.D.'s programs in
developing countries, alternate between university and A.I.D. Foreign
Service assignments while retaining their university appointments, and
FS and SFS employees may be assigned to participating universities.

4. For information concerning the detail of career FS and SFS
employees to other Federal agencies or their detail or transfer to
international organizations, see HB 25, chapters 20 and 44, respectively.

'\\ 458. Appl icabil Hy
)

1. Career FS and SFS employees of A.I.D. are eligible for assignment
under this chapter.

2. Eligibility for assignment under the Pearson Program is limited to
U.S. citizen mid-level career employees with at least seven years of
service.

)

)
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3. This chapter applies to the assignment of a career employee in the
United States, the Commonwealth of Puerto Rico, or a territory or
possession of the United States with a state or local government, a
public or private nonprofit organization (including an educational
institution), a Member or office of the Congress under section 503(a)(4)
of the FSA, including assignments under the Pearson Program.

45C. Authority

Sec. 503(a)(4), Foreign Service Act of 1980, as amended

450. Definitions

1. Employing Office. As used in this chapter, employing office means:

a. The Foreign Service Personnel Division (M/PM/FSP) for all FS
and SFS employees employees except as indicated in 45Dlb and c below;

b. The Executive Personnel Management Staff (M/PM/EPM) for
employees assigned to executive positions (see HB 25, Ch. 39); and

c. The Executive Management Staff, Office of the Inspector
General, (IG/EMS) for auditors and inspector, 8S-08.

2. "State" means a state of the United States, the District of
Columbia, the Commonwealth of Puerto Rico, and territories or
possessions of the United States; an instrumentality or authority of a
state; or a Federal- state authority or instrumentality.

3. "Local Government ll means a city, town, county or other district or
suhdivision of a state, including agencies, authorities and
instrumentta1ities of any of the foregoing and any combination of such
units or combination of such units and state.

4. "Instrumentality or Authority" means an organization which: (a) is
qovernment created or controlled; (b) is public and nonprofit; (c) has
some governmental function delegated to it; and (d) is recognized as an
i nstrl/- mental i ty or authority by the state or local government. Publ ic
school districts and other special purpose authorities and districts,
such as housing authorities and those providing water and sewer
services, fall within the definition of a local government
instrumentality or authority.

•

•

•

•
5. IIEducational Institution ll means an accredited private or public
four-year college or university, or a technical or junior college
located in the United States or within U.S. territories or possessions •

•
(~--~)
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6. The "Pearson Programll is a professional development program for
mid-level career employees with at least seven years of service.
Pearson assiqnments are intended to provide: (a) experience in
positions with program direction responsibility, (b) an opportunity to
devp.lop and demonstrate the management skills and breadth of experience
essential for advancement to the senior ranks, and (c) an opportunity
for exposure to current domestic issues.

// 45E. Responsibilities

1. Office of Personnel Management (M/PM) or Inspector General

The Di rector, M/PM, (Inspector General for 85-08), or desi gnee,
approves the terms and conditions of all assignments under this chapter
and signs all Letters of Agreement (see Exhibit 45A).

2. Employing Office

The employing office is responsible for:

\

~/

,
\

\

I
/

a. ensuring that all assignments under this chapter are effected
in accordance with applicable laws, regulations and Agency policies and
procedures;

o. preparing Letters of Agreement for all assignments in
accordance with established procedures;

c. ensuring that all required personnel actions for employees
assigned under this chapter are effected in accordance with applicable
regulations, e.g., processes assignment actions, obtains performance
evaluations, and processes within-grade increases or other pay actions
as appl icabl e; and

d. providing technical guidance to recipient organizations and FS
and 5F5 employees assigned under this chapter.

3. Office of Financial Management (M/FM)

M/FM is responsible for ensuring that all fiscal obligations
specified in a Letter of Agreement executed under this chapter are
satisfied in accordance with applicable laws, Federal regulations and
Agency policies and procedures.

f . \"
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4. Office of the General Counsel (GC)

GC Deputy Counselors on Ethical Conduct and Conflicts of Interest
are available to counsel FS and SFS employees on potential conflicts of
interest and related matters (see 45G below).

5. Emp1oyees

Employees assigned under this chapter (assignees) are responsible
for fulfilling the terms and conditions specified in the Letter of
Agreement.

45F. Policies

1. It is the Agency's policy to support assignments under this chapter
when such assignments provide mutual benefits, including the sharing of
scarce expertise, to A.I.D. and the recipient organization.

2. The number and types of assignments approved under this chapter
will vary depending on the needs of the Agency.

3. The selection of personnel for assignment under this chapter shall
be in accordance with the Agency's policy of nondiscrimination.

45G. Statutory Provisions

1. Liability Statutes

The Federal tort claims statutes and any other Federal tort
1iabi1i~y statute shall apply to all employees assigned under this
chapter.

2. Employee Responsibilities, Conduct and Political Activity

Assignees are subject to the Federal statutory and regulatory
provisions governing ethical and other standards of conduct, conflicts
of interest, suitability, security, and limitations on political
activity (see HB 24, Ch. 2); and to applicable state and local
qovernment statuto~y and regulatory provisions.

45H. Assignment Procedures

1. Genp.ra1

a. Requests for the services of an A.I.D. employee are submitted
to the Director, M/PM (Inspector General for BS-08 personnel), and must
fully describe: (l) the nature of the work and duties to be performed;
(2) any required skills or abilities, e.g., foreign language; (3) pro
posed duration of the assignment; and, (4) proposed funding arrangements.

•

•

•

•
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b. Employees interested in such assignments should contact their
employinq office.

c. Assignments will be processed as details to the recipient
orqanizations.

\ 2. Letters of Agreement

./ a. A Letter of Aqreement between A. I. D. and the reci pi ent
organization (see Exhibit 45A) will be executed for all assignments.

The agreement documents the terms and conditions of the assignment,
including duties of the assignee, fiscal obligations, and employee
benefits. The employing office provides copies of each agreement to the
parties to the agreement, the assignee, and the Budget and Washington
Accounting Operations Division of WFM (~1/FM/BUD and f4/FI~/WAOD respec
tively), and places the original and any supporting documents in the
assignee's Official Personnel Folder.

b. Before an agreement may be effected, full agreement must be
reached regarding allotment and appropriation charges for salaries and
allowances. Financial costs and billing instructions must be specified
in the agreement, including the billinq addresses for both A.I.D. and
the recipient organization; beginning and ending dates of the
assignment; name, grade, step and salary of the assignee; names of
contact persons; and any other pertinent billing information.

c. Any significant changes in the terms and conditions specified
in an agreement must be approved by the Director, M/PM, (Inspector
General for B5-08) and documented with an amendment. The original and
copies of the approved amendment are distributed as indicated in 45H2a
above.

a. An assiqnment may be approved for up to two years, except for
an assignment to a Member or office of the Congress, which normally will
be for one year.

) 3. Duration, Extension and Termination of Assignments

b. Requests for extensions are approved by the Director, M/PM, or
designee, (Inspector General, or designee, for B5-08) and documented
with an amendment which explains the reason(s) for the extension beyond
the original term of assignment. Assignments may not exceed four years
continuous service for any employee. This provision may be waived only
by the head of the Agency.

-... ~
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•

451.

c. An assiqnment may be terminated at any time at the request of
either party, subject to any advance notification requirement specified
in the aQreement.

Asslgnment Provisions

1. Status of Employees While on Assignment

a. A.I.D. employees on detail are considered Ag~ncy employees in
all respects and retain all the rights and benefits of Federal
employment (also s~e 45K helow).

b. Assignees are placed on the Foreign Service Detail Support
complement and counted against A.I.D. IS full-time equivalent (FTE)
ceilinq.

c. Assignees covered under the FS assignment system (see HB 25,
Ch. 36), must submit a Completion of Assignment Report, form A.I.D •
4-253, in accordance with established procedures. Specific guidance
will be provided by M/PM/FSP or IG/EMS, as appropriate. Assignees
suhject to the regulations governing assignments to executive positions
should indicate their preferences for onward assignments as outlined in
HB 25, Ch. 39, Executive Level Assignments - A.I.D. Foreign Service.
Guidance will be provided by M/PM/EPM.

2. Personnel Actions

a. Notification of Personnel Actions, SF-50s, must be processed
to effect, correct, extend, amend and terminate all reimbursable and
nonreimbursable details.

b. A.I.D. reduction-in-force (RIF) regulations and disciplinary
or adverse action provisions, as specified in HB 30 Chapters 2 and 5
respectively, are appl icable to employees on detail.

3. Performance Evaluation, Promotions and Awards

a. The regulations contained in HB 25, Ch. 10, Performance
Evaluation and Rating Program - Foreign Service, are applicable for
empl~yees on detail. Recipient orqanizations are required to complete
the Employee Evaluation Report (Foreign Service), form A.I.D. 420-4.

b. The rp.gulations contained in HB 30, Ch. 5, Incentive Awards
Program, also continue to apply to employees on detail.

•

•

•

•



/\
)

"

)

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 25 25: 140 July 10. 1987 45-7

4. Attpndance and Leave

il. The workweek and hours of duty will be determi ned by the
reciDient organization subject to the applicable Federal regulations.

b. On Federal holidays, ~ssignees are either excused from duty
without charge to leave or, if required to work, may receive holiday pay
or compensato~y time off (see HB 26, Ch. 8, Premium Pay). Members
detailed to a state or local government may be excused from duty without
charge to leave on state or local government holidays, but may not
receive premium pay if required to work. Premium pay must be approved
in advance hy A.I.D.

c. Annual anrl sick leavp continue to accrue in accordance with
the provisions of HB 27, Attendance and Leave. Arrangements for
maintaining leave records, both for earninqs and charges, will be
specified in the Letter of Agreement.

45.1 •

45K.

Funding Provisions

1. Assignments to recipient organizations will be implemented as
either reimbursable or nonreimbursable details. Assignments may be made
on ~ wholly or partially reimbursable basis, includinq payment of
travel, transportation and related costs, basic pay, and supplemental
pay. The recipient organization normally should pay at least 50% of the
total salary costs and 50% of the Agency's share of fringe benefits
costs.

2. Fiscal ob1iqations must he specified in the Letter of Agreement.
Payment by A.I.D. for travel, overtime, or other special charges will be
made only if requested in writing by the recipient organization and
agreed to in writing by the Agency.

3. Indirect or administrative costs assumed hy the recipient organi-
zation include. but are not limited to: charges for negotiating the
agreement. oreparinq and maintaining fiscal records. developing reports
or employee evaluations. tuition credits, office space and furnishings,
supplies. staff support and computer time.

