
UNITED STATES DEPARTMENT OF AGRICULTURE FGIS 4831.1
Washington, DC 20250
Federal Grain Inspection Service 

ACTION BY: All Divisions and Offices, AMS, FGIS, and OT

INFORMATION FOR: All Employees, AMS, FGIS, and OT 

Retirement 

I PURPOSE 

This Instruction: 

A Provides information on the Civil Service Retirement System. 

B Sets forth the purpose, use, and distribution of various forms 
which pertain to the administration of the program. 

C Provides guidelines to assist employees in computing estimates of 
annuities to which they may be entitled. 

II CONTACT POINT 

For additional information or clarification of any part of this Instruction, contact the Employee
Relations and Services Branch, Personnel (PE) Division, AMS, U.S. Department of Agriculture,
Washington, DC 20250, telephone (FTS) 447-2527. 

III COVERAGE AND CONTRIBUTIONS 

A Employees Covered by the Retirement System. 

1 All career, career conditional, excepted career, and excepted 
conditional employees of AMS, FGIS, and OT are members of the U.S. Civil Service Retirement
System. 
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2 Intermittent employees are covered provided they are serving 
under a career or career conditional appointment. 

3 An employee in an excluded category acquires or retains 
coverage if he/she is employed, following employment subject to the retirement 
system, without a break in service or after a separation from the vice of 3 days or less. 

B Contributions. 

1 Each member of the Retirement System contributes 7 percent of 
his/her basic salary to provide retirement and survivor benefits for himself/herself and family. 
The Government also contributes an equal amount to the retirement Fund. 

2 Form SF-105, Certificate of Membership in the U.S. Civil 
Service Retirement System, is furnished each covered employee when entering duty. The
Employee Relations and Services Branch, PE Division, will replace lost Forms SF-105 on request. 

IV CREDITABLE SERVICE FOR RETIREMENT PURPOSES 

A Civilian Service.

1 Creditable Service. All periods of service as an employee of 
the Federal Government or the District of Columbia government that meet the 
following requirements are creditable for retirement purposes. If an 
employee is in doubt as to whether a particular type of service is creditable for 
retirement purposes, contact the Employee Relations and Services inch, PE Division. To be
considered a Federal employee, a person must be: 

a Engaged in the performance of Federal functions under 
authority of an act of Congress or an Executive order; and 

b Appointed or employed by a Federal officer in his/her 
official capacity as such; and 

c Under the supervision and direction of a Federal officer. 
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2 Service for Which No Retirement Deductions Were Made (Deposit) .
Employees having civilian service since August 1920, during which no retirement deductions were

made, will be given credit for the service. However, at retirement, the employee's basic annuity

will be reduced by 10 percent per year of the amount due as a deposit, plus interest to the date of

retirement, unless a deposit is made to the retirement fund to cover this service. 

3 Service for Which Retirement Deductions Were Refunded 

(Redeposit). In computing the annuity payable to an employee or his/her survivor, no credit will

be allowed for any service for which retirement deductions have been refunded to him/her unless a

redeposit is made of the amount of the refund, plus interest. However, service covered by a

refund which has not been redeposited may be used in establishing eligibility for retirement

benefits. In most circumstances it is to the employee's advantage to make a redeposit to the fund. 

4 Making a Deposit or Redeposit.  An employee who is interested 

in making a deposit or redeposit to the retirement fund shall request Form SF-2803, 

Application To Make Deposit or Redeposit, from the Employee Relations and Services 

Branch, PE Division. The employee shall complete Form SF-2803, certify Part A, 

and forward it to the Employee Relations and Services Branch, PE Division, for transmittal 

to the Office of Personnel Management. The Office of Personnel Management will determine

whether the service claimed is creditable, compute the amount due, and notify the employee of the

amount and procedure for making payment. 

B Military Service.

1 Active and honorable military service with the U.S. Armed 

Forces is creditable toward retirement if completed before final termination of 

employment as a member of the Retirement System. The employee is not 

required to make deposits for periods of military service. 

2 Military service may not be credited if an employee draws 

military retired pay unless: 

a The military retired pay is waived; or 
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b The retired pay is based on a disability incurred in 

combat with an enemy of the United States or caused by an 

instrument of war and incurred in the line of duty during a period of war;

or 

c The retired pay is granted for service with the Armed 

Forces Reserve components under the provisions of Chapter 67, Title 10,

U.S. Code. 

3 Military service performed after December 1956 (unless it was 

covered by military leave with pay from a civilian position) is not creditable at the time of

computation of annuity, the employee or his/her survivor is entitled to Social Security benefits. 

