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Chapter 1 - Administrative
The Business of the Administrative Officer – An Introduction

I. ARS Overview – Matrix Management, The Field Structure, Research Program Management and Administrative and Financial Management Council (AFMC) 

The Agricultural Research Service (ARS) is the principal in-house research agency of the U.S. Department of Agriculture (USDA).  ARS is one of four agencies in USDA that is part of the Research, Education and Economics (REE) mission area.  The other REE agencies include the Economics Research Service (ERS), Cooperative State Research, Education and Extension Service (CSREES), and National Agricultural Statistics Service (NASS).  ARS is charged with extending the Nation’s scientific knowledge with programs in agriculture, human nutrition, food safety, natural resources, the environment, library and information services, and other topics affecting the American people on a daily basis.  ARS supports more than 2000 permanent scientists working on approximately 1,050 permanent research projects at more than 100 Locations across the country and five foreign laboratories and more than 150 librarians, technical information specialists and other library specialists. 

Matrix management is a multi-dimensional management system that attempts to complete large projects, such as national programs, by organizing teams along functional areas rather than project or specific task boundaries.  A “matrixed” organization, then, is one in which people concentrate on specific areas of the organization.  As a result, each person in the organization may need to interface with several managers.  

ARS employs matrix management to provide both programmatic guidance and line management for its widely dispersed Locations.  The objective is to have the Headquarters-based National Program Staff (NPS) take the lead in providing the programmatic vision and research direction to ARS scientists working in each National Program.  Responsibility for implementing the research projects in each National Program, day-to-day management of each research unit, and ensuring that quality research is conducted within the parameters established by the National Programs, falls to the Area Directors and the line management structure they oversee.  Matrix management in ARS relies on a high level of collegial give and take among the more than 50 individuals (8 Area Directors, 8 Associate Area Directors, 3 Assistant Area Directors, 1 National Agricultural Library (NAL) Director, 4 Deputy Administrators, NPS and 30+ National Program Leaders); this does not include the many Center Directors (CD), Laboratory Directors (LD), Research Leaders (RL) and Lead Scientists directing the actual research projects.  In addition, staffs from other Headquarters offices need to be engaged at appropriate times.   (See the following website for the organizational structure of the Agency’s top management: http://www.ars.usda.gov/is/agency/ac/admcouncil.htm 
In support of the programmatic matrix within ARS, the Administrative and Financial Management (AFM) component of ARS provides administrative support and guidance to the research matrix.  This component of the ARS structure is managed by the Deputy Administrator for AFM who reports directly to the ARS Administrator.  The AFM matrix is comprised of Headquarters based Division Directors for Human Resources, Financial Management, Acquisition and Property, Facilities, and Extramural Agreements.  At the Area Level of the matrix, the 8 Deputy Area Directors (DAD) for Business Management, who report directly to the Area Director, manage an Area Staff comprised of the same types of functional experts who provide support and assistance to the research and administrative staffs at the Locations within their Area.   

-Organizational Culture & Structure

Within each Area, the Area Director and his staff are responsible for the research Locations in their geographic Area.  Each Location is comprised of Centers and/or Research Management Units each of which is overseen by a CD/LD and/or RL.  Each CD/LD and/or RL report to the Area Director.  While each Area Director has some discretion on the management of his/her Area, they must comply with the programmatic guidance provided from within the Agency matrix.   Refer to the following link to get detailed information on the research organization within ARS:  http://www.ars.usda.gov/AboutUs/AboutUs.htm 

-Reporting Structure & Information Flow: The Location, Area Office & HQ
The reporting structure within ARS, starting at the Location level, moves upward from the scientist reporting to the RL, to the CD/RLs) and the DAD serving as the second-line supervisor.  In this role the DAD serves as the technical supervisor.  

II. AFMC Responsibilities

The Administrative and Financial Management Council (AFMC) comprised of the Deputy Administrator for AFM, the Associate and Assistant Deputy Administrators of AFM, the Division Directors, the Manager for Special Projects, the Director for Outreach, Diversity, and Equal Opportunity, the Associate Director for Business Services at NAL, the representative from the OCIO, and the Deputy Area Directors for Business Management working together directs the administrative and financial business operations of the ARS.  The AFMC meets quarterly in a face-to-face meeting and interacts bi-weekly by teleconference.  

III. AO As an Extension of the AFMC at the Location Level


At the field level, the DAD, Area Section Heads in the functional areas of Budget & Fiscal; Acquisition & Property; Engineering; Real Property; Human Resources, Safety, Health & Environmental; and Information Technology, and the AOs work together to direct the administrative and financial business operations in support of the research efforts at the local level.  Because the DAD is an integral member of the AFMC, the AO is an extension of the AFMC at the Location level.  It is through the DAD that the AO will have opportunities to raise administrative and business issues of importance and impact for the entire administrative community to the AFMC for consideration, discussion and resolution.  

IV. Key Roles At The Location And How They Interact With AO
 

While the CD/LD and RLs are ultimately responsible for the accomplishment of their research mission, the AO is responsible for managing the administrative support to the Location’s research mission.  However, because the CD/LD and RL have significant administrative responsibility as well, it is critical that the CD/LD and RL, AO, Management Unit (MU) Secretary/Program Assistant, and Location Support Staff (LSS) work together as a cohesive team in support of the research mission.   As such, they can relieve the CD/LD and RLs of excessive administrative burden allowing them to focus on their primary responsibility of conducting research.  While the MU Secretary/Program Assistant reports directly to the RL, this position must interact closely with the AO and LSS.  The AO and LSS will be the first point of contact for the CD/LD and RL, scientific staff, and Secretary/Program Assistant on all administrative matters and will ensure that all administrative work is correct and complete before transmission to the Area.  Any administrative questions that cannot be addressed by the AO and LSS will be elevated by the AO or LSS to the Area for assistance.  The Location Coordinator, in most cases the AOs Supervisor, will work with the AO and other RLs to address policies that impact the entire Location.  This may be a safety policy, a hazardous weather dismissal policy, the Location Business Continuity Plan, etc.  

V. AO Role As Member Of The Location Leadership Team

The AO is the Business Manager/Leader at the Location level.  As such, the AO needs to be part of the Location Leadership Team comprised of the AO, CD/LD and RLs.  As part of this team, the AO works with the CD/LD and RLs in planning and coordinating the business management activities for the Location and serves as the primary resource for assessing needs and developing business plans to meet the administrative operational requirements of the Location.  The AO needs to be technically competent in administrative processes and procedures in order to make decisions and advise the CD/LD and RLs on financial management, asset management, energy conservation and issues related to managing human resources.  New sophisticated financial systems require expertise in financial management and a proliferation of cooperative agreements necessitates that the AO monitor and require a higher level of accountability from cooperators.  Additionally, to function as a full partner on the Location Leadership Team, the AO will need significant interpersonal and advisory skills in order to develop the requisite level of trust necessary for an optimal partnership.  The AO needs to demonstrate strong leadership competencies such as effective communication, strong customer service ethic, interpersonal effectiveness, flexibility, accountability, problem solving, conflict management, human resource management, and continuous learning.  At the highest level, the AO must be a creative and strategic thinker, possess emotional intelligence, have the ability to develop partnerships and networks, and provide ethical and decisive leadership.  (A complete listing and explanation of the AO Leadership Competencies can be found in Appendix A.)  If successful, the AO will relieve the CD/LD and RLs of many administrative burdens while assuring the Location meets its administrative and financial management requirements. 

VI. AO Role In the Area And Working With the Area Office



Role in providing customer service

While serving at an individual Location, the expectations of the Agency and Area are that the AO will utilize Agency standard procedures and business priorities to strengthen the ability of the Agency to accomplish the mission through responsiveness to Departmental, Congressional, and stakeholder requirements.  To this end, the AO cannot just prepare paperwork to accomplish tasks or forward documents to the Area or Headquarters for further action.  Rather, the AO needs to partner with the Agency through their Area Administrative Management Team to support the Agency’s interests and mission within their Location and Area.  This requires an excellent customer service ethic from the AO and the LSS.   It is the AO’s responsibility to foster this customer service excellence in the LSS.  Any advice or assistance needed should come from the Area as the first point of contact for the AO on administrative business, unless stated otherwise by Area policy.  The AO and Area Staff must partner together to support the research mission at each of the Area Locations.  As partners, both have a stake in and responsibility for the outcome. 