Compensation and Employee Benefits

1. Assignees are pairl hy A.I.n. and are entitled to their Federal rate
of pay. If the rate of pay for the position to which detailed is
higher, the assignee may recpive a supplementary salary from the
recipient organization in accordance with its regulations. If the rate
of pay is greater than the Federal rate of pay received prior to the
assignment, the Federal rate of pay shall constitute the maximum salary
rate which may be considered for retirement purposes.

('~)
~/
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? Coverage of assignees under the Federal retirement, group life
insurance (FEGLI) and health benefits (GHI) programs will continue. The
applicable biweekly salary deductions will continue to be withheld.
Funding arrangements governing A.I.D.'s contributions will be specified
in the Letter of Agreement.

3. Assignees are subject to the policies and procedures contained in
HB 28, Training and Staff Development. The concurrence of the recipient
organization is required for training scheduled during the assignee's
normal hours of duty. Such concurrence must be forwarded with the
training request.

I
"\

•

•
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•
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Attachment 45A

(SAMPLE FORMAT)

Letter of Agreement
Between the

U.S. Agency for International Development
and

(recipi~nt organization)

The U.S. Aqency for International Development (A.I.D.) hereby enters into an
aqrpement for the tempor~ry detail of (name/title) to

(qaininq aqency) . This ass;qnment shall be made on a
rp;mhurs~h'e7 nonrp;mhursahle hasis in accorrlance with the provisions set
forth herein.

PURPOSE:
(Nature of work, iustification for assiqnment)

2. SCOPE OF WORK:

A. nuties and ResDonsihilities of Assignee

B. Controls Over Work

I
j

3. DIIRATION, EXTF.NSION ANn TERMINATImJ OF ASSIGm4ENT:

A. This assiqnment is for the period beqinning _--=(-.;r1..;;;.a.:;.te,;;..):....-_ and
enrlinQ (nate)

B. The ppriod of assi~nment may he extenrl~d for a specific period of
time with the mutual consent of the parties to the agreement and the
assiqnep. An extension must b~ documented with (In amendment.

~- ...........

/)
-_/,/
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4.

c. This Aqrep.ment may he terminated hy mutual consent of both parties,
with reasonable notice to thp. assignee, or upon (no.) days notice in
writinq hy p.ither party of its intention to terminate the a~siqnment.

RIGHTS AND BENEFITS:

A. Thp. workwepk and hours of duty will bp rletermined by thp. gaining
aqencv suhject to applicable Fp.deral regulations.

R. The a~siqnee will continue to accrue annual anrl sick leave in
accordance with the provisions of A.I.O. Handbook 27, Attendance and
Leavp. Use of lpavp. will hp. approved by the supervisor desiqnated for
the period of assignment. The gaininq agency will advise A.I.D. of any
leave taken (indicate method of rp.porting). A.I.O. will maintain the
assi~nee's official leave record.

C. ThP assiqnee's coverage under Federal retirement, group health
benefits and life insurance programs shall continue during the period of
assiqnment. The assignee's sharp. of costs for such coverage will
continue to be withheld from salary. Payment of the employer's share of
co~ts shall be as indicated in 5A below.

D. The qaining aqency shall complete the Employee Evaluation Report,
form A.I.D. 420-4, in accordance with thp. procedures contained therein.

•

•
5. REIMBURSEMENT PROVISIONS:

A. Salary and Frinqp Benefits.

B. Travel, Transportation and Allowances. •c. Ovprtime or Othp.r Special Charqes.

O. Method of Reimbursement.

.l
•
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6. ESTIMATEn COSTS:

,/

\'.... _/

7.

A. I. n.--
Sa1arv
FrinQP Renpfits
Allowances
Travp1/Transportation
Overtime
Sppcin1 Charges

RULES. REGULATIONS AND POLICIES

GAINING AGENCY

. \,

!

A. Thp. assiqnpe is subject to the Federal
statutory and regulatory provisions which govern ethical anrl other
stanrlarrls of conrluct. conflicts of intprest, suitability. security. anrl
limitations on political activity (18 U.S.C. sections 203. 205. 207. 208
anrl ?Oq); anrl to any app1icab1p statp anrl local governmpnt statutory and
requlatory provisions •

R. The Fprlpra1 tort claims statutes and any
other. Federal tort 1iabil ity statute shall apply to the assignee.

C. The rules and policies that govern the
intprna1 operation and management of the gaining agency are applicable to
thp assigneE'.

D. Travel. transportation anrl re1atpd allowances
may be authorizp.d only in accorrlance with the Federal Travel Regulations
wh~n such pxppnses will hp funrlerl (or rpimburspd) by A.I.n ••

) 8. CONTACTS:

Aqpncy for Intprnationa1 Devplopmpnt

Persor,,1p.1 Mattp.rs:
(Name)
(Offi cp)
Room , BuilrlinQ SA-
Agency for Intprnational Development
Washinqton. DC 20523

(Gaining Agency)

J-'.
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Billinq Information
cn1'icp nf Financial Manaqement
Washington Accounting Operations Division
Room , SA-
Aqency-tOr International Dp-vplopment
Washinqton, DC 20523

SIGNATURES:

Agency for International
Dew~1opmen t

•

•
(Siqnature)

(Title)

(nate)

. (Si gnature )

(Titl e)

(Date)
•

•

•
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CHAPTER 46

CAREER DEVELOPMENT PROGRAM

46A. Purpose

1. This chapter provides the policies, objectives, responsibilities
and organization of the AID Foreign Service career development program,
and functioning of the program within the Office of Personnel Mana~ement

(M/PM).

2. The Foreign Service Act provides the framework for this program.
To meet the short and longer term needs of the Agency, the program is
also linked to work force planning, training, assignments, and
promotions. Specific objectives of the career development function in
WPM are to:

a. be a coordinating unit to assist Agency management in
achieving the professional development objectives of the Act, and

b. provide advice and assistance to limited and career appointees
regarding training, assignments, performance, and professional growth
which are compatible with their career aspirations while simultaneously
addressing work force needs of the Agency.

46B. Applicability

This chapter applies to all II.S. citizen Foreign Service (FS) employees
of AID except those assigned to executive positions (see HB 25, Ch. 39)
and Resident Hire employees (see HB 25, Ch. 34).

46C. Authorities and References

1. The Foreign Service Act of 1980 (the Act), sections 101(b)(1),
601 (c)( 2), 703 (a) and 703 (c ).

460. Definitions

1. Career Development. Pursuing the appropriate mix of personal
skills, experience, assignments, training, and performance to assure
orderly professional growth.

2. Career Development Officers (CnO). Experienced AID FS and GS
employees assigned as peer counselor-ombudspersons for FS members within
the personnel management system.



-

Page No. Effective Date Trans. Memo. No.

46-2 March 9, 1987 25: 136 AID HANDBOOK 25

46E. Organization and Functions

1. The AID Career Development Branch (M/PM/FSP/CD) operates within the
Foreign Service Personnel Division (M/PM/FSP) of M/PM. Staff resources
include FS employees with experience in various occupational categories,
and GS employees with expertise in personnel regulations, counseling and
outplacement to provide training and continuity.

2. The Career Development Officers (CnOs) are to:

a. Become knowled~eable of employees' performance, strengths and
weaknesses, personal needs and career aspirations. Information on
employees ~aintained by COOs may include assignment preferences, career
and training plans, special career interests and employee education,
skills and previous experience.

b. Provide information and counseling to assist employees in
achieving their career goals, including:

o Clarifying and formulating career goals,

o Determini~g future assignment possibilities,

o Discussing performance and personal factors that affect
placement or advancement, and

o Recommending specific types of assignments or training to
develop an employee's potential.

c. Participate in the assignment process by working closely with
M/PM/FSP Placement Officers and Bureau Executive Management Officers to
ensure that career-development needs are addressed. A cno has one vote
on the Assignment Board (see HB 25, Ch. 36).

d. Counsel employees with performance related problems,
especially those identified by Tenure, Selection and Performance
Standards Boards.

e. Within Agency training policies and directives, work closely
with M/PM/FSP Placement Officers and the Training Division (M/PM/TD) to
monitor employees' training requests and needs. Approval of training
requests shall include consideration of Agency and individual needs and
shall be coordinated to the degree possible with FS assignment actions.

f. Participate on FS Selection Panels that review employee
qualifications for positions in other occupational categories.

•

•

•

•

•
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g. Provide outplacement counseling for employees separating from
the Agency.

h. Serve as program coordinator for International Development
Interns (see HB 25, Chapters 5 and 5A).

46F. Respons i bi 1i ti es

1. Employee

a. Has primary responsibility for his/her own career development.
j

/ b. Identifies his/her short- and long-term career goals.

c. Seeks assignments with appropriate operational and development
content and bids on them through establ ished Agency procedures.

d. Makes full use of on-the-job and Agency-sponsored training
opportunities designed to upgrade and/or broaden skills and prepare the
employee for specific assignments.

e. Evaluates own performance based on work plans, feedback from
supervisors and formal evaluations to identify areas of performance that
could be strengthened.

f. Seeks counsel and advice concerning career path from
associates, supervisors, and career development officers.

2. Supervi sor

a. Ensures that employee's duties and responsibilities are
clearly defined.

b. Provides employees with regular and candid feedback on
performance, especially areas of weakness.

c~ Ensures that employees are provided opportunities to acquire
skills or correct weaknesses through training and work experience.

d. Provides guidance and advice to employees concernin~ career
path options and expectations.
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3. Career Development Officer (CDO)

a. Serves as a link between AID FS employees and the personnel
management system, and is actively involved in the assignment process.

b. Provides career-related information and guidance to employees.

c. Serves as an ombudsperson for employees.

d. Counsels employees with performance-related problems.

e. Identifies training or work experience which could qualify
employees for occupational categories with expanded career potential.

4. Chief, Foreign Service Personnel Division (M/PM/FSP)

a. Provides overall policy guidance, direction, and leadership
for the career development program.

b. Monitors operational elements.

c. Reports to the Director of M/PM and senior management on the
status, plans, effectiveness and Agency implications of the Propram.

•

•

•

•

•



AGENCY FOR INTERNATIONAL DEVELOPMENT
WASHINGTON. D.C. 20523

AID General Notice
September 12, 1989
GC/EPA
Issue Date: 9-14-89

SUBJECT: Spousal Employment

Because of the importance of spousal employment and the legal
and ethical issues it raises~ we are distributing our June 3D,
1989, memorandum on the subject.

