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USAID Alumni Association – USAID Mentor Program

Mentor and Mentee Agreement

Mentee’s Name:  ____________________________________________________ 

Mentor’s Name: ____________________________________________________ 

Terms of Agreement
It is expected that the MENTOR will:

· share expertise, best practices and lessons learned on specific projects and activities; 

· provide constructive feedback; share information on "unwritten rules for success;” 

· act as a sounding board for ideas/concerns; 

· identify resources to help the mentee enhance development in USAID; 

· serve as an advocate for the mentee whenever appropriate; and 

· build the mentee’s confidence and strengths. 

It is expected that the MENTEE will:

· identify specific skills, knowledge and/or goals that she/he wants to achieve;

· define development goals and work objectives in a developmental Action Plan 

· solicit developmental feedback from colleagues on areas for improvement;

· agree with the mentor on frequency and methods of communication; and

· regularly provide feedback to the mentor on ways to refine and improve communication and optimize the mentor/mentee relationship.

Length of Relationship:  At the outset, the period of mentoring is 6 months. However, if the mentor and mentee wish, the length of the relationship may be extended indefinitely by mutual agreement.  At any time, either side also has the option of discontinuing the relationship for any reason providing the terminating party notifies the other.  If one side decides to terminate the relationship, he/she shall inform the other side and the relevant USAID Bureau or the UAA contact at least one week in advance.
Confidentiality: All information provided by the Mentee to the Mentor under this Agreement is strictly confidential.  By signing this Agreement, the Mentee agrees not to provide classified information to the Mentor under this program.  Moreover, the Mentor agrees to review and assess any information provided by the Mentee only for the purposes of the mentoring relationship and for no other purpose.  Such information shall not be disclosed by the Mentor to any third party, without the express permission of the Agency; this requirement shall last indefinitely and shall survive any termination or suspension of this Agreement.  Such information includes all documents, discussions, text messages, faxes, and any form of communication, which may or may not be labeled as “sensitive but unclassified,” “procurement sensitive,” “proprietary” or “confidential.”  Institutional contractors could be precluded from certain USAID procurements if, at the time of such procurement, the contracting officer determines that a conflict of interest exists because procurement sensitive or other confidential information has been disclosed to such institutional contractors.  Adherence to this confidentiality requirement is therefore essential for avoiding any potential conflict of interest, as well as other adverse consequences such as lack of trust between the Mentee and Mentor.
This document reflects the agreements that we enter into at this point in time. We understand the terms of this agreement may be changed at any time and that we agree to document any changes to such terms in writing. 

____________________________


              ______________________________ 

Mentor Signature                     Date 



Mentee Signature                         Date

Please return this signed first page to _______@______.  
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