Role in contributing to efforts at continuous improvement.
With the AO as a business leader and partner in accomplishing the mission of the Agency, the AO must also play a role in contributing to continuous improvement to the business processes and procedures that support the research mission.  Wherever possible the AO must contribute to the solution.  To that end, the AO has a responsibility to engage in creative and strategic thinking with their colleagues, Area and Agency to strategize on improved systems, processes and procedures.  This may take the form of Area AO teleconferences and meetings, cross-Area AO Advisory Committees, or Area and Agency Task Groups.  As stated previously, the AO has an avenue through the DAD to bring issues to the AFMC for discussion and resolution.  All of these provide opportunities for the AO to contribute to problem solving and continuous improvement of service.  The AO must be an active participant and leader in these opportunities.

VII. Differentiation Between Large And Small Locations; University And Stand Alone ARS Facilities


The AO’s role as the Location Business Manager is to lead and manage the business functions that support the research mission.  Regardless of the size of the Location, there are technical, management and leadership skills required of the AO in order to successfully support the research.  However, the fact that we have a variety of sizes and situations at our Locations does result in some differences.  The management advisory and leadership skills required by the AO at our largest, most complex Locations will be more extensive than at a very small, one MU Location where the AO is more involved in the execution of the functional services rather than significant management and leadership of a staff who performs the technical work.   

There can also be significant differences in the responsibilities of AOs who have Federally owned, stand-along facilities versus those who are co-located and housed in University-owned space.  The Operations & Maintenance of the Federal facility may add complexity to the AO position and will increase Indirect Research Costs (IRC) for the research units.  In this situation, the AO may also have large, complicated Shared Research Costs (SRC) accounts to be developed and managed by the AO.  When co-located on a University campus and housed in University space, some of the focus can shift from real property asset management and large IRC/SRC responsibilities to extramural agreements if the Research Support Agreement (RSA) is utilized extensively.  Additionally, in this situation a Location may more fully utilize Specific Cooperative Agreements (SCA) to formalize cooperative research between ARS scientists and their University cooperators.  The management of these extramural agreements can be very time consuming, complex and require extensive negotiating and partnering skills in dealings with the University.  

VIII. Life of an AO: A not exhaustive list of tasks that AO and LSS staff must do:

a. Daily 

i. Manage email: read, sort, respond to, capture and prioritize action items determining what to delegate and what needs to be handled personally, electronically file for future reference.
ii. Manage Location deadlines, priorities, deliverables and work product quality relating to resource planning, budget management, purchasing/contracts, real/personal property, personnel/HR/training, cooperative research agreements, travel, facilities management, and safety/health/EMS.
iii. Return phone calls from Location customers seeking advice and assistance related to administrative policies, procedures, rules and regulations in support of the research activities.
iv. Document and coordinate visitors to the Location.
v. Manage LSS workloads and assignments.
vi. Follow-up as necessary with Area & HQ staffs.
vii. Respond to data calls from Area & HQ staffs.
viii. Manage CATS daily entries:  
-PCMS purchases
-AD700s 
-Approved training / travel 
-Salary adjustments


b. Weekly 

i. Weekly financial reconciliation / weekly status of funds – during fiscal year end.
ii. Review AIMS for required agreement-related actions.
iii. LAPC – check user messages and follow-up in PCMS as necessary.
iv. Process personnel actions as needed.


c. Monthly 

i. Progress / Issues briefing with the Location Coordinator.
ii. Progress / Issues reminders to RLs, as necessary.
iii. Financial reconciliation Monthly – BRIO / CATS / SAMS
- Pull transaction detail ledgers TDL, PDL, and OCP through BRIO /   
FFIS and reconcile with CATS & SAMS records.
- Notify Area B&F on specific un-reconciled items in BRIO & CATS.  
- Generate official Status of Funds including salary information for each CRIS project (including soft funded projects) and distribute  either in hardcopy or electronically to respective RL with explanatory notes as necessary.  
- Check and update personnel “not to exceed” dates in PATS/HRIS.
iv. Manage User-Names and Passwords to maintain system access.  
v. Reconcile personal property suspense list.
vi. Enter government owned vehicle cost data in the PROP system (anything not done on the fleet card).
vii. Provide LAPC monthly reconciliation report to each supervisor. 
viii. Prepare Salary Lapse reports due April 1, June 1, and August 1.  
ix. Manage Research Support Agreements, reconciling Monthly Management Reports to the original agreement.
x. R&M project management.


d. Quarterly

i. Compile Quarterly EEO Report and forward to Area EO manager.
ii. Compile Quarterly Human Capital Management Report and submit to Area.
iii. PCMS quarterly report – Provide Check report to Area Office. 
iv. Generate and provide cardholder infraction report to Area Office and to respective supervisors.
v. Enter vehicle use information into PROP system. 
vi. Quarterly maintenance of vehicle fleet or as needed by manufacturer’s recommendations for each vehicle.
vii. Quarterly Status of Funds review with fund holder.  
viii. Procurement Card usage report – due to Area Office by 20th of the month following quarter end.
ix. Quarterly reconciliation of aged receivables.  Based on information provided by Bob McGill that comes through NFC.  (In most cases this will be coordinated directly through Area B&F).   

e. Annually

i. Manage Performance Management System for Location, ensuring annual performance appraisals / midyear reviews for all employees are accomplished and new performance plans developed. 
ii. Mandatory annual training / Ag learn for CR, cyber security, Ethics. 
iii. ARMPS preparation, planning and management.
iv. CAM – CRIS activity module (Oct):  Using CATS, develop a report for the full year prior on each CRIS allocation and how that money was spent on RSA, IRC, Equipment, & Other.  This is a summary report that should match end of year final status of funds.
v. Review of and follow-up on un-liquidated obligations twice per year (Oct / Feb).  This is to address obligations that have never been paid out.  This information is reported out of BRIO and follow-up generally requires research in FFIS, review of admin files, and possibly follow-up verification.  
vi. Rollover of soft funds at the end of the fiscal year.  (Oct / Nov).  Good monthly reconciliation throughout the year assures the rollover amount will be correct.
vii. Period end estimates due the last week of the FY.  AO’s that have the most success and a high degree of precision have a control process for the entire Location that is highly disciplined.
viii. AO / Financial Tech review of Relocation obligations that can be released/deobligated.  ( July / August ).  Contact Area Transportation Assistant (ATA) for additional de-obligations.
ix. Biannual real & personal prop reconciliation
x. Review / Udpate 5 year Capital Project & Repair Plan. 
xi. Energy report (November).
xii. Annual Safety/Health/EMS inspection.
xiii. Updating IT accreditation and certification plans.
xiv. Updating security certification plans.
xv. Review of Accountable Officer’s inventory expiration dates (for personal property) on an as needed basis throughout the year.
xvi. Recommended twice per year surplus excess property.  
xvii. Notification to Area Office of any facilities modification projects above $25K - before money is spent.  All facilities modification projects should be linked to Location 5 year Capital Project & Repair Plan and the annual ARMP Facilities Plan.
xviii. RIT Claims will be mailed to the employee by ATA (April / May).
xix. Work on service contacts (June) – janitorial, maintenance, etc).  

xx. Close out of terminated extramural agreements.
xxi. Management of motor vehicle fleet through acquisition of new and disposal of excess vehicles.
xxii. Annual review / update of Location Occupant Emergency Plan / Business Continuity of Operation Plan / Emergency Preparedness Plan.
xxiii. Procurement Forecast Reports.
 Chapter 2 - Acquisition/Personal Property
2.1 General
1. Introduction
Running a Location requires the ability to purchase supplies and services quickly and efficiently – and at the same time to comply with a myriad of Federal acquisition rules and restrictions.  Meeting the demands of the Location and complying with all the rules is no easy task - and doing it well requires an attention to detail.  

All ARS Areas and Locations manage most of their acquisition programs using the “Simplified Acquisition Procedures” under the Federal Acquisition Regulations (FAR).  Simplified acquisition procedures were developed as a result of Congress’s concerns that the Federal procurement process be made more efficient and effective.  So it’s important to be aware that these guidelines represent an improvement from past requirements and has allowed ARS to give quite a bit of procurement autonomy to the Area and Location levels.  