We encourage you to contact GC/EPA or a Regional Legal Adviser
with any concerns or questions you might have. GC/EPA is in
Room 6892 N.S. and their telephone number is (202) 647-8218.

Attachment: Memorandum to Assistant Administrators and Office
Directors from John Mullen, Designated Agency .
Ethics Official, entitled "Conflict of Interest
Guidance on Spousal Employment" (June 3D, 1989).

DISTRIBUTION:
AID List H, Position 5 (1 for every 3 employees) and

List B-1, Position 8

BEST AVAILABLE COpy
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MEMORANDUM

Agency for International Development
Washington, D.C. 20523

JUN 301989

TO:

FROM:

Assistant Admini~Sand Office Directors

DGC, John Mullen '
Designated Agency ics Official

SUBJECT: Conflict of Interest Guidance On Spousal Employment.

I. Introduction

The employment of spouses is one of the most troublesome legal
and ethical areas, especially in overseas Missions.

The state Department Basic Authorities ~ct of 1956
states that any member of a Foreign Service family
gainful employment in a foreign country, unless it
violate applicable law or, as certified in writing
of Mission, could damage the interests of the u.s.
it is A.I.D. policy to encourage the employment of

specifically
may accept
would
by the Chief
Moreover,

spouses.

Nevertheless, all such employment has serious risks including
criminal liability for the employee, if the spouse's employment
interest is not sufficiently insulated from the employee in the
discharge of his or her official duties and responsibilities.
The lines often are not easy to draw. This guidance attempts
to delineate the situations in which the employee is at risk.

Please distribute this guidance to the employees in your bureau
or office.

II. Applicability and Scope

A. This guidance applies to:

1. All A.I.D. employees in A.I.D./W and overseas [e.g.
GS,FS, AD, individuals employed under personal
services contracts];

2. Individuals assigned to A.I.D. under the
Intergovernmental Personnel Act; and
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3. Government employees detailed to A.I.D. from other
federal agencies, e.g. PASA/RASA employees.

B. This guidance does not add new standards or regulations
beyond the current conflict of interest statutes and standard
of conduct regulations. It only attempts to explain their
application to one specific area - spousal employment.'

III. Applicable Statutes and Regulations

A. 18 USC 208.

The principal conflict of interest statute in this area is 18
U.S.C. 208. Section 208 is a criminal statute dealing with the
conduct of a Government employee in an official, as
distinguished from a personal, capacity. Subsection (a) of
section 208 prohibits a Governmental employee from
participating personally and substantially as such in any
matter "in which, to his knowledge, he, his spouse, minor
child, partner, organization in which he is serving as officer,
director, trustee, partner or employee, or any person or
organization with whom he is negotiating or has any arrangement
concerning prospective employment, has a financial interest".

Section 208 is set forth in its entirely as an attachment to
this memorandum.

There are several points about section 208 that should be
stressed: :

1. While a Government employee who also has
non-Governmental employment is barred by section 208 from
participating in a matter in which his outside employer has a
financial interest, the employee is not barred from a matter in
which his or her spouse's employer has such an interest, unless
the matter would affect the spouse's financial interest, e.g.
the size of the spouses salary or continued existence of the
spouse's position.

2. The statute prohibits any personal and substantial
participation. The fact that an employee does not have final
decision-making authority is not a legal defense.
Participation takes many forms e.g. clearance, advice,
recommendation or investigation. "Substantial" means that the
employee's involvement must be of some significance to the
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matter, or provide a basis for a reasonable appearance that the
~£nvolvementhas such si~nificance. "Personal" is not limited
to the employee's own direct participation; it includes
participation of a subordinate when actually directed by the
Government employee.

3. The statute does not require proof that there was
actually a financial gain to the employee or loss to the
Government.

4. Similarly, the statute does not require proof that the
employee thought that his conduct was illegal. The fact that
the employee did not think there was a conflict between his
Government employment and his or her private interest is
irrelevant. Thus, the mere fact tha~ the employee engaged in a
prohibited activity is sufficient to cause liability under the
statute.

B. The Nepotism Statute - 5U.S.C. 3110.

Section 3110,commonlyteferred to as the "nepotism
statute", provides that an employee may not appoint, employ,
promote, advance or advoca t·e for appointment, employment,
promotion or advancement in the employee's agency certain
relatives of the employee, including spouses.

C. Slinda..r.rL..Qf Conduct Regu 1at ions.

1. The joint A.I.D./State/USIA sCandard of conduct
regulations are codified at 22 C.F.R. Part 10 and are found in
Handbook 24, Chapter 2, Attachment 2C. The regulations
prohibit actions that might result in, or create even the
appearance of, certain improprieties or conflicts of interest.
Included are the use of public office for the private gain of
oneself or others, giving preferential treatment to any person
or organization, losing independence or impartiality, and
adversely affecting the confidence of the public in the
integrity of the Government.

2. Ignorance is no excuse. Employees are under a duty
to know where their spouses are employed and the nature of the
work, particularly whether their spouse's duties relate in any
way to A.I.D.activities.
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IV. l1e_tOQds.--.f.Qr Resolving Conflicts of Interest

Conflicts of interest are resolved through disclosure,
disqualification, reassignment, waiver, approval under the
standard of conduct regulations or divestiture.

A. Disclosure. The single most important principle
applicable to all conflicts of interest, including spousal
employment, is up-front, full disclosure of any possible
conflict. Full disclosure before the fact permits appropriate
Agency officials to work with the employee and spouse to reach
a proper resolution.

B. Disqualificati..Qn. The next step is disqualification from
participating in any matters affecting the financial interest,
In many cases disqualification is enough to resolve any
conflict issues, The disqualification should be in writing.

C. ~~nment. While disqualification is often enough
there may be instances where the employee's involvement or
participation is operationally necessary. In such cases the
Agency may take additional steps to resolve the conflict. One
option is to reassign the employee to a new position which
doesn't have duties or responsibilities involving the spouse's
employment.

D. ~iy~. Another option is a waiver of section 208
pursuant to section 208 [b]. Subsection (b) permits a waiver
if there has been full disclosure of the financial interest and
it is determined that the interest is "not 50 substantial as to
be deemed likely to affect the integrity of the services" of
the Government employee. Waivers under section 208 [b] are
processed by GC in its role as the Agency's Ethic Official for
decision by the Administrator. Generally spousal employment is
too substantial an interest to support a waiver under section
208 for participation in matters that would have a direct and
predictable effect on the spouse's employment.

E. APProval under the Standard of Conduct RegulatiQns.
Where participation would not involve section 208, i.e. where
the participation does not have a direct and predictable effect
on the spouse's financial interest, and raises 2nlY standard
of conduct issues, participation may be approved by the Agency.
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F. Divestiture. Where the employee's continued
participation in the matter involving the financial interest is
~ssential and the conflict issues cannot be resolved by waiver
or approval, the Agency can order divestiture. In the case of
spousal employment it means that the Agency can order the
employee to terminate the spousal employment.. Divestiture,
especially in cases of spousal employment, is a drastic remedy
and is used only when the other options are not feasible. But
it is available to the agency and employees should be aware of
it.

G. Disapproval of Spouse's Employment. While not a
traditional means of resolving conflicts, there is one
additional option. If the Agency has approval rights over the
contractor or grantee employees (e.g., key personnel clause)
the Agency could disapprove a spouse's employment in order to
resolve a conflict between the employee's duties and
responsibilities and the spouse's employment.

v. ~lication of Statutes and Regulations to Spousal
Employment.

Spousal employment can be divided into two categories:

1. Where the spouse is an employee of the U.S. Government
(e.g. as part of a tandem assignment, under a resident-hire
appointment, or as a PSC) or is direct contractor with the
agency (e.g. under a purchase order), and

"
2. Where the spouse is an employee, consultant or

subcontractor of, or has some other business relationship with,
an entity doing or seeking business with A.I.D. (e.g. employee
of an A.I.D. contractor/grantee or A.I.D. - financed host
country contract).

A. Spouse Employed by the U.S. Government.

1. Unless approved by the agency, an employee may not
participate in the following matters involving his or her
spouse:

a. establishment of a direct hire or PSC position
for which the spouse may reasonably be expected to be a
candidate.



-6-

b. Evaluation or selection of candidates for a
position for which the spouse has applied.

c. Direct supervision of spouse, i.e. immediate
supervisor.

d. Rating or reviewing a spouse's performance.

e. Review of spouse's EER as a part of a Mission
review board (Employees could be on the board but would have to
leave the board's proceedings when the spouse's EER was
discussed).

f. Promotions, awards or performance pay.

g. Disciplinary actions.

h. Disputes involving spouse's compensation,
allowances and other fringe benefits.

i. Grievances.

j. Approval of travel or training.

3. An employee may participate in routine ministerial
acts involving the spouse's employment.

~ffiQ1e: A controller in a Mission could certify the spouse's
salary for payment as part of 'the regular payroll of
the mission or could sign a travel order certifying
funds availability. On the other hand, an employee
could not approve a spouse's travel orders or become
involved in a.dispute involving the spouse's salary.

Exampl~: The Mission Director is the only contracting office
at post. His spouse has been selected to be fill a
PSC position. He has not participated in the
selection process. May he sign the contract? No, he
may not unless he gets a waiver under section
208(b). Signing a contract is not a ministerial act.

4. If the spouse's position is not directly and
predictably dependent upon the continuation of a particular
project or activity, the employee may participate in the
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substantive work being performed by a spouse, such as project
design, approval and implementation documents. Direct hire
positions, almost always, are not dependent upon the
continuation of a particular activity.

Example: Mission Director and spouse are both career members
of the Foreign Service and have been given a tandem
assignment. The spouse is a project officer in
mission's Health and Nutrition Division and is
responsible for a proposed Primary Health project.
Mission Director may attend design and review
meetings, approve and clear project design and
approval documents drafted by spouse and otherwise
fully participate in project process.

5. If the spouse's employment is directly and
predictably dependent on a particular project or activity, the
employee should not participate in matters that would have an
effect on the continuation of the project, unless approved by
the Agency. Thus, in the previous example, if the spouse were
a PSC hired to work on the Primary Health project (instead of
being a permanent project officer), the Mission Director could
not deal with the substance of the Primary Health project
unless approved by the Agency.