C Periods of Separation While in Receipt of Federal Employees' 

Compensation. An employee who is separated from an agency and later is employed in the

Federal Government is entitled to full service credit without deposit to the retirement fund for the

portion of time during which she was receiving employees' compensation. 

D Credit for Unused Sick Leave.  Service of an employee who retires on 

immediate annuity, or who dies leaving a widow (or widower) entitled to 

immediate survivor benefits is increased by the number of days of unused sick leave 

to his/her credit. The number of days of unused sick leave that are added are used only in

determining the number of years and months of service annuity computation purposes. Sick leave

cannot be used to compute the employee's high-3 average salary, or to meet the minimum length

of service required for retirement eligibility. However, when an employee completes more 

than 41 years and 11 months of service and his/her annuity would be 80 percent his/her high-3

average salary, the amount of the annuity in excess of 80 percent that is produced by crediting

unused sick leave is payable. 

V ELIGIBILITY FOR RETIREMENT

A Immediate Retirement.

1 Age and Service Requirements.  If an employee has any combination of

 minimum age and service (including 5 years of civilian Federal service) and meets the special

requirement (if any) shown in the following table, he/she may retire and receive an immediate
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annuity. Unless an employee retires because of disability, he/she must have had at least 1 year of

civilian service under the retirement system within the 2-year period preceding the separation on

which his/her retirement is based. The age and service requirements are as follows: 

Minimum Age Minimum Service Special Requirements 

     (Years) 

62  5 None 

60 20 None 

55 30 None 

Any Age* 25 Separation must be involuntary 

without cause 

50* 20 Separation must be involuntary

without cause 

Any Age  5 Must be totally disabled for service in

the position occupied 

*Annuity is reduced if under age 55. 

2 Application for Immediate Annuity. To apply for optional, or

discontinued service retirement, complete Form SF-2801, Application for Retirement, 

and Form SF-52, Request for Personnel Action. Send the completed forms through official

channels to: Employee Relations and Services Branch, PE Division, AMS, U.S. Department of

Agriculture, Washington, DC 20250. If an employee has military service, attach a copy 

of his/her military discharge to the retirement application. 

B Disability Retirement.  If an employee has at least 5 years of creditable 

civilian service and, while employed subject to the retirement system becomes totally disabled for

useful and efficient service in his position or for any other position of the same grade or class,

he/she may apply for disability retirement. The Employee Relations and Services Branch, PE
Division, will provide the required forms on request. The forms should be completed as follows: 
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Form Comp1eted by 

SF-2801, Application for Retirement Employee completes and submits to supervisor for
forwarding through proper Division channels to the
Employee Relations and Services Branch, PE
Division. 

SF-1801A, Superior Officer's Statement Supervisor completes and submits with SF-280l to
the Employee Relations and Services Branch, PE
Division. 

2801B, Physician's Statement Employee completes Part A; physician completes
remainder of form, and forwards to the Employee
Relations and Services Branch, PE Division. 

SF-2801D, Request for Medical Records Employee completes form if he/she has been
hospitalized within the past 2 years, and forwards
with SF-280l and SF-2801A through proper
Division channels to the Employee Relations ~ and
Services Branch, PE Division.

SF-52, Request for Personnel Action Submit with above forms. Nature of action
requested should read "Preliminary Disability
Retirement." Do not enter an effective date. If the
employee is still working, show "Still working" in
the Remarks section. If the employee is on sick
leave, project the sick leave, and show when the
employee will exhaust the sick leave (date and hour)

in the Remarks section. 

It takes approximately 2 months from the date the Employee Relations and Services Branch, PE

Division, receives the application for disability retirement and supporting documents before the

Office of Personnel Management issues a statement of approval or disapproval. 
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C Discontinued Service Retirement.  An employee who is involuntarily separated 

and meets the minimum requirements of service shown in Items 4 or 5 on the chart in 

paragraph A, above, is entitled to apply for discontinued service annuity. The term "involuntary

separation" means any separation against the will and without the consent of the employee, other

than separation for cause on charges of misconduct or delinquency. 

D Deferred Retirement. 

1 An employee who is separated from the Federal service for any 

reason or is transferred to a position in which he/she is not under the retirement system before

meeting the requirements for an immediate annuity, is eligible for an annuity at age 62 if he/she: 

a Completed at least 5 years of civilian service; and 

b Was employed under the retirement system for at least one year

within the 2-year period preceding the separation on which retirement is

based; and 

c Has not withdrawn retirement deposits. 

2 Annuity is based on the law in effect at the time of separation.  A separated

 employee should file his application for retirement with the Office of Personnel Management

approximately 3 months before his/her 62nd birthday. 