Simplified acquisitions procedures cover items under $100,000, or up to $300,000 if under GSA contract.  These threshold levels cover the vast majority of purchasing needs at a Location.   But before a Location can use this authority, a Location staff person must be warranted by taking the appropriate training.  Most mid to large Locations have full time warranted purchasing agents (PA).  Small Locations generally combine this role with either the AO or another admin office staff person.  A Location’s warranted level is coordinated through the Area Office Procurement Assistance Officer (PAO) and is based on the Locations size, complexity, and specific needs.  A large complex Location may justify a warrant up to and exceeding the simplified acquisition thresholds.  For smaller Locations, a warranted level of $25,000 would likely be more appropriate.  The key here is making sure that Locations coordinate with their respective Area Offices on the appropriate warrant level for the Location, making sure the purchasing agent(s) are trained, and making sure the warrant levels are maintained. 
In today’s acquisition environment, there are numerous mandatory small business procurement set-aside programs that we must comply with.  The Department, Agency and Area have Procurement Preference Goals that must be met each year.  The Locations are key to meeting these goals and must work with their Area Office to ensure their acquisitions help meet the Area goals. 

The AO’s role in managing a Location’s acquisition program is significant.  Subsequent sections of this chapter detail many aspects of this responsibility, but broad AO responsibilities are identified below. 

2. AO Responsibilities

· Work with Area Office to identify appropriate Location warrant level and assure Location personnel (generally the PA) are appropriately trained and maintain their full warrant.  Maintenance training is required minimum every two years for warranted personnel.    

· Ensure individuals obligating government funds (ordering supplies/materials or service) have written authority to make a purchase and funds are available for obligation.  According to 213.3M REE Purchase Card Manual, for purchase cardholders, written authority is a letter as such from the Location’s LAPC when single purchase limit for supplies is increased to $3,000.  Per DR5013-6, the card confers the author and a delegation letter is not required.  
· Ongoing communication with Location leadership and key personnel on key legal and regulatory restrictions regarding government purchases.  Particularly reminders on appropriate use of purchase cards, limitations on soliciting bids, restrictions on making commitments or placing orders (other than warranted officers). 

· Ensure that only warranted contracting officers sign contractual instruments or modifications whether or not dollars are involved, or sign memorandums or letters or issue verbal orders which appear to have the effect of contractually binding the Government, including hotel/motel and software license agreements.
· Initiate the ratification process for unauthorized commitments.  (An unauthorized commitment is an agreement, either verbal or in writing, that is not binding because it has been made by a person without specific contracting authority.  An agency employee who makes an unauthorized commitment may be subject to personal liability and will be required to go through the ratification process.)

· Ensure the PA works toward meeting the mandatory Procurement Preference Goals for the various small business set aside program.

3. Flow Chart -    N/A

4. Process/Procedures

· Processes and procedures regarding acquisitions vary based on two key things:  a) Size of the acquisition and b) Type of acquisition.  For nearly all Locations, the size of an acquisition can be differentiated in three ways:  

· Credit card purchases below $3000 (micro purchases).
· Credit card purchases above $3000.
· Non-credit card purchases above $2,500.

Procedures vary for each of these three categories and they are further discussed in the next section - Section 2.2 Requisitions.

· Regarding the type of acquisition, though there are many types of acquisitions under the Federal Acquisition Regulations, for our purposes most Locations only need to be concerned with the following three:

· Supplies, materials, and services (including small scale construction and repairs).
· Major construction which requires Architectural & Engineering (A&E) Design services.

· Advanced Data Processing (IT) equipment and systems.  

· This chapter is concerned only with purchases of supplies and services.  Procurement of A&E / Construction services and IT equipment always must be coordinated through the Area Office & ARS HQ.  A&E / Construction services are addressed further in Chapter 3 – Facilities / Real Property / Safety & Health.  IT equipment is addressed in Chapter 5 – Information Technology Activities.   

5. Due Dates/Deadlines -    N/A

6. Contact List/Helpful Links/P&Ps 
· Area Procurement Officer

· Acquisitions,  www.afm.ars.usda.gov
· PASTG Task force, SOP Manual, Financial, http://www.arsnet.usda.gov/pastg/ 
· 213.3M REE Purchase Card Manual, http://www.afm.ars.usda.gov/ppweb/pdf/213-3M.pdf 
· Department Regulation DR5013-6, http://www.ocio.usda.gov/directives/doc/DR5013-006.htm 
7. Forms

· SF-1402, Certificate of Appointment, Authority above $2,500, issued by the head of Contracting, Activity Designee, Headquarters

· PCMS designation Letter, single purchase limit is $3000, issued by Local Agency Program Coordinator (LAPC).  This is only required when non-procurement cardholder’s single purchase limit for supplies is $3,000.  Refer to 213.3M REE Purchase Card Manual, Section 5, Special Instructions, changes to Spending Limits. 
8. FAQs


2.2 Acquisitions - Requisitions
1. Introduction

A requisition is used to describe the need for the purchase.  In the past, the AD-700 form, “Procurement Request/Requisition,” was the tool used to generate the requisition.  With the advent of the Integrated Acquisition System (IAS), use of hardcopy AD-700 is now rare.  Now, for non-credit card purchases above $2,500, electronic requisitions are generated in IAS and approvals up the supervisory chain are handled electronically.  For credit card purchases below $3000, AD-700s are optional as a way for the Location to document a purchase request that will be handled through a purchase cardholder.  However, while a hard copy AD-700 may not be required, a signed hard copy AD-700 is required above the micro purchase limit for the purchasing file.
2. AO Responsibilities
· Work with Location warranted officer/purchasing agent (PA) to develop Location-specific instructions for correctly generating requisitions and understanding overall purchasing limitations (according to three purchase categories identified in Section 2.1).  

· Assure that Location-specific purchasing instructions are communicated to RLs, SYs, and key Location personnel.  
· Assure LAPC provides appropriate management oversight of the purchase card program.
3. Flowchart – N/A

4.  Process/Procedures

Purchase card purchases below and above $3000 – 

· Specific procedures / instructions are outlined in Section 2.5 of this Chapter.  

Non-Purchase card purchases above $2,500 – 

· Individual (Scientist or support staff) identifies a need to purchase supplies or equipment.
· Scientist/Technician/secretary prepares brief statement of work and estimate. The Government estimate is expected to be an independent estimate of the anticipated cost of the procurement. For supply contracts, the Government cost estimate is based on Estimated Unit Price x Quantities.

· Location requisitioner generates requisition in IAS.  
· IAS generates an email notification to approving official, indicating approval action is required.
· Approving official logs onto IAS and approves requisition.
· IAS generates an email to purchasing agent informing of approval action.  
· If the requisition is within the authority of the purchasing agent, the purchase is made at that Location level.
· If the purchase is above purchase agent authority, it is forwarded to the next level, usually the Area Office.
· All purchases must adhere to the Federal Acquisition Regulations (FAR) provisions.
5. Due Dates/Deadlines -    N/A
6. Contact List/Helpful Links/P&Ps
· Area Contracting Specialist

· PASTG Task Force, SOP Manual, Financial, Page 5, http://www.arsnet.usda.gov/pastg/
· Federal Acquisition Regulations, http://acquisition.gov/comp/far/index.html 
· Integrated Acquisition System, www.afm.ars.usda.gov/initiatives/IAS
7. Forms

· AD-700:Request for Procurement/Requisition
8. FAQs
Q  Should the vendor name be included with the requisition?  

A  If a vendor is known, include the name, address and phone number.  If known, include the names of several recommended.    

Q.  Does the accounting code need to be on all requisitions?  

A.  Yes, otherwise the procurement cannot be made.

Q.  Can an order be placed with any vendor?  

A.  All orders above $3,000 must be placed only with vendors registered in Central Contracting Registration system (CCR). (Over $2,000 for construction must be registered in both CCR and ORCA).



2.3 Acquisitions – Blanket Purchase Agreements 
1. Introduction

A blanket purchase agreement (BPA) is an open-ended agreement established for procuring a wide variety of reoccurring items for which the exact quantities, items or delivery needs are not known in advance. Individuals without procurement authority can be authorized to use the BPA as part of the agreement.  Consolidated billing is also set up as part of the agreement. The BPA does not guarantee a purchase will be made but if a need is identified, the purchase may be made from a vendor(s) that has already identified price, reasonableness and delivery timeframes.  Several vendors are usually identified for the same products and purchasing personnel should rotate the vendors in an effort to spread the government’s business among those with established agreements in place.  There is no guarantee that purchases will be made during the established timeframe of the BPA.  