B. Spouse Employed by, or Having a Business Relationship
with, Firms Doing or Seeking Business With A,I.D.

1. Employment of spouses by A.I.D. contractors, grantees
and the like is a not as clear cut as A.I.D. employment.
Section 208 does not prohibit an employee's involvement in
matters in which a spouse's employer has an interest, unless
the matter directly affects the spouse's employment interest.
However, participation by the employee in matters involving a
spouse's employer may raise conflict issues, such as the
appearance of giving preferential treatment, using public
office for private gain or losing independence or impartiality,
even when the matter does not affect the employment interest of
the spouse. Because of the likelihood of participation
resulting in or creating the appearance of a conflict an
employee should disqualify him or herself from any matter
involving the employer of his or her spouse, even if the matter
does not directly involve the spouse's employment, unless
approved by the Agency. The employee should disqualify him or
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herself during the any negotiations for such employment as well
as actual employment.

2. If the matter will have a direct and predictable
effect on the the employment interest of the spouse, e.g. the
size of the spouse's salary or continued existence of the
position occupied by the spouse, the employee is prohibited by
section 208 from participating in that matter, i.e. Agency
approval for participation is not possible.

C. Agency Criteria for Approval under Standard of Conduct
Regulations.

The focus in conflicts involving spousal employment is not the
spouse's employment. The focus of the statutes and regulation
is the employee's participation in matters affecting that
employment or creating the appearance of a conflict. Except
where divestiture is necessary, the issue is not whether or not
the spouse can be employed. The issue is what can the employee
be involved in or what conditions should apply to the
employee's participation.

1. Disqualification, reassignment, or divestiture can be
difficult, and, in some cases, may not be necessary or
operationally realistic. Therefore, while the standard of
conduct regulations states a general rule prohibiting
participation in matters affecting spouse's employer, the
Agency has the discretion to consider the facts of each case
and approve other arrangements for avoiding conflicts.
Sometimes the potential conflict or appearance is so remote,
that disclosure and Agency approval is all that is necessary.
Again, disclosure is the key.

2. In deciding whether to authorize an employee's
participation in a particular situation, the following factors
are considered:

a. nature of spouse's employment (career, temporary,
subcontractor);

b. duties and responsibilities (clerical/
professional);

c. expectation of future or continued employment;
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d. position of employee;

e. effect of action on operations or financial
position of spouse's employer;

f. the need for the employee's participation;

g. oversight and checks-and-balances in the
decisionmaking process, including what additional oversight and
checks .and balances are needed if the employee is to
participate.

Example. Employee is the Mission's program officer and his
spouse is employed as a short-term consultant a
contractor under an A.I.D. project. The employee
could be authorized to participate in general program
issues and actions as a) a letter to the host
government requesting the host government's request
for assistance for the project, on which the
contractor is or may be working; b) Mission project
design and approval schedule; or c) issues which have
a general effect on project portfolio, e.g. exchange
rate. The employee could also be authorized to
participate in specific project issues but only where
there are overriding operational considerations that
require his or her involvement.

D. Procedures for Approvals and Waivers.

1. It is important to note that choice of options is not
the employee's; it is up to the Agency. The employee's duty is
to disclose and to disqualify him or herself until given
permission by the agency to participate in matters affecting
the spouse or a spouse's employer.

2. For the Agency as a whole, the central point of
contact for conflict of interest issues is the General Counsel,
his Deputy and the staff of GC/EPA. Overseas, it is the
Principal A.I.D. Officer and the Regional Legal Advisor.

3. In A.I.D./W, an employee's participation in matters
involving a spouse or a spouse's employer are approved by
GC/EPA. Overseas, the Principal A.I.D. Officer can approve
such participation for Mission employees, other than the
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Principal A.I.D. Officer: provided, it does not involve a
waiver under section 208 and, there has been consultation with
a Regional Legal Advisor or GC/EPA. Actions involving the
Principal A.I.D. Officer or a waiver under section 208 should
be referred to GC/EPA.

4. It is imperative that disclosure, disqualification
and approval be in writing. It may be common knowledge to
those at the Mission or the A.I.D./W office that a spouse is
employed by a particular firm. But what is often unclear is
whether or not the employee disqualified him or herself,
whether or not the employee received approval to participate,
and what were the conditions governing the participation.

•



..

~ -==
USAID

U.S. At ;I:NCY lUll

INn-ltNA"II()NAI.

DEVEI.tWMI'.NT

AID General Notice
FAlHRDMlPPM
Issue Date: 6-3-93

•

SUBJECT: Transmittal of the Revised Foreign Service Promotion Precepts,
Supplement 40C to Handbook 25, Chapter 40

'rhis Notice transmits the revised Foreign Service Promotion Precepts. The 1994
Selection Boards will be the first Boards to apply these Precepts. We envision this
document as one that raters, reviewers and rated employees will refer to often over
the course of the rating year.

Our goals for this revision were modest. We have already begun work on a much
more ambitious next step which includes redesigning the Employee Evaluation
Report, (EER) form. We expect to have the draft proposal by year's end.

The attached Precepts establish a clear link between the fulfillment ofwork
n~quirements(continuing responsibilities and specific objectives) and promotion
recommendations. Also, they incorporate the July 1992 EER skills category changes.
In concert with those changes, they place increased emphasis on accountability,
managing for quality results, stewardship of resources, valuing multi-cultural
diversity, collaborative and inclusive team orientation, and team-building.

Some other major changes included in the attached Precepts are:

o

o

o

o

Expanded guidance on support of the Agency's Equal Employment
Opporhmity Program which lists examples of specific steps
employees can take.

Guidance to Selection Boards on giving due weight to service
overseas, 011 Selection Boards, and in non-geographic bureaus.
Describes for the first time the Agency's ideal timeframes for service
in Washington and overseas recognizing that the ideal is not always
possible.

New section un special considerations for promotion through the
mid-level classes up to Class 1 that provides some demarcations
between the dasr::cs. Enhanced guidance on the special
consideratj(\l\H li'l' the Senior Threshold and Senior Foreign Service
Relection BOllnlR.

New emph<lf\is on the need to serve in two or more geographic regions
and a non-gcogrn\)hic bureau. Such diversity of assignments is
essential for deve opment of executive potential.

320 TWENTY-FIRST STREET, N.W., WASIIINGTON, D.C. 20523
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o Elimination of the Selection Board's authority to recommend
employees for Meritorious Service Increases (MSIs.) Beginning with
the 1993 Foreign Service Performance Awards, only Pool Managers
will have the authority to recommend employees for MSls. This
moves the decision on MSls, a performance award, closer to the
people actually observing the performance and corresponds directly
to the way the Civil Service counterpart -- QSls -- are handled.

.. :. ..,

These are just some of the changes. We strongly encourage raters, reviewers and
rated employees to take the time to read the entire Precepts, especially Paragraph 3,
"Conceptual Framework for Developing a Composite Picture." Please direct any
questions regarding the Precepts to Maribeth Zankowski., FA/HRDM/PPM.
Ms. Zankowski may be reached by telephone at 202-663-1433, by fax at 202-663-1268
or bye-mail.



Handbook 25, Chapter 40,
Supplement C

PRECEPTS FOR PROMOTION

A. Purpos.e

Annually, the A.LD. and IG Selection Boards assess the performance of Foreign
Service (FS) and Senior Foreign Service (SFS) employees, rank order those
qualified tor promotion and identify those whose relative performance places
them in the low-rank zone. This supplement specifies the qualities and
capabilities considered essential for successful performance and advancement.
As such, they also provide employees with useful guidance for improving their
performance and planning their careers.

The Agency is further developing the competencies needed at each salary class
level which will provide even greater guidance to Boards and more career
direction to employees. This revision is the first step and serves as the
foundation. It responds to the Boards' stated need for more specific criteria and
the June 1992 change in the EER skills areas.

Each year, afl.er review of employees' performance evaluations, Boards
recommend changes to the promotion precepts given below, as part of their
responsibilities. Employees may also make precefts improvement suggestions at
any time to HRDMlPPM. The Agency may use al such sources when it
periodically revises and updates the precepts.

B. All,t.bm:.ity

Section 603, Foreign Service Act of 1980 (FSA), as amended.

C. Th~LEmp-loy~~ .Ey.~lu!;\ti~H:LReport (EER) as a Basis for Management Action

The employee evaluation system must produce information that will form the
basis and documentation to support management decisions in the following areas:

1. Promotion

(a) Promotion considerations and recommendations are based solely on the
employee performance evaluation process. Selection Boards are asked to
recommend for promotion those employees who have clearly
demonstrated the ability to perform at the next higher level and have
disphWed considerable potential for continued growth. Projection of this
potential growth is by far the most difficult aspect of the Board review
process.

(b) In making promotion recommendations, Boards shall be guided by the
criteria provided in section E below and information contained in the
employef~·p. (waluatioll file. Performance is only one factor in arriving at
a cOlllpof-:if,e picture of an employee's ability to perform at the next
high(',- h·'v(,1 and potential for continued growth. The composite picture
must cOlllhine the quality and level of performance to date with the
acq"i~iti()nof1mowledge in A.I.D.'s work, the maturing of core skills,
and personal attributes necessary for successful performance at the next
highm-level an(I beyond.
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2. Pay Adjustments Within-Class

The performance evaluation system must provide specific performance
information that can serve as a basis for pay determinations for within-class
increases and executive schedule increases. The next scheduled within-class
increase of an FS employee referred to a PSB will be withheld if the PSB
determines that the employee's performance did not meet the standards of
his/her class (see HB 25, Ch. 40). Similarly, the basic salary level of an SFS
employee may be maintained at the current level or adjusted downward if a PSB
determines that the employee's performance marginally met or did not meet, the
standards of Ills/her class (see HB 25, Ch. 38C).

Employees in Class 1 and below whose performance meets or exceeds the .
standards of their classes will receive their next regularly scheduled increase.
SFS emploxees, whose performance meets or exceeds the standards of their
classes, will receive their next regularly scheduled executive salary increase if
they are ranked in the upper two-thirds of their class (see HB25, Chapter 38,
Supplement B for additional Board guidance.)

3. Meritorio1.!$~rvice Increases (MSIs)

Beginning with the rating period ending March 31, 1993, MSls will be granted
9nly as part of the Agency's FS Performance Award Program. Employees will no
longer be able to receive an MSI from Boards. This will more closely align the FS
Award program with its counterpart, the GS Performance Management System.
In essence, all performance pay decisions will be made by those closest to the
performance of the rated employee.

For employees in classes FS-9 through FS-l, "exceptionally meritorious"
performance during a rating period may b~ rewarded with a within-class increase
(MSI). The performance evaluation system must, therefore, produce the
documented evidence that performance was "exceptionally meritorious." An MSI
is based on performance during the current rating period.