VI TYPES OF ANNUITY 

The election of the type of annuity must be indicated by the retiring employee on the application

for retirement (Form SF-2801). The types of annuity available are: 

A Reduced Annuity With Survivor Benefits to Widow or Widower.  For a married 

employee, the annuity with survivor benefits to widow or widower is automatic unless an annuity

without survivor benefits is requested in writing. The employee's annuity is reduced by 2 ½

percent of any amount up to $3,600 which is specified as a base for survivor benefits, plus 10

percent of any amount over $3,600 so specified. The survivor annuity will be 55 percent of all or

whatever portion of the retiring employee's earned annuity he/she specifies as the base for benefits. 



Page 8

B Annuity Without Survivor Benefits.  An annuity without survivor 

benefits is available to all retiring employees and provides annuity payments during the life of the

retiring employee only. Married employees who make s election must do so in writing (see

paragraph A, above). 

C Reduced Annuity With Benefits to Person Having an Insurable Interest.

Annuity with survivor benefits to a person having an insurable interest is available only to

unmarried (including widowed or divorced) employees who are retiring in good health. It

provides annuity payments at a reduced rate during the life of the retiring employee, and upon

his/her death an annuity able to the person designated. The retiring employee's annuity will be

reduced by a percentage which depends on the difference in his/her age and that of the person

named. The survivor's annuity will be 55 percent of the retired employee's reduced annuity. 

VII AMOUNT OF RETIREMENT ANNUITY 

A Basic Formula.  The amount of annuity payable to a retiring employee 

depends upon length of service and the high-3 average salary. The high-3 rage salary is the largest

annual rate resulting from averaging, over any period of 3 consecutive years of creditable service,

an employee's rates of basic pay in effect during the period, with each rate weighted by the time it 

was in effect. Basic annuity is limited to 80 percent of an employee's high-3 rage salary, except as

noted in Section IV D, above. 

B Guaranteed Minimum Formula.  Employees who are under age 60, have 

less than 21 years and 11 months of service, and who retire under the disability provisions will
receive the guaranteed minimum annuity. The guaranteed minimum annuity is the lesser of the
two following amounts: 

1 40 percent of the employee's high-3 average pay; or 

2 The amount obtained under the basic formula after increasing the 
employee's actual creditable service by the time remaining between the date of separation and the
date he/she attains age 60. 

C Reductions in Annuity.  Reductions in the amount of annuity are made 

1 Discontinued service retirement before age 55 (2 percent for 
each year the employee is under age 55). 
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2 Failure to make the deposit for nondeduction service. 

3 Election of survivor-type annuity. 

D Increases in Annuity.  Increases in the amount of annuity are made for: 

1 Voluntary contributions. 

2 Cost of living increases, when applicable. 

E Estimating Amount of Annuity.  Exhibit A, attached, provides a 
chart containing the Civil Service Retirement System Monthly Annuity Rates. The chart will

enable employees to estimate the amount of annuity to which they may be entitled. The Employee

Relations and Services Branch, PE Division, will furnish an annuity computation on request. 

F Cost-of-Living Adjustment.

1 The Civil Service Retirement law provides for semiannual 

cost-of-living adjustments in annuities to be effective March 1 and September 1 of each year. 

a The March 1 increase will be determined by the 

percentage change in the Consumer Price Index (CPI) published for

December of the preceding year over the CPI published for June of the

preceding year. 

b The September 1 increase will be determined by the percentage

change in the CPI published for June over the CPI published for December

of the preceding year. 

2 The semiannual cost-of-living increase applies to retirees 

and their eligible survivors receiving annuities as of the effective date of the increase. An

employee who retires after the cost-of-living increase becomes effective will receive the greater 

of the following: 

a The annuity he/she would have received had he/she 

retired the day prior to the last cost-of-living increase, plus the cost-of-

living increase; or 
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b The actual annuity, based on actual service and earnings as of the

date of separation, but without the cost-of-living increase. 

G Voluntary Contributions.  An employee may make voluntary contributions to the

 retirement fund to purchase additional annuity. Any employee interested in obtaining information

about voluntary contributions should contact the Employee Relations and Services Branch, PE

Division. 

VIII HEALTH AND LIFE INSURANCE BENEFITS AFTER RETIREMENT 

A Health Insurance. 

1 An employee who retires on an immediate annuity with at least 

5 years of creditable service is eligible to continue health insurance coverage if he/she has been

enrolled in a plan (not necessarily the same plan) under the health benefits program, or covered as

a family member of another person's plan, during: 

a The 5 years of service immediately preceding retirement; or 

b All service since his/her first opportunity to enroll; or 

c The full period or periods of service beginning with the 

enrollment which became effective no later than December 31, 1974, 

and which was continuous.

2 Deductions for insurance are made from the annuity checks, 

and the annuity must be enough to cover the deduction in order to continue insurance. 

