[Organization] International Long-term Savings Plan
Process Overview
 
All program staff will be given the opportunity to enroll in a USD retirement plan during a fixed annual open enrollment period or during the staff member’s onboarding. Staff will be asked to commit to their selected contribution rate for a fixed period, likely one year. [Organization] International (headquarters, not the country program) will offer a 1-to-1 contribution match up to 5% of the employee’s gross salary. Staff will not receive paper statements but will have online accounts allowing them to view their investments at any time.

To simplify administration, there is no hardship clause that would allow staff to withdraw from the plan during the period covered by their election. If staff leave the organization, they will have the opportunity to transfer their funds to a local retirement plan, and if their investments are less than $1,000 USD they will receive these by a direct payment to the bank account of their choice; staff may also choose to keep their investments with Alexander Beard, but will not be able to make further contributions after their employment at [Organization] has ended. The retirement age for the fund is set at 55; funds can only be withdrawn after the account holder reaches this age.

The process for monthly investments is as follows: 

1. The employee contribution is withheld from payroll in local currency (or USD if staff are paid in USD) and recorded to the due to-from [ORGANIZATION HEADQUARTERS] account as a payable to [Organization]
2. The amounts withheld for all employees are converted to USD at the month-end rate and reported to [ORGANIZATION HEADQUARTERS] at month-end. No funds are transferred from the program; the contributions remain a liability to [Organization] on the local books.
3. Employee contribution is listed as a deduction on the monthly pay statement provided to the employee.
4. [Any local reporting requirements]
5. During the following month, [ORGANIZATION HEADQUARTERS] remits the contribution and employer match to Alexander Beard for investment in the individual employee accounts.
6. The liability between the local program and [ORGANIZATION HEADQUARTERS] is cleared by a deduction from the quarterly field transfer; cash is not sent out of the country.