2. AO Responsibilities

· Review prior year accounting ledgers to determine need for BPAs.
· Work with the Research Management Units to determine the need for BPAs.
· After determining if a BPA is needed, assist the purchasing agent (PA) to identify vendors that have similar products that would allow the maximum amount of competition for the items needed by the unit.
· Remind PAs that BPAs must be reviewed annually and prices updated if changes have occurred.  Ensure BPAs are reviewed annually to reaffirm the need and proper usage (FAR Part 13.303).
· Enter BPAs into the Integrated Acquisition System (IAS).
· Ensure that BPAs are replaced by using the purchase card when appropriate.

· Ensure that BPAs are documented, in IAS and contain all the necessary terms and conditions, including authorized to place orders and extent of their authority, and securing maximum discounts.

· Ensure BPA orders are only used by those individuals authorized on the agreement. (Federal Acquisition Regulations (FAR) Part 13.303).
· Check to see that whenever possible, contractors invoice monthly rather than invoicing for each call order (FAR 13.303). This is to reduce paperwork and cost to the Government.

· Ensure that call orders over $3,000 are documented to show that competition was obtained or notation for sole-source (FAR Part 13.303).

· Ensure that individual call orders do not exceed the maximum call order limit (FAR Part 13.303).
· Ensure that BPAs do not exceed the total dollar limitation or its stated time period.

· Establish a process to verify that charges to vendor are valid.

3. Flowchart -    N/A

4.  Process/Procedures
· Annually solicit vendors who would be interested in providing pricing information for numerous items needed by the government.
· This process is similar to an “open account” that does not guarantee purchases will be made, but if they are, establishes a method of payment that may be used for receiving discounted pricing.
· Using several vendors that supply the same products is desirable and spreading the government’s business among these vendors is required.
· Purchasing Agent will confer with scientists/technician to determine if they anticipate purchasing small items on an “as needed” basis where they are unable to predict the quantity/time/parts that they are needed. i.e.  water lines break and miscellaneous parts must be picked up from the local hardware store.

· Once a need is identified, the purchasing agent will identify several vendors that may be able to supply the products.  Competition is needed if the dollar amount is expected to exceed $3,000 annually.
· Purchasing Agent will establish the BPA with several vendors and the items may be picked up, as needed. 

5.  Due Dates/Deadlines

· Ensure that vendor invoices on a monthly basis.
· Process payments within 10 days of receipt.
6. Contact List/Helpful Links/P&Ps
· Area Contracting Specialist
· Federal Acquisition Regulations (FAR)

· PASTG Task Force, SOP Manual, Financial, Page 5 
FAR Part 13.303, , http://www.arsnet.usda.gov/pastg/
7. Forms
· Check IAS for the specific form
8. FAQs


2.4 Acquisitions – Purchase/Delivery Orders
1. Introduction

A purchase order (PO) is the official order for supplies, services, etc.  It is completed by the procurement official, either a contracting officer (CO) or a PA, is based on the approved requisition, and is completed only after proper competition has been obtained.  In developing the PO, the procurement official is responsible for establishing pricing, terms, and conditions of the order.  

Delivery orders are orders placed against existing contracts, including BPAs and Federal Supply Schedule (FSS). These contracts may be set up by General Services Administration (GSA), Headquarters, Area Offices, Locations, or other Federal Agencies.  Whoever awards the contracts includes who has permission to place a delivery order against the contract.  Examples are FSS Contracts, Architecture & Engineering (A&E) Contracts or other Supply/Service Contracts where either the quantity or delivery date is not known at time of award.  The warranted CO or PA is still responsible for determining price reasonableness for each individual delivery order.

2. AO Responsibilities

· Assure purchasing agent and cardholders are aware of the existence of the established contracts and use the delivery order if the need fits.
· Assure cardholders understand only warranted personnel can place a delivery order against a contract.

3.  Flowchart – N/A
4. Process/Procedure

· Requisition is prepared and submitted to the CO or PA through the IAS system (if over $3,000).

· CO/PA assures the vendor has registered in the Central Contracting Registration (CCR) System, and is set up in FFIS for direct deposit of funds.

· CO/PA obtains competition, as required, utilizing known vendors, GSA established sources and/or checking on the internet.

· CO/PA verifies if a BPA might be already established by the Agency, Department or GSA and determines method of payment, i.e., purchase card or purchase/delivery order.
5. Due Dates/Deadlines
· Follow established Area guidelines.
· Procurement Cut Off Dates in Figure 2.4.1

· Annual training requirements for maintaining warrant level.

Figure  2.4.1  Procurement Cutoff Dates Timetable
	SUPPLY, SERVICE, AND EQUIPMENT (Includes IT), 
CONSTRUCTION with COMPLETED DESIGN, and A-E DESIGN ONLY 

	$3,000 and under
	September 1


	$3,001 - $100,000
	July 1 – IT requirements exceeding $25,000 must include waiver.

	$100,001 - and over
	April 1 - Contact Acquisition and Property Division or Area Procurement Staff immediately.  Please note that this date accommodates sufficient time for an acquisition strategy review if required.

	DESIGN AND CONSTRUCTION IN SAME FISCAL YEAR 

	$2,001 - $25,000
	June 1

	$25,001 - $100,000
	April 1

	$100,001 - and over
	December 1 - Contact Area Procurement Staff immediately.   Please note that this date accommodates sufficient time for an acquisition strategy review if required.

	TASKS ORDERS UNDER O&M CONTRACTS 

	$2,501 –

$25,000
	July 1


6. Contact List/Helpful Links/P&Ps
· GSA Advantage, www.gsaadvantage.gov
· ARS Intramall, http://ARSIntramall.nih.gov
· ARS Acquisition Division, www.afm.ars.usda.gov/procurement
· Integrated Acquisition System, www.afm.ars.usda.gov/initiatives/IAS 
7. Forms

· OF-347: Order for Supplies

· SF-1449: Solicitation/Order (Commercial)

· SF-30: Modification of Contract
8. FAQs


2.5 Acquisitions – Purchase Cards
1. Introduction

The Purchase Card Management System (PCMS) is a program that utilizes government issued VISA credit cards for use by designated personnel to make purchases of supplies and services. In addition to the purchase cardholder, there are several additional key roles in administration of the purchase card program.  

· Area Agency Program Coordinator (AAPC) – The Area level person responsible for maintaining the Area-wide card program and identifying LAPCs who specifically support the Locations.  

· Local Agency Program Coordinator (LAPC) – Location level person responsible for issuing cards, training cardholders, monitoring card use, and providing reports to supervisors.  

· Manager/supervisor –responsible for ensuring cardholders do not exceed or abuse their delegated authorities and exercise appropriate oversight to ensure cards are properly utilized for official Government business.
· Purchase cardholders – MU level person responsible for: 1) correctly using the purchase card; 2) for data entry of purchases into the Agency CATS system; 3) for weekly reconciliation of purchases in PCMS; and 4) for providing monthly reconciliation reports to the Area Budget and Fiscal Officer (ABFO).

Purchases made utilizing the VISA cards must follow the dollars thresholds designated for the individuals assigned the cards.  Generally, Location personnel are limited to purchases below $3,000 except warranted contracting officers. VISA checks are part of this program however, not all individuals with VISA purchase cards, are authorized check writing capabilities.

2. AO Responsibilities

· Provide guidance and assistance to the scientists and RLs to determine the appropriate number of purchase cards needed for each management unit (based on size and unique needs) and the appropriate staff who would be assigned and trained to use the card in support of the unit.   
· Assure that the Location has an assigned, trained, and active LAPC who performs all functions of the LAPC as defined in 2133M REE Purchase Card Manual including ensuring that cardholders maintain a log of purchases, complete weekly reconciliations and that LAPC provides monthly reports to supervisors and Area Office as required. 