4. Selection Out for Relative Performance

A career employee may be selected out for failure to meet the standards of
performance established for that employee's class (Section 608, Foreign Service
Act of 1980, as amended, hereafter referred to as the Act.) The Employee
Evaluation Report form (EER) is the principal documentary evidence for
Selection, Performance Standards, Special Review and/or Grievance Boards'
recommendations and decisions regarding selection out. It is the responsibility of
rating and reviewing officers to accurately, precisely and candidly describe
employees' performance in EERs. Information generated from each employee's
evaluation file must provide a meaningful distinction between individual
performances to justify and document selection out decisions.

Selection Boards first identify those employees who are least competitive with
their peers relatively speaking. Upon completion of its Selection Board duties,
the Board reconvenes as the Performance Standards Board (PSB) to determine
whether those employees who are relatively least competitive with their
classmates meet or fail to meet the standards of their class.
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5. Ye:rfQrm~U1l.;ePE\y_B~nQ@s -- FS and SFS

Selection Boat'ds will make SFS performance pay and Presidential Rank award
recommendations based on the EERs in the employees' evaluation files. Pool
managers will make FS performance pay decisions based on the most recent
EER Handbook 25, Chapter 38B gives the precepts for BFS performance pay
and Presidential Rank award recommendations by the Boards. Handbook 25,
Chapter 40E contains the regulations governing the FS (Classes 1 through 9)
performance pay bonuses.

D. Basis fOl'_Promotiou iJtA.LI1

1. Uasis_f1ll'_PrQffiQtiQll

Boards will nwiew all eligible employees QnJ;b~J>asisof relative meriJ for
promotion to the next higher grade or for possible selection out due to relative
performance (i.e., failure to meet standards of the employee's class.) These are
the most important Board functions. Boards should exercise these
responsibilities with care and discernment.

Boards, withQ1JtJm.Qwl~.d~ofthenumberJ>Lpromotion opportunities available,
will identify for promotion employees who have clearly demonstrated the
potential to pm'form at the next higher level (i.e., higher than the employee's
personal rank) and have displayed considerable potential for continued growth.

Promotion is recognition that an employee has consistently and clearly
demonstrated the potential for performing the duties and responsibilities of a
higher level {'osition (i.e., a position of a higher rank than the employee's
personal rank.) It is not a reward for prior service, $1lthoqgh th-!U>~orrn_an5,:e of
pre~~At@dllaJ?tHdJJti~~j~Jm_im.n~tm.di~atorin determin.ing whetheJ:" an
ernf!QX.e~;LbJ!B.dev.eloped the . ie needed for succe fu1 erformance at
big_exi~vels.

A primary prerequisite for demonstrating potential is the consistent fulfillment
of work requirements (performance plan/work agreement). The fulfillment of the
entire work agreements (continuing responsibilities and specific objectives), as
modified, for the period under review is a minimum prerequisite for a promotion
or SFS performance pay recommendation by a Selection Board. The work
requirements' specific objectives must be results or product oriented. It is
expected that work agreements will be modified through the rating period. How
an employee responds to extenuating circumstances and shifts in priorities is an
indication of the employee's flexibility and resourcefulness.

2. E.ligible..EmvlQyees

All career, C~ll·ppr c:HHlidate, and resident hires employees are eligible for
consideration Rp~i.denthires may only be promoted if their personal rank is
lower than HlP grnde of the position they occupy. All career candidates are
eligible for review Ul11~s they were hired as an IDI and have not graduated from
t.he IDI progr:nn liS of the last day of the rating period (March 31) which ended
immediately priolo to the convening of the Selection Board.
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Ifan employee was promoted by an IDI graduation board at anytime during the
rating period that concluded immediately prior to a Selection Board sitting, then
the employee is not eligible for promotion by that Selection Board. For example,
if an IDI was promoted and graduated from the IDI program during the period
April 1, 1992 through March 31, 1993, then that employee could not be
recommended for promotion by the 1993 Selection Board. The employee would
be reviewed by the Board for relative performance (Le., next WIe increase
eligibility), even though the employee is not eligible for promotion.

The Board will not consider any employees who at the time it convenes have
received notice of involuntary separation or postponement of mandatory
retirement for expiration of time-in-class limitations. Ifemployees retire, resign,
or separate while the Board is in session, their fues will be withdrawn from
promotion.

Non-career employees (who are not resident hires) will not be reviewed by the
Board. Employees serving on non-career appointments are hired to perform the
duties of a single, specific position for a defined period of time with no formal
expectation of a career with the Agency. Therefore, their performance files are
unlikely to contain the breadth of documentation necessary to demonstrate the
potential for performing at the next higher class. Moreover, given the limited
number of promotion opportunities available in each class, the fact that career
employees are subject to time-in-class limitations, and the Act requires flow
through the ranks for career employees, there are no promotion opportunities
available to non-career employees.

E. Guidance to Sdection Boards

1. General

The following guidance provides the conceptual framework and limitations
within which Boards shall develop their procedures for comparative rankings.

One of the Boards' most important functions is the assessment of the long range
potential of the employees they review. Boards shall recommend for promotion
thQS~Le..m.R1QYeeswho..h.ave evi_d~_Ilc..e~sideJ;:Mk.lontrange potential for .
~Q_p.1LIJ.ui_uur9jytlL~uld...wlliLs.e r~rds of sustained hif performance indic~h~J,h~
ability_t2-~rformat.~.hi~herlevel now (Le., at a leve higher than their current
llerSQn.a! rank.) As a minimum, employees must fulfill their work agreements as
modified for the period under review in order for the Board to consider them for
promotion.

BQard_me.mb~!JUlhouldview Board service as integral to their development and
adv~mentin the Agency and should regard Board responsibilities and
P-rQ~edingswith utlllost seU.9usneJlli.. These responsibilities include an ';qUit8 ~: ..
weighing of performance data reviewed by the Boards and a positive discounting
of any apparent hias or unfairness, either conscious or unconscious found. in tlle
performance data.

2. E(ltIf\Ji,ty..of C.Q_n~id~r~tiim

Boards shall compare all employees solely on merit with complete fairness and
justice. In this respect, Boards shall not discriminate against any employee,
directly or indirectly, for reasons of race, color, religion, sex, age, disabling
condition, national origin or means of entry into the Service.
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The Board members will be briefed by the Office of Equal Employment Programs
(EOP) on EEO matters before they begin their deliberations. The performance
rating process shall be insulated from irrelevant or improper influence.
Stereotypes, group assumptions and sexist or ethnic comments shall not affect
evaluations. [f a Board discerns such unfairness in an evaluation file, it shall
discount the statement or implication and refer the matter to the Director,
FAlHRDM/PMES or IG/RM, as appropriate, or designee, and the Director, EOP,
for correction of the file or other appropriate action. If a Board member discerns
such unfairness or bias on the part of another Board member, the member should
bring hislher concerns to the immediate attention of the Directors, HRDM and
EOP for appropriate action.

3. .CQl!~~.p-t.ll~Jl'ramework for Developing A Composite Picture

In developing procedures for assessing ability to perform at the next higher
salary class and potential for considerable continuing growth, Boards will be
guided by the following conceptual framework for developing a composite
picture. There are four factors to be considered:

o Achievements in the Designated Core Skills Areas;
o Understanding of and Ability to Advance the Agency's Mission;
o Past I'erformance; and
o Rating and Reviewing Officers' Judgment ofPotential.

a. Acbievemenj;sjn.the Desilmated Skill Areas

In developing a process for comparative ranking of employees, Boards should
rust consider the skills areas specified in the Employee Evaluation Report
(EER) form instructions. These are the skills which the Agency has
identified as essential for success in carrying out the Agency's mission. The
skills ~re: professional, leadership, operational, interpersonal, and
superVIsory.

Continuing development of core skills is essential to an employee's success in
accomplishing annual work requirements. In tandem, developing core skills
and successfully fulfilling annual work requirements as modified are the
keys to realizing executive potential. Persistent weakness in any core skill
area will normally preclude advancement and could lead eventually to
selection-out for relative performance.

Many of these skills can be learned and the Boards in their reviews should
be looking not only for basic ability in the appropriate skills but for an
indication of progress in increasing and improving skills. The Agency
expects that its employees will improve and increase their skills. If the
employees are fulfilling this expectation, it is a good indication that they are
meeting the needs of their professional area and/or showing the capacity and
potential for progressing up the career ladder.

Nearly n11 employees have program or project management responsibilities.
Therefon'. Boards shall pay particular attention to the possession and
application of implementation skills. For example, does the employee
demonstrate a knowledge of and effectively use the implementation
processes (contracting for services and goods, grants to organizations and
individuals, contractor or grantee oversight, participant training, financial·
management) for acquisition and administration of these implementation
instruments through operational planning and monitoring?
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NB: Overarching all the skills areas is support of the A.I.D.'s Equal Employment
Opportunity Program which is mandated by statute and Executive Order. It
represents an integral part of the Agency's human resources management program.
Employees can take positive steps in support of this program by acting on affirmative
employment objectives in hiring, promotions, and assignments. Below are but a few
illustrative examples of how employees can support the Agency's EEO program.

For example:

o

o

o

o

o

o

o

o

o

insuring that all employees are given career enhancing assignments and
training opportunities on an equitable basis;

insuring that all staff are briefed on EEO principles and expectations;

providing thoughtful career counseling;

assuring staffof a work environment free of sexual and racial
harassment or prejudice;

insuring compliance with discrimination complaints regulations;

insuring that employees receive the appropriate recognition for work
done on an equitable basis;

applying EEO principles and policy in daily work by including minority
and female colleagues in office/bureaulmission decisions for example,
mission o~jectives,mission planning, mission budget;

demonstrating leadership in appreciation and valuing multicultural
diversity both with regard to dire-:::t hires and foreign service nationals;

taking actions that reflect fair handedness, respect and courtesy with
issues related to foreign service nationals, e.g., religious holidays, gender
equity in assignments, culture and traditions.

Boards must assess each employee's technical,!rogram and/or
administrative skills. Specifically, Boards nee to evaluate:

o

o

skill in applying functionaJlarea/technical knowledge, i.e., the employee's
ability to adapt knowledge of the particular setting and translate this
knowledge of his/her technical, program and/or administrative skills into
results that. support Agency and organizational objectives; and

level. of employee's expertise 1.·n a designated professional discipline
including t.he degree to which the employee remains abreast of
dew-'Jopments in -the employee's discipline.