B Life Insurance.  For information on life insurance coverage after

retirement see AMS/FGIS Instruction 349-1, Federal Employees Group Life insurance Program. 

IX REFUND OF CONTRIBUTIONS 

A Eligibility for Refund. 
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1 Regardless of length of service, an employee covered by the 

Civil Service Retirement System who is separated for any reason, or who transfers to a position

which will not be under the retirement system, may receive a refund of retirement deductions

provided: 

a Separation or transfer occurs and the application for refund 

is filed with the Office of Personnel Management at least 31 days before

the commencing date of annuity. 

b The employee will not be employed within 31 days from 

the date of the separation in a position subject to Civil Service Retirement

deductions. 

2 A separating employee should be given a copy of Form SF-2802A,

Retirement Benefits When You Leave Government Early. This pamphlet contains information on

possible future benefits entitlement. All Administrative Officers, and Regional and Area offices

should stock this form. 

B How To Apply for a Refund.

1 An employee requesting a refund shall submit Form SF-2802, 

Application for Refund of Retirement Deductions, to the Employee Relations and Services

Branch, PE Division. 

2 A former employee who has been separated for more than 31 

days shall submit the form directly to the Office of Personnel Management. 

X DEATH BENEFITS 

A The surviving spouse and/or children of a covered employee who 

dies while employed are entitled to an immediate survivor annuity, provided: 

1 The deceased employee had completed at least 18 months of civilian

service.
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2 The widow/widower had been married to the deceased for at 

least 1 year immediately preceding the death or is the parent of a child born of the marriage. 

3 The child is under age 18 and unmarried, or if over age 18 and 

unmarried, is either: 

a Incapable of self support by reason of a mental or physical 

disability that began prior to age 18; or 

b A full-time student at a high school, trade school, or college.

NOTE: Benefits will cease when the child marries, dies, ceases to be a

student, or reaches age 22. 

B The surviving spouse and/or children, or other beneficiary, may 

receive a lump-sum payment provided: 

1 The employee had less than 18 months of civilian service; or 

2 The eligible survivor's annuity terminates before he receives 

in annuities an amount equal to the employee's lump-sum credit in the retirement fund; or 

3 There is no widow/widower or child entitled to a survivor annuity. 

NOTE: Administrative Officers and officers in charge shall notify the Employee Relations and

Services Branch, PE Division, immediately of the date, time, and cause (if known) of an

employee's death. The Employee Relations and Services Branch will advise survivors of benefits

due. 
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XI RETIREMENT PLANNING AND COUNSELING SERVICE 

Employees are encouraged to plan ahead for their retirement from the Federal service and may

request assistance from the Employee Relations and Services Branch, PE Division, which:

A Distributes retirement planning kits. 

B Provides individual retirement counseling. 

C Assists Administrative Officers and officers in charge in planning 

retirement briefing programs. 

/s/ Irving w. Thomas 

Deputy Administrator, Management 

Attachment 
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FGIS 4831.1     

EXHIBIT A      

Civil Service Retirement System Monthly Annuity Rates 

(For employees separated on and after October 20, 1969) 

Key to Annuity Rates Shown on Pages 2 Thru 5 of This Exhibit. 

A - Monthly annuity to retired employee if survivor benefit is not elected. 

B - Monthly annuity to retired employee with maximum benefit to surviving spouse. (Generally, the annuity

to the surviving spouse is approximately 55% of Rate A. It may be greater than 55% in certain cases where

a guaranteed minimum survivor annuity is payable.) 

(This table is not applicable to employees retiring under the special provisions for law enforcement officers,

firefighters, and air traffic controllers.) 

NOTE 1  Service for which retirement deductions were withheld and later 

refunded cannot be counted unless the refund is redeposited. 

2 Rates shown are subject to reduction if: 

a Early optional or discontinued service retirement is before 

age 55. Reduction for this reason is 1/6 of 1% for each full month the retiring

employee is under age 55. 

b Service includes any civilian time after August 1, 1920, for 

which no retirement deductions were withheld or deposited. Monthly reduction in

retired employee's annuity for this reason is 1/12 of 10% of the amount due as

deposit (except in certain cases of guaranteed minimum disability annuity). 

3 If retirement is on account of total disability, the rates shown 

are subject to increase if the employee qualifies for the guaranteed minimum disability

annuity. 

4 "Years of Service" columns include credit for the period represented 

by the unused sick leave. Annuity based on actual service is limited to 80% of the high-3

average salary. This limit is reached with 41 years and 11 months of service 

(slightly less if high-3 average salary is less than $5,000). However, annuity in excess of

the 80% which is produced by credit for unused sick leave is payable.
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