· Ensure cardholders and Supervisors receive refresher training as needed.
· Ensure that transactions are entered into the CRIS Allocation Tracking System (CATS).
3. Flowchart -    N/A

4. Process/Procedures
· Supervisor identifies proposed purchase cardholder to the LAPC.

· LAPC provides proposed cardholder and manager/supervisor with necessary documentation and Location-specific training including:  1) Purchase Card Manual (213.3M); 2) Department Regulation 5013-6, PCMS/Micro-Purchase Guide; 3) Cardholder PCMS User’s Guide and Quick Guide for Reconciling Purchase Card Transactions. 
· Proposed cardholder and manager/supervisor review each document and take a test which is verified by the LAPC.  
· After training has been accomplished, the LAPC will process the documents for issuance of the VISA Card and set up the user identification number and password for on-line reconciliation of the purchases.
· Transactions will appear in PCMS usually within 2 – 5 days after credit card has been charged by the vendor.  Cardholder reconciles purchases in PCMS weekly, but no later than 30 days after purchase.  

5. Due Dates/Deadlines
· Weekly reconciliation of transactions
· Daily reconciliation during the month of September (recommended).

6. Contact List/Helpful Links/P&Ps
· REE P&P 213.3M Purchase Card Program


http://www.afm.ars.usda.gov/ppweb/pdf/213-3M.pdf
· PASTG Task Force, SOP Manual, Financial, Pgs 6-11,  http://www.arsnet.usda.gov/pastg/ 

· Purchase Card Management System (PCMS)  www.nfc.usda.gov/corporate/PCMS
· Department Regulation DR5013-6, http://www.ocio.usda.gov/directives/doc/DR5013-006.htm 
7. Forms – N/A

8. FAQs


2.6 Acquisitions – Federal Supply Schedule
1. Introduction

A wide variety of products needed by ARS are available at reduced pricing through the Federal Supply Schedules.  Utilization of the schedules usually saves money and time.  Procurement personnel (COs and PAs) normally check the schedules when a requisition is received to obtain price and availability information.  Placing a delivery order against a Federal Supply Schedule does not relieve the contracting personnel from determining price reasonableness. 
2. AO Responsibilities

· Assure the contracting personnel are aware of the schedules and how to obtain information.

· Assist the contracting personnel in providing information to the scientists regarding the wide variety of products covered by the Federal Supply Schedules (FSS).  

3.  Flowchart - N/A

4. Process/Procedure

· When a requisition is received, PA checks the on-line listing of available products at www.gsaadvantage.gov.  Products can be found by searching by manufacturer part numbers, manufacturer name, common name or FSS contract number.

· Competition, if needed, can be accomplished by searching the available contractors on the schedules. 

· Orders can be placed directly on-line or by using the standard telephone or written orders.

5.  Due Dates/Deadlines
· Contracts issued by GSA have expiration dates and the vendors must honor the price listed throughout the contract period.  Check the expiration dates for utilization of the contract.  Orders may be placed outside the contract period, but vendors may price the products as they wish.   

6. Contact List/Helpful Links/P&Ps
· GSA Advantage www.gsaadvantage.gov, use search option of item needed

· Intramall, http://ARSIntramall.nih.gov
7. Forms -    N/A

8. FAQs


2.7 Acquisitions - Administration
1. Introduction

Individuals with contracting authority are responsible for proper utilization of the programs under their authority.  

2. AO Responsibilities

· Working knowledge of the Location’s specific purchasing, contracts, and procurement history.  

· Working knowledge of federal acquisition processes applicable to Location-specific needs for supplies, materials, and services.  

3. Flowchart – N/A
4. Process/Procedure – N/A
5.  Due Dates/Deadlines – N/A

6. Contact List/Helpful Links/P&Ps
· Acquisitions, www.afm.ars.usda.gov 

7. Forms -    N/A

8. FAQs


2.8 Acquisitions – Simplified Acquisition
1. Introduction

Simplified acquisition procedures are talked about in the introduction of section 2.1 but it’s probably useful to give a couple more tidbits of information: 

· Simplified  Acquisitions is  defined as purchases under $100,000.  (Many Locations will have purchasing agent (PA) with delegation or warrant up to this level.)

· Micro purchases are defined as smaller than $3,000 and most of those purchases are made with purchase cards.

· Competition is required for all purchases between $3,000 and $100,000.

2. AO Responsibilities

· Awareness that most Location purchases fall under simplified acquisition procedures.  

· Awareness of Policies and Process/Procedures outlined in the ARS Field Acquisition Guide 213.2, 07/02 (www.afm.ars.usda.gov/ppweb/pplist.htm) as well as the Field Acquisition Regulations (FAR).  
3. Flowchart – N/A
4.  Process/Procedure – N/A
5.  Due Dates/Deadlines – N/A

6. Contact List/Helpful Links/P&Ps
· Area Contracting Office 
· P&P 213.2 Field Acquisition Manual www.afm.ars.usda.gov/ppweb/pplist.htm
7. Forms -    N/A

8. FAQs


2.9 Acquisitions – Receiving Reports
1. Introduction

Receiving means certification that all products ordered by the Location are received in satisfactory working order.  Several methods of documenting products are received can be utilized.  

2. AO Responsibilities
· Assure all items received at the Location are inspected for damage; all paperwork is signed and dated, and any damage noted on shipping documents. 

· Assure appropriate personnel are notified that the products have been received.  

3.  Flowchart – N/A
4.  Process/Procedures 

· When items are delivered, sign the delivery receipts and get a copy, if possible.
· Notify the procurement personnel that items have been delivered. 
· Procurement personnel must submit a receiving report if the items were ordered through the IAS system.  
· If ordered utilizing the purchase card system, a signed/dated delivery receipt will serve as authorization to approve the transaction.
5. Due Dates/Deadlines

· Receipt of items should be documented within 2 days of receipt.

· Do not store items without properly notifying appropriate individuals that the items have been received.

6. Contact List/Helpful Links/P&Ps
· Area Contracting Specialist

· P&P 213-2M Field Acquisition Manual (FAM) 


http://www.afm.ars.usda.gov/ppweb/213-02m-toc1.htm 
· PASTG Task Force, SOP Manual, Financial, Page 5, http://www.arsnet.usda.gov/pastg/ 
7. Forms

· AD-838-1
8. FAQs


2.10 Acquisitions – Integrated Acquisition System (IAS)
1. Introduction

Integrated Acquisition System (IAS) is a centralized system for approvals and tracking of purchases above $3,000.  The system provides for a centralized location to track the requisition throughout the various steps of the process (budget approval, solicitation, contract award, receipt, payment and closeout).  The IAS system directly feeds into the FFIS system, and commits and obligates funds.

2. AO Responsibilities

· The AO generally has an official procurement role (often as a budget approver) for a Location and as such should have training and working knowledge of IAS as it relates to their specific procurement role.  

· The AO and the Location Purchasing Agent are Location resources for acquisition policies & procedures and any related training and Agency guidance.  In order to provide this support, AOs should have good general knowledge of the acquisition system, particularly related to acquisition needs of their specific Location.  IAS is an important mandatory tool in that system.

· Assure there is a separation of duties between the requisitioner, budget approver, Location contracting personnel and Area/Headquarters contracting staff.
· Assist personnel in obtaining the training necessary to work within the system.  

3. Flowchart  

Figure 2.10.1   
[image: image1.png]



4.  Process/Procedures
· When the estimated cost is above $3,000 the requestor needing the items will prepare a description of the item needed and submit that information to the requisitioner (this role is established at each Location by the AO and in accordance with Area policy).

· The requisitioner will enter the data into the IAS system with as much information as possible including full description, estimated cost and possible vendors.
· Once the document is completed and submitted, the requisition will automatically process to the budget approver (this is often the AO).
· The budget approver will get an email indicating they have a requisition ready for approval.
· The budget approver assures the funds are available, reviews the requisition and approves or disapproves as appropriate.

· If approved, the requisition goes to the purchasing agent / contract specialist either at the Location or Area Office.

· The purchasing agent / contract specialist then prepares the solicitation in the system and subsequently the award.
· The IAS procedures are outlined on the IAS website under “Guidance.” This section includes a step-by-step process for entering requisitions, approving requisitions, solicitation, creating awards, processing  receipts, and contracts close out.

5. Due Dates/Deadlines -    N/A
6. Contact List/Helpful Links/P&Ps
· Integrated Acquisition System, www.afm.ars.usda.gov/initiatives/IAS 
· Area Procurement Staff  

· Mike Magee, 301-504-4383 (REE I BM tier O Support)
· Suggestion:  Print Quick Tip pages from the IAS website for easy reference. 
7. Forms

· All forms needed to use this system are incorporated at the IAS website.