Le~derahip Skm.s

The exercise of various leadership skills is required in all positions and is not
confined to supervisor/subordinate relationships. Board members are to
assess those aspects of leadership described below that are appropriate to
the employee's assignments. Specifically Boards must determine the:
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o

o

o

o
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Effectiveness in establishing direction, in accomplishing objectives
(results), and in motivating and inspiring others -- leading to change
that is constructive and adaptive.

Ability to objectively evaluate and analyze new concepts; to understand
the complexities and intricacies of the political, economic and cultural
setting; and to develop effectiy~ and innovative operational and/or
program strategies appropriate to the setting.

Degree to which employee influences and contributes to the development
of the organizational vision and policies; project development and
implementation; and/or operations.

Willingness to take initiative, risk and responsibility.

Skill in presenting and defending interests; in defending arguments; and
in resolving a problem in a sensible and persuasive manner, including
the capacity to consider all options and then to make decisions
acceptable to the key parties (conflict resolution).

Degree to which the employee demonstrated determination, energy, and
confidence.

o Senior Foreign Service members need to also exhibit strong policy
analysis, formulation and planning skills.

Q~t:~ti9n~_SkiU5

Boards shouhl consider the following when assessing the employee's
operational skills.

o

o

o

o

o

o

The employee's demonstrated ability to exercise good judgment,
anticipate future requirements, plan, establish priorities/organize, and
administer increasingly more complex programs in order to achieve
Agency/organizational goals and objectives, i.e., manage for quality
results.

The emyloyee's ability to manage and account for financial, human and
physica resources, within the employee's span of control, in order to
accomplish work and produce desired results in the most effective and
efficient manner, i.e., stewardship of resources.

The employee's success in administering complex programs with
competing priorities;

The (~U\pl(l'yee'scapacity to evaluate program and operation performance
-- nol.i.ng bol.h areas of progress as well as problems -- making
adjllfltments where necessary to adapt to changing conditions and
requ iremen ts.

The employee's effectiveness in planning, organizing, directing,
monitoring and evaluating his/her own work as well as that of the unit
supervised, where applicable. This includes the ability to manage one's
own and others' time effectively and efficiently.

The employee's ability to anticipate potential problems and to take
preventive measures in a timely manner.
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o If employee has program evaluation responsibilities: The employee's
abilit.y to conduct effective project and program evaluations and to use
the information to improve performance and to target resources.

o If the emvloyee has contract management responsibilities: The
employee s ability to effectively manage contracting process to ensure
that procurement planning is part of the project planning; that
acquisitions and assistance actions are solicited and awarded fairly and
in accordance with the appropriate regulations; and that performance is
monitored and remedial actions are initiated when appropriate.

Interperfi9uatSkill-5

While important for an employee's first day with A.J.D., this skill area takes
on increasing importance as an emRloyee moves up the ranks. The Board
members must judge the employee s:

o

o

o

o

o

Ability to create and maint.ain professional and successful relations with
other A.J.D. staff (direct hire U.S. and Foreign Service Nationals, A.J.D.
contract personnel); host country citizens and officials; and
representatives of other donor institutions and non-government
organizations.

Ability to work in a collaborative, inclusive team-oriented manner,
valuing diversity within the A.J.D. organization, without sacrificing
one's independent perspective.

Commitment to the principles of fair treatment and equality of
opportunity in dealing with all persons.

Sensitivity and respect for the other societies' and individuals' mores
and values.

Ability to communicate (orally and in writing) in an effective manner,
with both A.J.D. and external audiences in the United States and
overseas is an important aspect of interpersonal skills. One key factor in
communications is the employee's effectiveness in using a foreign
langua!?e when posted to a language-designated position. It is the
Agency s goal to have all employees achieve proficiency in two A.J.D.
relevant foreign languages. Therefore, Boards should rate higher
employees who have demonstrated effective use of their foreign
language skills in the pursuit of Agency goals.

Where an employee is effectively using a foreign language at post in
his/her job, that fact should be recognized. In some cases, an evaluation
of the employee's use of a foreign language is required by law.
Specilica Uy. an employee with an S31R3 tested proficiency and occupying
a position requiring the use of the tested language is to be evaluated on
effectiveness in using the language provided the rating officer is capable
of pmviding such an assessment.
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Senior Foreign Service members must also exhibit particularly strong
ability to carryon purposeful dialogue and debate with external contacts
overseas at the highest levels (in the host country language where
appropriate) and in the United States.

TIEBREAKER Provision: Public Law 101-246 , section 164 b requires
that Boards should take language ability into account and all things
b~.iI!1~ce..qJ!~l give precedence in promotions to employees who have
achieved at least the General Professional Speaking proficiency (S-3) in
one OJ' more languages. .

A.LD. employees may supervise U.S. direct hires, Foreign Service Nationals,
Third Country Nationals (TCNs), PASAsIRASAs, and/or Personal Service
Contractors. Boards are required to assess employees' success at working
with and through staff to accomplish Agency and organizational goals,
objectives, and responsibilities. Employees in the lower and middle grades
should not be penalized for lack of direct supervisory opportunities. Boards
need to determine the employee's effectiveness in:

o setting clear performance objectives with measurable indicaton:: of
success;

o insuring through others the achievement of quality products in a timely
and efficient manner that meets the needs of the organization and the
Agency;

o concern for the career development and growth of subordinates
including providing developmental and substantial assignme::;ts in an
equitable manner; establishment of effective and timely perform.ance
feedback processes; and thorough, candid, timely performance
evaluations;

o appropriately and clearly delegating responsibilities and work
assignments that enable staff to grow;

o commitment to EEO programs and policies.

o developing a collaborative management approach to the exte!:':c
appropriate and reasonable.

o moti vating and/or building on and encouraging self-motivation of staff;

o encouraging open and constructive communications;

o instilling n seuse of shared vision on where the organization is going;
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b. lJJ)Jhm:;tandjJ)g.of and AbiJityjQ Advance the Agency's Mission is the
.5...~~<m.dfactorof the Conceptual Framework for Developing a Composite
Pictw'e (paragraph 40C E.3.). This factor may be improved through personal
study and the maturing process of experience. As employees progress in the
Agency by taking on various assignments, they are expected to show a
deeper understanding of the Agency's objectives and how these evolve; how
the Agency works (both in the U.S. and overseas); and how individual
functions and performance contribute to the Agency's mission and purpose.

A primary purpose of A.I.D.'s Foreign Service corps is to conduct
development work overseas. While a Foreign Service career will consist of
both service overseas and in the United States, a considerable portion of the
career will be spent in overseas assignments. Given the nature of
assignment patterns it may not be possible for all members to match the
Agency's ideal of spending no more than six consecutive years inA.I.D./W
and not more than ten consecutive years overseas. It is the Agency's goal to
have all members serve a substantial amount of time overseas while in the
middle and senior grades. -

Boards should give considerable weight to those who have served overseas in
the last six years and additional weight ifwhile in current grade. Boards
should also give additional credit to those employees who have served in two
or more geographic bureaus in A.I.D./W or overseas, and those employees
who have expanded their understanding of the Agency by serving in the
non-geographical bureaus in such areas as personnel, fmancial management,
procurement, budget, information mana~ement,and overseas management
support. Such diversity in assignments IS essential for development of
executive potential. This is especially true of assignment in the finance and
administration areas listed above.

Also, service on promotion, tenure and technical review boards gives
employees understanding of the Agency that is difficult to replicate in any
other manner. Boards should give positive weight to such experience.
Boards also should view positively similar activities that benefit the Agency
as a whole and from which the employee gains a broader and deeper
understanding of the Agency as a whole, e.g., a major Agency reorganization
task force, committee or working group.

c. Past Performance is the third factor of the Framework. Evaluation
reports have been designed to record and assess the ratee's performance
achievements. The Boards must, when ranking employees look at
performance achievements over the past five years or since last promoted,
whichever is longer; and, give high marks to employees who have
consistently achieved particularly challenging performance objectives (i.e.,
completely fulfilled annual work requirements as modified) in an exemplary
manner and low marks to those who fail to achieve performance objectives.

Boards must keep in mind that complete fiJlfinment ofwork agreements
(work requirements) as modified is a minimum prerequisite for a promotion
recommendation. They must consider such issues as were the work
agreements within the employees' span of control (resources and authority)
and were they reasonable expectations. This requirement is to be applied
prospectively beginning with the 1992-1993 work agreements. In rare cases,
Boards will be asked to bring their judgment to bear in detennining whether
the agreements were fulfilled such as when the Ambassador failed to note in
the EER that the work agreement was modified when in faet it was
modified.
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The past per!(wmance factor is an area subject to Board interpretation and
judgment. as so Illany times there are extenuating circumstances
(hureaunatic, environmental, societal, political, security) which assist or
hinder an employee's performance. Nevertheless, the Agency must rely on
the Boards' experience and judgment to arrive at a thoughtful and equitable
ranking of the employees they are reviewing.

d. J1,1dg.m~~t_Qf.rQ~I:I,tiwJ>-y_th~ &tin.K and Reviewing Offi_~ers is the
Conceptunl Framework's fourth factor. The perspective of these officers is
significant for the Board to consider when arriving at its view of the
employee. However. the Board is required, and expected, to arrive at its own
assessment of potential by developing a composite picture of all four
conceptuul fi'umework factors discussed above -- not just one.

4. Speci~l.GQllBid~r~ijQn~LfQrYJ:mIJ.otion through Middle Level Salary Classes

While precise demarcations between classes is yet not possible, Boards should
keep the following general guidelines in mind when considering officers for
promotion up to class 1. These guidelines are but the first step in an
evolutionary process which has as its goal the production of more precise
definitions of competencies for each salary class. For promotions into and within
the Senior Foreign Service these guidelines are given in paragraph 5, "Special
Considerations: Senior Threshold and Senior Foreign Service Selection Boards."

The importance of interpersonal skills increases as one moves up the ranks. The
emphasis shift.s from technical expertise to managerialJ1eadership skills such as
the ability to huild teams, persuade and motivate others, develop a vision, etc.
Boards are instructed to pay careful attention to this fact when considering
employees for advancement particularly into the FS-Ol class and above.

Skills categories order of importance at JuniorlMid-Levels
Class Two and Below

1. professionaVoperational
2. interpersonal
3. leader~hip

4. superVIsory

Skills categories order of importance at Class One
and Senior Foreign Service Levels

1. interpersonalJ1eadership
2. supervisory
3. operational
4. professional

Employc('R shou lel have demonstrated strong motivation and commitment to
the Foreil!ll Service. adaptability to the demands of living and working
overseas. tluc.lerstanding ofA.LV.'s development role in support ofD.S.
national interests and good knowledge of employee's professional discipline.
Strong interpersonal skills are necessary for the conduct of day-to-day
business. e.g., in establishing meaningful contact with host country
audienceB. and in dealing successfully with colleagues, subordinates,
superiors within missions and in A.LD./W.
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Employ, -:s' performance should demonstrate increasing sophistication and
creativity In advancing the Agency's mission. Employees should have made
significant progress in developing and capitalizing on core skills to
accomplish organization objectives. They are expected to have demonstrated
good managerial, negotiation and analytical skills; well-developed knowledge
in their chosen professional discipline; and should display increasing skill in
managing larger programs and personnel resources.

Attainment of Class 1 is considered the culmination of a full career.
Employees at this rank are expected to formulate and oversee
implementation of strategy in a sector or an area; to help formulate
internal/external policy and carry out policy dialogue; set implementation
targets and assess progress; to be the principal spokesperson for
Unit/Sector/Area and/or serve as Senior Technical Advisor. To be promoted
to Class 1 employees should have demonstrated considerable skill and
resource1ulness in managing programs and potential for supervising large
and more diverse staffs, if appropriate for the employee's occupational
specialty.

Employees should have clearly demonstrated effectiveness in utilizing
management skills such as:

matching leadership styles to specific work situations,
planning work collaboratively,
giving and receiving feedback,
team-building,
strategic planning, conducting program and policy evaluation review
and/or using policy and program evaluation data; and
managing conflict.

They must also have demonstrated vers-aJility through performance in
significantly different environments, such as different geographic areas and
D_Qn-geo$!ll-phic bUJg~us in..A.I.D.LW...i!LvJ~.xious functional areas such as
p~rsonn~J....jin.J!.!l~jaLOlan~Z~PJ~nhprocuremen-k Food for Peace. evaluation,
r.~lll:~h_&de~lopment,private enterprise, disaster relief, bUd§et,
information management, and overseas management support. uch
diversity in assignments is essential for development of executive potential.
This is especially true of assignments in the finance and administration
areas listed above.

Strategic planning and conceptual skills should be evident in their
performance as well as demonstrated effective use of a foreign language in
an oversl~nsenvironment.

5. Sp.ecimJ)oIlSidera.tiQJls;_Tm:eshold and Senior Foreign Serviee Boards

a. ililJLerw

In considering employees for promotion into and within the SFS, Boards
should be guided by the Foreign Service Act which envisioned "...a Senior
Foreign Service...characterized by strong policy formulation caf-!abilities,
outstanding executive leadership qualities and highly developed functional,
foreign Innguage and area expertise."
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Boards should keep in mind that attainment of the FS-Ol grade level
represents full career achievement and the promotion beyond this level was
not envisioned for the vast majority of employees, nor attainable given the
small number of SFS positions. Members of the Senior Foreign Service serve
in the most demanding and sensitive positions in the Agency overseas and in
the United States. .

In general to be promoted into the SFS, employees must have successfully
completed several diverse and increasingly responsible assignments overseas
and in the United States.

It is also desirable to have attained language proficiency (S-3 in a category A
language and S-2 in a category B language) in at least one A.I.D. useful
language and preferably two languages, and to have served in at least one
25% differential hardship post.

Advancement and retention in the SFS will depend primarily on the extent
to which executive potential is realized. The assessment and
recommendation for promotion of threshold and SFS employees should
reflect the determination that an employee has demonstrated the ability to
fulfill the leadership and policy-making responsibilities of senior level
Agency positions; that the employee has strong strategic thinking and
planning skins as evidenced in past performance; and that the employee has
demonstrated exceptional ability in achieving Agency and organizational
objectives.

In the SFS. successful performance is characterized by strong proficiency in
virtually all of the core skills; ability to meld and draw on these core skills to
establish and attain Agency and U.S. national interest objectives and goals;
and strong potential for assuming the broad, high-level management and
leadership roles which are inherent ic any SFS position.

Therefore, Boards should give positive consideration to those employees
who have increased the breath and depth of their knowledge of the keney
by serving in more than one geographic area and taking non-geographic
bureau assignments in AI.D./W. in various functional specialities such as
pexoonJl.el.Jinancial mJ!ntlgemm\hlu:~e...:Q1ent,Food for Peace, policy and
prmn:-tlJlLevaluatio_n... research & ~lopment,private enterprise, disaster
t"clief, bu~et, Wonnation management, and overseas mana~ment
B..llPP.2rl. , uch diversity in assignments is essential for performance in the
Senior Foreign Service. This is especially true of assignment in the finance
and administration areas listed above.

Performance in SFS positions is further characterized by:

o Strongly developed skill in fostering ("nurturing") external relationships,
e.g.. Host Governments, Congress, the Department of State or other
Fedenll ngencies.

o Ability to manage for development results by obtaining and analyzing
information on program performance, and applying this information in
relevant. management decisions;

o Initiative and ability to assess how effectively the organization or
organizational unit is functioning;
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o Capacity to draw on such an assessment and other information to
develop a "vision" for where the organization should be going-
programmatically as well as organizationally;

o Ability to encourage and instill the Agency organizational values, which
support performance;

o Capacity to communicate and gain commitment of staff to "vision" and
values;

o Superior managerial effectiveness such as:

matching leadership styles to specific work situations,
planning work collaboratively,
giving and receiving feedback,
team-building,
strategic planning,
conducting program and policy evaluation review and/or using policy
and program evaluation data,
fostering EEO, and
managing conflict;

These guidelines bave evolved since the 1980 Act. The Agency has already begun
work on the next step in this evolutionary process: Production ofmore precise
definitions of competencies for each salary class and for generalists versus
specialists.

b. :rn~motiQA iIlt&llw&p.ior Foreign Service (into the Counselor Class)

Employees promoted to the C.olu;ts..cl.Qr level should have a solid record of
achieving results and have demonstrated the following competencies in
achieving results: program planning; analysis; strategic planning and
thinking; managing personnel and other resources; and, have superior
long-range potential for assuming higher level responsibilities; e.g., more
complex or diverse programs at a larger mission or, in A.I.D./W, on an
Agencywide, bureauwide or regional basis. .

Boards should give positive consideration to those employees who have
increased the breath and depth of their knowledge of the Agency by serving
in more than one geographic area and taking non-geographic bureau
assignments in A.I.D./W. in various functional areas such as personn~l..

fwanci~l!tla_n.ll.g~.me.Q..t,procurement, budget, Food for Peace, evaluation,
research..& development, private enterprise, .di.s!!ster relief, information
!t1ana~m~nt~and overseas management support.

While there ~re a limited number of senior positions for specialists in the
technicn I and ~upport areas, such positions generally will have significant
executive nnd policy-making dimensions. Boards should keep in mind that
upon prOlllotion into the SFS the performance of specialists will be evaluated
relative to ~U employees at their class level -- employees who may have
greater executive experience or managerial responsibility.

Except fo.l' exceptional circumstances, all employees should have taken the
Management Skills Course and the Development Studies Program (or
appropriate advance academic training) prior to entry into the Senior
Foreign Service. When excJ~ptionalcircumstances-p-reclude an emplQy:ee
from taking these courses, the employee's EER should explain the
circumstances.
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In considering employees for promotion to the Minister-Counselor level, an
even greater emphasis is placed on broad, substantive policy formulation and
executive management. To be considered for promotion, employees who have
progressed through technical or other professional channels should have
demonstrated a broad capacity for achieving results in managing programs
in their own professional discipline and preferably across functional lines as
well.

Any employee promoted to the Minister-Counselor level based on technical
or professional skills alone should be an acknowledged and established
leader in his/her field.

Except for exceptional circumstances, all employees should have taken the
Senior MHnagement Course prior to promotion into the Minister-Counselor
Class. When exceptional circumstances precluded an employee from taking
the course. the employee's EER should explain the circumstances.

d. Promotiop mW.the Class of Car-eel' Minister

Finally, for consideration for promotion to the Career Minister level, the
highest level in the SFS, employees are expected to possess the broadest
possible executive leadership and policy-making capabilities. The Career
Minister rank is parallel with Executive Level IV, i.e., the rank held by
A.LD. Assistant Administrators and Department of State Assistant
Secretaries.

The rank of Career Minister is reserved for a small number of truly
outstanding senior officers who have consistently demonstrated superior
ability in achieving results by discharging the most responsible and difficult
duties in support of the Agency's mission and the nation's foreign affairs
goals.

Employees promoted to Career Minister rank should have the capacity to
serve as a Deputy Assistant Administrator, or in other positions of
comparable rank in A.LD., the Department of State or international
organizations. Consequently, no employee should be promoted to Career
Minister who does not have a broad and proven ability achieve the highest
order results through managing the Agency's largest and most complex
programs overseas and in the United States.

6. Qtlter.F.u_ctors

Boards will ig')()p~ HHy information in the evaluation file identified by regulation
as inadmissi"le (see Supp. 40A, EER Instructions). Such information should not
be discu.ssed 01' Iw ,I hasis for Board decisions.

h. Assignments

(1) 'rhe Agency seeks to move employees, based on performance and
potential, through a series of increasingly responsible assignments which
promote mastery of the core skills and provide geographic and functional
versatility needed to meet the Agency's long-term requirements. However, there
is no ideal career path, and individual employees face practical limits in
achieving a hroad combination of career development objectives giventhe
vagaries of the Agency's needs and assignment process.
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The Board should compare employees primarily based on their relative, overall
success in meeting the requirements of increasingly more responsible and diverse
assignments. The Senior Threshold and Consolidated Boards also may receive
lists of all Senior Management Group (SMG) assignment decisions made since
the end of the .Iast rating period under review and before the Board adjourns, and
may take that information into account when Limited Career Extension decisions
only.

(2) Many assignments within A.J.D. do not provide for supervising
personnel. Situations often arise where employees are heavily involved in
coordination of other inputs for program activities. Although direct supervision
is not a feature of an employee's duties in such cases, Boards will give full
consideration. to the management of contracted resources and supervision of all
employees including allllondirect-hire employees.

Boards Willllot disadvantage any employee due to a lack of demonstrated
supervisory experience when his/her assignment does not provide for such. Lack
of demonstrated su!>ervisory experience in the CWTent position alone should not
bar a promotion. T Ie only exception to this is for a member of the Senior Foreign
Service (SFS). If the SFS member's CUlTent position doesn't include supervisory
responsibilities and the member has lacked supervisory experience for a period in
excess of three consecutive years, then the Board should consider whether this
should be a bm' to promotion.