· IAS Access Request Form AD-1143
· Requisition

· OF-347, Order for Supplies

· SF-18, Request for Quotation

· SF-30, Modification of Contract

· SF-33, Solicitation Schedule A Only

· SF-1442, Solicitation/Award

· SF-1447, Solicitation/Contract

· SF-1449, Solicitation/Order

· AD-1143, Corporate Systems Access Request Form

· IAS-1, Invoice Cover Sheet for IAS Payments

8. FAQs
Q.  Who decides what role the employees will have in using the system?  

A.  The Area and Location staff determine who will have access.

Q.  How is access to the system obtained?  

A.  Contact the Area Procurement Office for assistance.  Use AD-1143, 
Corporate Systems Access Request Form 



2.11 Acquisitions – Invoice/Payments/Closeouts/Prompt Payment
1. Introduction

Depending on the instrument used to procure supplies (purchase/delivery orders, purchase card or contract) the method for processing varies.  Invoices and payments for purchase/delivery orders are processed through the National Finance Center.   Payments made through the PCMS system are accomplished at the time the card number is given.  The vendor is automatically paid by the VISA card system and the charge subsequently appears on the PCMS system for approval. 

2.  Warranted AO Responsibilities

· Assure that payments are received by the vendors for all items ordered by the Location.  
· Often, contractors offer discounts for receiving payment in a timely manner.  Usually this timeframe is between 5 and 10 days.  If prompt payment discounts are part of the contract terms, assure that all individuals in the process are aware so that they prompt payment can be utilized.  
· Once items orders are received, invoice accepted and receipted in IAS, and the vendor is paid the contract should be annotated with that information and kept in a “closed” file for the designated period of time as outlined in the records management section.
3.  Flow Chart -   N/A

4.  Process/Procedures -   N/A

5.  Due Dates/Deadlines -    N/A
6.  Contact List/Helpful Links/P&Ps
· National Finance Center – Payments Section – 800-421-0323

· IAS Integrated Acquisition System, www.afm.ars.usda.gov/initiatives/IAS
7. Forms -   N/A

8.  FAQs


2.12 Acquisitions – Personal Property
1. Introduction

Accountable Property is defined as Agency owned equipment with an original cost of  $5,000 or more; and leased-to-own property with a lease acquisition amount of $5,000 or more.  Property is assigned to an Accountable Property Officer (APO).  Generally this is a manager/fund holder within a management unit although there are some Locations who assign the Accountable Property Officer responsibility down to the SY who procured the equipment.  The APO is responsible for assuring for safe operation and use as well as the location of the equipment at all times.
Key aspects of Personal Property management: 
· Property control accountability and inventory.
· Property receipt and identification.
· Personal property suspense reporting.
· Report and disposal of excess/unserviceable property
2.  AO Responsibilities

· Assist the APO with the inventory reconciliation and inventory updates.

· Manage data entry into USDA’s official Property System PROP.

3.  Flowchart – N/A

4.  Process/Procedures
· At the time of purchase, equipment is assigned a Budget Object Class Code (BOCC) in the 3100 series as outlined by NFC.
· NFC provides suspense reports for tracking equipment.
· Locations enter data in PROP within 30 days of item appearing on the Suspense Report.

· Assign new APO numbers.
5. Due Dates/Deadlines

· Reconcile Suspense reports within 30 days of items appearing on the report.
· Inventory updates required every two years or when there is a change to APOs..
6. Contact List/Helpful Links/P&Ps
· NFC Process/Procedures Title V, BOCC, www.nfc.usda.gov
· NFC PROP System, www.nfc.ars.usda.gov, Title IV, Chapter 6, Section 4

· Property Management Officers (PMO) Quick Guide, 2004:    http://www.afm.ars.usda.gov/property/files/pmoguide2004.pdf 

· P&P  221.1 Personal Property, Motor Vehicle, and Aircraft Management, http://www.afm.ars.usda.gov/ppweb/221-01m.htm 
· GSA Federal Regulations, http://www.gsa.gov/personalpropertypolicy
· USDA Regulations, http://www.usda.gov/da/pmd/directives.htm 
7. Forms

· FOCUS Suspense Report 

8. FAQs


2.13 Acquisitions – Property Control, Accountability, and Inventory
1.  Introduction

The accountable office is the management unit that holds the property.  The accountable office is responsible for the property at all times to assure it is not lost or stolen.   Loan of property to Federal, State or local agencies is authorized as long as the period of loan does not exceed 1 year (can be renewed).  Property can only be loaned if the property is for official use by the receiving agencies and is not for personal use by the organization or individual.

2.  AO Responsibilities

· Assure APO has recorded the location of each item listed on the inventory at the time of the update.

· Assure form is completed to document property on loan and remind APO when the one year period is near.
· Assure inventory is conducted and reconciled every two years, all items located or missing items investigated and documented; and any items identified as excess.  

· Report any items identified as excess for screening by other USDA and Federal agencies.  Prior to reporting property to GSA, Locations may wish to provide a list to other Locations within the agency that may have a need for the items.  

3.  Flowchart -   N/A

4.  Process/Procedures

· Loaning property for official use – 

· Agency Owned equipment leaving the ARS facility:  Any property leaving the government facility, office or laboratory must have supervisor approval.
· Use form AD-873, Property Pass, to document property leaving the facility.  This requirement includes laptop computers taken home or while in travel status.  
· Annual authorization may be provided by the supervisor but renewal of the authorization is required.

5.  Due Dates/Deadlines
· Physical inventory required every 2 years or when there is a change in APOs

6.  Contact List/Helpful Links/P&Ps
· Area Property Management Officer

· NFC PROP System, www.nfc.ars.usda.gov, Title IV, Chapter 6, Section 4
· Property Management Officers (PMO) Quick Guide, 2004:    http://www.afm.ars.usda.gov/property/files/pmoguide2004.pdf 

· P&P  221.1 Personal Property, Motor Vehicle, and Aircraft Management, http://www.afm.ars.usda.gov/ppweb/221-01m.htm
7.  Forms

· AD-107  Removing Government Property on Loan
· AD-112  Reporting Lost, Stolen or Damaged Property
· AD-873  Property Pass

8. FAQs


2.14 Acquisitions – Property Receipt and Identification
1. Introduction

Assignment of a NFC property identification number is required for all items $5,000 and above as well as some sensitive property.

2. AO Responsibilities 
· Assure contracting personnel assign the proper BOCC.
· Identify sensitive property (see Section 2.16 of this chapter).
· Obtain NFC ID numbers from the Area Property Office. 

· Assure those using the Property system (PROP) receive proper training.
3. Flow Chart - N/A


4. Process/Procedures
· Provide APO with NFC identification numbers.
· Assure property is identified on the appropriate inventory.
· Enter data in the PROP system using the NFC Manual.
5.  Due Dates/Deadlines -    N/A
6.  Contact List/Helpful Links/P&Ps
· NFC Process/Procedures, Personal Property, www.nfc.usda.gov, Title IV, Chapter 6, Section 4
· Property Management Officers (PMO) Quick Guide, 2004:    http://www.afm.ars.usda.gov/property/files/pmoguide2004.pdf 

· P&P 221.1M Personal Property, Motor Vehicle, and Aircraft Management, http://www.afm.ars.usda.gov/ppweb/221-01m.htm 
7. Forms -    N/A

8. FAQs


2.15 Acquisitions – Personal Property Suspense Report
1. Introduction

USDA’s Property Database (PROP) interfaces with various USDA payments systems at NFC to access accounting and procurement transaction data from feeder records. In June, 2008 the PROP system will be replaced with the CPAIS Personal Property System.  The payment systems include IAS requisitions, purchase cards, or Federal Requisitions and Issues Procedures (FEDSTRIP).  Based on the Budget Object Class Code (BOCC), the feeder system automatically captures and sends data to PROP on a weekly basis via the Suspense Report.  The Suspense Report is a listing of property items that the Agency has received and NFC has issued payment for, but the agency has not yet updated in PROP, i.e., the Agency cannot account for these assets. The Suspense Report identifies transactions that property officers must add to the official inventory or remove as non-accountable property.  Suspense reports are received from the Area Property Office in the form of a PDF file.  The reports are separated by Location and sent to each AO to properly reconcile, (update or remove). 
2. AO Responsibilities

· Assure each accountable property item listed on the suspense report is entered into the Property System within 30 days after the item first appears on the Suspense Report.

· Provide NFC identification numbers for each accountable item.
· Assure the individual entering the data has the information needed to complete the entry in PROP (manufacturer, model, serial number, price, product and service codes, accounting,) and maintains a copy of the supporting purchase document.
· Remove any item determined to be non-accountable. 

3. Flowchart – N/A
4. Process/Procedures
· Purchase Order is issued and BOCC is assigned.
· Location property personnel receives a copy of the purchase document.
· Item is received and notification sent to NFC to authorize payment.
· NFC produces weekly reports of all items reported via the PRCH/PCMS systems with Object Class Codes in the 3100 category (see NFC Process/Procedures Handbook, Budget Object Classification Codes, BOCC dated July 30, 2004.)
· Item appears on the suspense report for reconciliation.
· Reports are received via email from the Area Property Office. 

· AO reviews report to determine accountable property and possible non-accountable property.

· AO obtains descriptive information of accountable property from the APO
· Item is assigned an NFC identification number and entered into PROP within 30 days of the transaction appearing on the Report (to avoid having the item appear as a delinquent item).  

· During the next inventory update cycle, the item will appear on the inventory.

5. Due Dates/Deadlines

· Reconcile suspense report provided by Area Office within 30 days of items first appearing on the report. 

6. Contact List/Helpful Links/P&Ps
· Area Property Officer
· Property Management Officers (PMO) Quick Guide, 2004:    http://www.afm.ars.usda.gov/property/files/pmoguide2004.pdf 

· NFC Process/Procedures, Personal Property, www.nfc.usda.gov, Title IV, Chapter 6, Section 4
· NFC Process/Procedures Handbook, Budget Object Classification Codes, BOCC dated July 30, 2004, www.NFC.usda.gov
7. Forms

· Purchase documents (IAS, Purchase Card, etc.)

8. FAQs


2.16 Acquisitions – Sensitive Property 

1. Introduction
Sensitive property is property with a high level of visibility, auditable by oversight agencies, and subject to waste, fraud, and abuse and is considered “accountable” property.  The list of mandatory sensitive items for REE are all firearms, law enforcement badges, and property on loan to non-Federal recipients, such as property on loan under the CSREES Federal Excess Personal Property (FEPP) Program.

Areas and Locations may also determine in writing. other items as sensitive.

2. AO Responsibilities
· Declare items as sensitive, in writing
· Maintain the official records of sensitive property. 
· Ensure sensitive property is listed on the official inventory in the Property System.
· Ensure APO maintains control of sensitive property.
3. Flowchart -    N/A

4. Process/Procedures
· Declare additional items as sensitive (in writing).

· Ensure appropriate staff assigns BOCC 3141 for acquisition of sensitive property.

· Request descriptive information from APO.

· Update the Property System with all appropriate descsriptive information.

· Assign an NFC Identification number and forward to the APO.

5.  Due Dates/Deadline

· Conduct inventory of sensitive property every two years or when there is a change to the APO. 

6.  Contact List/Helpful hints

· Area Property Officer
· Property Management Officers (PMO) Quick Guide, 2004:    http://www.afm.ars.usda.gov/property/files/pmoguide2004.pdf 

· REE Forms, https://reeforms.ars.usda.gov/REEForms 
7. Forms

8. FAQs


2.17 Acquisitions – Reporting Theft, Loss, or Damage
1. Introduction

All property lost, stolen or damaged must be reported using an AD-112 form.  Send the report to the Area PMO and maintain a copy for the Location file.

2. AO Responsibilities

· Assist the APO in locating the lost property.  
· Identify the last known location, usually recorded on the previous inventory update.
· Prepare form AD-112, with explanation of facts and last known location of lost, stolen or damaged property.

3. Flowchart – N/A
4. Process/Procedures 
· Prepare form AD-112, with explanation of facts and last known location of property.
· If property was stolen, report to police and obtain a copy of the police report. 

· Report damage to government vehicles using AD-112 including description of damage, photos of damage, two estimates for repair, police reports,  as well as forms, SF-91 & SF-94.
5. Due Dates/Deadlines

· Vehicle damage resulting from accident, within 48 hours of incident.
· Stolen property, within 15 days of incident.
6. Contact List/Helpful Links/P&Ps
· Area Property Officer

· Property Management Officers (PMO) Quick Guide, 2004:    http://www.afm.ars.usda.gov/property/files/pmoguide2004.pdf 

· P&P 221.1M Personal Property, Motor Vehicle, and Aircraft Management, http://www.afm.ars.usda.gov/ppweb/221-01m.htm 
· REE Forms, https://reeforms.ars.usda.gov/REEForms 
7. Forms

· AD-107: Report of Disposition of Property

· AD-112: Report of Lost/Stolen/Damaged Property

· SF-91: Motor Vehicle Accident Report

· SF-94: Statement of Witness

8.  FAQs


2.18 Acquisitions – Excess and Unserviceable Property
1. Introduction

Property (regardless of value) that the Location no longer needs must be reported as excess property.  It is generally desirable to identify other ARS Locations that may have a need for the property and inform them of any excess property.  This can be done through email or individual contacts.  If another ARS Location can use the property, a direct transfer may be performed.  Completion of form AD-107 must be done by and the form signed by the losing and gaining APO at the Location.  Property that is unserviceable must also be reported to the Location Property Officer for proper disposal instructions.  Excess or unserviceable property must not be disposed of without authorization from the PMO.
2. AO Responsibilities

· Assist APO in identifying excess and unserviceable property.
· Provide disposal instructions for unserviceable property.

· Report excess property for required screening.
· Assure Location personnel are aware that excess property is the first source of supply for needed items.  
· Assure Location personnel do not dispose of excess or unserviceable property without authorization.
3. Flowchart – N/A
4. Process/Procedures
· All excess property must be reported as excess for screening by other USDA and Federal Agencies.  Reporting of excess property is initiated by the APO, via form SF-120, AD-107, or e-mail to the AO. 

· Location property staff reports excess for required screening using AAMS/GSAXcess (on-line reporting system).

· Property is screened by USDA for 15 days.

· Property is then screened by other federal, state, and local governments or eligible non-profit organizations for 21 days.  
· If there are no requests, property is forwarded to GSA Sales for sale to the public via www.GSAAuctions.gov.

· If there are no bids, GSA returns disposal instructions to the PMO, authorizing donation, abandonment, or destruction. 

· The Location PMO prepares the AD-112, requesting the APO to properly dispose of property.

· The APO with a witness, disposes of item, signs the form indicating the final disposal, and returns it to the PMO.
· To gain access to the GSA excess system, send an email to your Area PMO and include your name, telephone and fax number, activity address code and the name and email address of the approving official (usually the APO or your supervisor).  Once you have a Log-in ID and password you may go to the website: www.GSAXcess@gsa.gov to report or obtain excess property.   

· AD-107 form is used to document property transferred.  Although this form is a requirement for property above $5,000 or sensitive property, it is a good idea to use it to document any property transferred. 

· AD-112 is used to document abandonment or destruction of property.

· Locations may use the GSAXcess website to identify items that they need that may be acquired as excess from other federal agencies.  The system allows users to prepare a “want” list and the users are notified via email if the items become available.  Searching for needed items is time consuming so using the “want list” option is very helpful.  The system searches the database for up to 180 days.
· See Quick Guide to Excess Property – Appendix 2.18.1
5. Due Dates/Deadlines
· Reporting excess or unserviceable property should be a continuous process.
6. Contact List/Helpful Links/P&Ps
· Area Property Officer

· GSA Excess www.GSAXcess@gsa.gov
· Property Management Officers (PMO) Quick Guide, 2004:    http://www.afm.ars.usda.gov/property/files/pmoguide2004.pdf 

· P&P 221.1M Personal Property, Motor Vehicle, and Aircraft Management, http://www.afm.ars.usda.gov/ppweb/221-01m.htm
7.  Forms
· AD-107: Report of Disposition of Property
· AD-112, Report of Unserviceable, Lost, Stolen, or Damaged Property

· SF-120, Report of Excess Property
8.  FAQs


2.19
Acquisition-Reporting Exchange/Sale Property 
1. Introduction

Users should follow internal Area policy prior to reporting exchange/sale property, ensuring appropriate approvals and supporting documentation.  ARS primarily uses this for vehicles.  To report exchange/sale property, access AAMS through www.gsaxcess.gov.  The specific instructions are included in Appendix 2.20.1 at the end of this desk reference guide.  
2.   AO Responsibilities
· Work with the Area Property Officer on exchange and sale of property.
· Work with the APO to collect detailed descriptive information on vehicles that will be sold.