Supervising resident-hire and/or contractor personnel with varied technical
specialt.ies and technical backgrounds should be reviewed comparable to
supervision of U.S. direct hires.

(3) Assignments outside the Agency to the Department of State, other
Federal agencies, Congress, International Organizations, non-government
organizationf3, and private voluntary organizations, which are related to Agency's
primary functions, may provide experiences that will enhance the employee's
core skills and thus benefit the Agency. Boards shall give full credit to employees
who have been willing to extend professional capabilities by accepting such
assignments for appropriate periods of time (not more than three years) and who
have used them to enhance their long-term potential within the Agency.

However overly long details, details of three or more years, are detrimental to the
employee's overall competitiveness. That being said, it is conceivabl':3 in some
limited circulllstances that the detail assignment is in the Agency's best interest.
For example an assignment to the National Security Council which gives the
Agency a repeeted. voice; a Deputy Assistant Secretaryship or Ambassadorship to
a country where there is an A.I.D. presence. Such assignments are in the
overridjng best interest of the Agency and career enhancing. The employee
should clearly document in his or her comments how the assignment is in the
best interest of the Agency. For details of over three years, the Director,
FNHRDM, will certi(y that the assignment is indeed in the Agency's best
interest. Tlw certifieation memorandum will be attached to the EER by the
employee.

(4) JJoanls shall also give positive consideration to employees who have
broadened their career potential through multifunctional and non-geographic
bureau assiY:;lments in A.I.D./W., especially in such areas as F..ood for Peac~-.O

~~lu~_tion~_~jllth..d.il!-as~rrelief. peroo!IDel, financial management~
procu.r~_.m(Lnt-.Obudg~J;.infol'P.1ationmap.ageme~.tJmdoverseas DUlJ,H!~JDen..t
S..1!PP.m:t. Cross-training and multifunctional experience provide the basis for
developing program direction skills and executive potential.
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Boards shall n~cognizesuch experience and accord equal consideration to all
employees meeting the specified decision criteria without disadvantaging any
employee for t.ime spent in other backstop areas. It should not disadvantage any
employees who are ill shortage categories and therefore not permitted to take
advantage of multifunctional assignments such as Executive Officers and
controllers. 13o.f,!.r..d~_willgiv~.p.ositivecredit for time spent in.JlQJl-geographiG
b.1J!~~fl..\!&U!.fLSJJ.dL~x...p-~!iEW.c~..rQ~dens the em-ployee's knowledge of the overall
worki;o.gsJ)ftbe_Ag.encY..J;l;o.d.dexelo.j!s executive potential.

(5) Training assignments are of fundamental importance to career
development. i.e, preparing for higher level responsibilities. Boards shall fully
consider career' development activities, including language and long-term
training, undertaken by employees in evaluating their overall performance and
potential. This includes, if received by A.LD., grades and/or other evaluation
material oflanguage and other long- or short-term training programs.

(6) Service in hardship assignments (Le., at posts with 25% post
differential amVor danger pay) can demonstrate a dedicated and disciplined
attitude toward the Service. Boards shall give due consideration to employees
who have worked successfully in difficult and sometimes dangerous
environments and who have used such experience to enhance their contributions
to the Service and to develop their own performance and potential.

(7) Short-term assignments, in and of themselves, to a complement of a
year or less shaJlllot be considered a negative factor in evaluating an employee.
Extended periods spent assigned to a complement need to be explained in the
employee's Eli~H,. Barring exceptional circumstances, such extended periods will
result in a lost of competitiveness.

(8) Cross-functional team assignments, such as a major Agency task
force, are important both to the employee'8 career development and to the
Agency's ability to accomplish its mission. Employees should receive appropriate
credit for such service. Most often, employees will carry out theRe duties in
tandem with their regular assignment. A series of cross-functional team
assignments in lieu of a regular assignment is not encouraged and could be
detrimental to an employee's career development.

c. A!iSigmneJlU.o Other Organizations and Leave Without Pay

Boards shall rate all employees, including those in nonduty status, based on
material in their evaluation files including material submitted by the employee
explaining how the detail experiences improves the employee's A.J.D. related
skills. For eIuployees seconded, detailed to other organizationA, or on
leave-without-pay. Boards shall give due credit to evidence that suell employees
have made use of such periods to improve Foreign Service related skills.
Employees 011 flecondment should assure that current evaluation m;:,'~erials are
provided to FAfHH.nMJPMESIPMA or IG/RMlPFM, as appropriate, for placement
in t.hei,· officin' JlPd'onnnnce evaluation file,
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One of the most important roles of a Selection Board is identifying those
employees whose performance is not competitive with their peers (low ranking)
or fails to meet the standards of the employee's class. The Agency tenures
employees based on the Tenure Board's determination that the employees have
the potential to perform successfully up through class lor the highest salary
class for theil" occupational specialty. However, that potential is not always
realized and it is not in the interest of the Agency or the employee for persistent
performance weaknesses or problems to be ignored.

Boards will give particular attention to an employee's performance in regard to
the factors listed below. The presence of one or more of these factors may be
cause for precluding a promotion recommendation at the discretion of the Board
or, for employees oflesser relative performance, referral to a PSB:

o

o

o

o

o

o

o

o

o

Failure to complete work agreement as modified for cunent
ratingreriod. Failure to complete work agreements for .
severa rating periods (three or more) will result in refenal
to the Performance Standards Board.

Reluctance to accept responsibility.

Marginal productivity in reaching established work goals.

Lack of adaptability.

Unreliable performance under conditions of hardship and
danger.

Failure to carry out properly assigned tasks within
e:;tablished timeframe or a reasonable period of time if no
deadline established.

Refusal to accept or implement legitimate directives from
authorized officials.

Inability or uJlwillingness to work fairly and cooperatively
with supervisors, colleagues, or subordinates.

For supervisors who prepare evaluations -- unfair, biased,
evasive or consistently late reports. Evaluation reports
which are prepared in a careless or incomplete manner, are
hiased 0" eva~ive. or which overrate an employee are unfair
to nIl employe(~R, detrimental to the rated employee's
long-teru' can~er and misleading to management.
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General lack of experience that would indicate the employee
needs additional development and experience to be
competitive at cunent class level.

Deficiencies in developing the substantive knowledge
required in one's position.

Inefficient use of fmancial, human, and physical resources;
failure to anticipate and plan for future requirements,
failure to meet d.eadlines; or failure to set appropriate
priorities.

Failure to demonstrate sound organization skills and
personal work habits such as ability to plan and organize
aRsiglled work effectively, establish priorities, or follow-up
and complete tasks on time.

Micromanaging staff and thus thwarting staff career
development.

Less than full commitment to the Agency's EEO programs
and policies.

..

DISTRIBUTION: AID LISTS #1 &#2



AGENCY FOR INTERNATIONAL D,EVELOPMENT
WASHINGTON. DC. 20523

AID General Notice
PH1/PM/PCF
Issue Date: 10-17-88

SUBJECT: DIPLOMATIC TITLES

All u.s. Government employees serving abroad enjoy some degree of immunity
under the Vienna Convention on diplomatic relations. Immunity varies on
whether personnel are assigned to diplomatic or consular posts, whether the
employees concerned are commissioned in the diplomatic service or
non-commissioned, or whether they are serving as substantive officers or
support staff of the u.S. Diplomatic mission. However, not all u.s.
Government employees serving overseas, no matter how important their duties,
are accredited with diplomatic titles.

Diplomatic and consular titles are approved by the Department of State. These
titles may be granted to AID Foreign Service personnel if the positions they
occupy meet the criteria set forth in Handbook 25, Chapter 41. 3 FAM 610,
which is included in the handbook chapter, also contains government-wide
regulations on title, rank and commissions.

The following information is provided to you on the granting and use of titles:

- The Office of Personnel Management (PFM/PM) in AID/W serves as the liaison
on all matters related to titles and rank for AID employees overseas. Pt·t
issues the Notification of Personnel Action (SF-50) after a title has been
approved and notifies the officer/mission concerned. If the title granted is
Counselor or Consul, the employee must, upon notification, execute a Civil
Officer Appointment Affidavit (SF-61a).

- Foreign Service Officers who are commissioned by the President, with the
advise and consent of the Senate, are eligible for commissioned diplomatic and
consular titles (Counselor, First Secretary, Consul, Second Secretary, etc.).
Employees who are not commissioned may receive only non-commissioned
diplomatic titles (Attache, Assistant Attache), which cannot be used at
constituent (consular) posts.

- AID Hission Directors and Deputy Directors routinely receive titles.
Requests for titles for other employees are considered on a case-by-case
basis. Requests must be supported by demonstrating what duties of a position
have not and cannot be performed in the absence of a title.

- A title is valid only at the post of assignment and is not retained upon
transfer. Each time a~ officer is assigned to a new post, a new title must be
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approved. The fact that an officer held a diplomatic or consular title
at a previous post is not justification for requesting or receiving the
same title at his/her new post.

- The fact that an officer possesses a commissioned diplomatic or
consular title does not authorize use of this title at another mission
while on temporary duty from a post of assignment. The Department of
State must approve titles for temporary duty use at other missions (3 FAM
611.3.b).

- Titles are authorized when based on a clear and convincing need for
the performance of official duties, and not for privileges and
immunities. Titles wn1 not be granted for personal, social or financial
benefit of employees. The possession of a diplomatic passport is not
justification for requesting a diplomatic or a consular title.

- Career r1inister, Minister-Counselor and Counselor are personal titles
as well as diplomatic titles. Senior officers may not use their personal
titles unless these are specifically authorized for use as diplomatic
titles at posts of assignment.

- The Chief of Mission (Ambassador) is responsible for composition of
the diplomatic list for submission to the host country government. Only
officers who have been granted a diplomatic or consular title are
eligible for consideration for placement on the diplomatic list.

- Many AID bilateral agreements provide for diplomatic privilege and
immunities for AID employees who are not formally granted diplomatic
titles. At other missions, host governments have approved for privileges
and immunities purposes, the inclusion of AID employees not having
diplomatic titles on the diplomatic list under a separate section using
their functional (work) titles.

- By a 1984 agreement between the AID Administrator and Under Secretary
for Management, issues involving privileges and immunities are considered
jointly by the AlDIs General Counsel and Personnel Management offices
\Iith the State Department ' s Office of Foreign t1issions (A/OFr1). .
Diplomatic titles and rank are governed by separate regulations and
cannot be used to resolve such issues.

Should there be any further questions or clarification needed on this
subject, please contact Verna Reynolds, PFlvpr1/EPr,t,
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