· Ensure all required documentation is on file.

3.   Flowchart – N/A

4.   Process / Procedures

· Request detailed information and pictures of vehicle.

· Report vehicle in AAMS/GSAXcess as exchange/sale property, ensuring property officer indicates that the property type is “exceptions, exchange/sale property”.

· Attach pictures to x/s report in AAMS/GSAXcess.

· Work with GSA Regional Office on the sales process.

· Remove vehicle record from inventory in PROP indicating the vehicle was sold by GSA.  

5. Due Dates/Deadlines

6. Contact List/Helpful Links/P&Ps
· Area Property Officer

· www.gsaxcess.gov. to report property as exchange/sale and identify the GSA office for your state 
· Property Management Officers (PMO) Quick Guide, 2004:    http://www.afm.ars.usda.gov/property/files/pmoguide2004.pdf 

7. Forms

8. FAQs


2.20 Acquisitions – Motor Vehicles
1. Introduction

Motor vehicles used by Agency employees are generally Agency owned property, however, vehicles may be leased from GSA or in some instances from private firms.  Purchase of motor vehicles will be accomplished by the Area Office.  Locations should utilize GSA AutoChoice (www.gsa.gov/autochoice) to submit vehicles requirements with the AD-700.  Locations are required to obtain alternative fueled vehicles (AFV’s) when the vehicle is available in the vehicle type needed.  Vehicles must be used for official purposes only.  Employees who use or approve the use of government owned vehicles for other than official purposes are subject to suspension of at least 30 days or removal.  
2. AO Responsibilities

· Assure all employees are aware that government vehicles are to be used for official purposes only. 

· Assure Location contracting personnel are aware that purchase of motor vehicles is accomplished by the Area Office. 

· Obtain Agency license plates for motorized vehicles (cars, trucks, ATV’s or trailers) from the Area Property Office.  
· Capture all vehicle operating and maintenance costs from a payment method other than the Fleet Credit Card (Voyager) and update information to PROP.  This includes Government provided fuel and services.   
· Ensure all motor vehicle accidents are reported through the supervisor by completing a SF-91 form, SF-94, and AD-112 and forwarding forms to the Area Office.   
· Ensure that vehicle inspections are performed annually.
· Assure employees are aware of procedures for transporting non-ARS employees. Transporting non-ARS employees may be authorized as long as there is an agreement or contract in place, the vehicle use is for official government business and supervisor directs the vehicle use.  

· If there is a need to park a government vehicle at home overnight, that action must be approved using form AD-728 by the supervisor and AO.  
· If there is a request for use of a government vehicle for home to work transportation, this must be approved by the Department and the employee must be in an approved job series for home-to-work.  See P&P 221.1M, Personal Property, Motor Vehicle and Aircraft Management for detailed guidance. 
· Tort Claims: Usually result from a motor vehicle accident.  Claims for damage of personal property belonging to individuals or organization must be in writing and submitted to the Area Property Office.  A complete statement/sequence of events prepared by the Location must be submitted along with the claim for damages.  (See B&F Chapter 6.12)
3. Flowchart – N/A 

4.  Process/Procedures -    N/A

5. Due Dates/Deadlines

· Quarterly reports for vehicle operations costs are required.  Use of Form ARS-715 is recommended for recording operations costs, however, any other method (excel spreadsheet, commercial software) that captures the cost of operating a motor vehicle is acceptable. This information is entered into PROP.
6. Contact List/Helpful Links/P&Ps
· Area Property Officer 

· Property Management Officers (PMO) Quick Guide, 2004:    http://www.afm.ars.usda.gov/property/files/pmoguide2004.pdf 

· REE Manual 221.1M, Personal Property, Motor Vehicle and Aircraft Management,  http://www.afm.ars.usda.gov/ppweb/221-01m.htm#H14 
· AutoChoice (www.gsa.gov/autochoice) to submit vehicles requirements
7. Forms

· SF-91, Report of Motor Vehicle Accident

· SF-94, Statement of Witness

· AD-112. Report of Lost/Stolen/Damaged Property

· AD-728, Request and Authorization for Home to Work Transportation

· ARS-715, Booklet:  ARS Vehicle Operations Record

8. FAQs


Chapter 3 - Facilities/Real Property/Safety & Health
3.1 Capital Asset Management and the CPAIS Database
1. Introduction

Management of Federal Assets has become high priority under the President’s Management Agenda and more emphasis is being placed on the management, construction, and disposal of Federal Real Property.  To support this emphasis there are several relatively recent systems and processes that have been implemented in order to comply with mandates and to do a better job of managing our capital assets.  

· Corporate Property Automated Information System (CPAIS) is the Official Real Property record for USDA.  All accountable real property (land, buildings, and structures) are to be recorded and maintained in CPAIS.  As a part of Executive Order 13327, Federal real Property Asses Management, Agencies are required to track and report Performance Measure information on all assets in five categories of real property – Laboratories, Offices, Warehouses, Quarters and Hospitals.  Performance Measure information includes: 1) Annual Operations and Maintenance costs, 2) Utilization Rate, 3) Condition and 4) Mission Dependency.  In total, these constitute the factors that Locations, Area, and the Agency should be using to make decisions on how to spend and allocate maintenance, repair and replacement resources.  

· ARS Asset Management Plan (AMP) & Building Block Plan (BBP) are plans that outline Agency management policies and procedures regarding the acquisition, leasing, designing, construction, operating and disposing of all the Agency’s real property assets.  

· Five year facility plans are Location-specific plans for the maintenance, repair and replacement of Location real property assets for the purpose of meeting the research needs of the unit.  
2. AO Responsibilities

· Work with Area Office and key Location staff to annually assess facilities maintenance, repair, and replacement needs in order to update the Location’s five-year facilities plan for all real property assets.  This assessment should be based on the four criteria discussed above:  Asset utilization, annual operating & maintenance costs, condition, and mission dependency.
· Identify to the Area Office any asset that is not currently on the real property inventory.
· Incorporate updated five-year facilities plan information into the Location Annual Resource Management Plan (ARMP).  

· Gather data requested for each asset identified and provide that information to the Area Office.
3. Flowchart – N/A
4. Process/Procedures

Annual CPAIS Data Update - 
· Area Office provides the Location with a list of real property.
· The Location provides data to estimate utilization of the asset, operating & maintenance costs, overall condition of the asset and how critical the asset to the agency mission.

· Area Office will input data into the CPAIS system; this may vary from Area to Area so check Area policy.
Annual Five Year Facility Planning Process –

· New in FY2007 is the 5-year Capital Project & Repair Plan which is updated annually and becomes the basis for funded projects in the annual ARMPS process as well as unfunded High Priority Requirements Listing (HPRL) for consideration of Headquarters funding.  
5.  Due Dates/Deadlines

· The Area Office establishes periodic deadlines for data gathering by the Location.
· Target date for completion of the mandated inventory is FY2009.

6.  Contact List/Helpful Links/P&Ps
· Area Real Property Officer

· Real Property Asset Management http://www.afm.ars.usda.gov/realproperty/assetmgmt.htm 
· FFIS User Manuals & Guides
· P&P 245.1 Real Property Manual, 

http://www.afm.ars.usda.gov/ppweb/245-01.htm
7.  Forms
· Draft form shown below for data collection


8. FAQs


3.2 Operations & Maintenance (O&M)/Repair and Maintenance (R&M)
1. Introduction

Upkeep and operations of ARS facilities are extremely important for a lot of reasons.  Meeting the research needs of the unit and maintaining a safe, accessible, workplace are two basic reasons.  O&M refers to the cost and effort to operate facilities on a day to day basis (Utility costs, scheduled maintenance, etc).  R&M refers to cost and effort to keep existing facilities in an acceptable condition (air handling replacement, roof repairs/replacement, etc.).  These costs are reported into CPAIS and directly relate to the reported condition of a Location’s facilities and the annual cost to operate those facilities.  So it is important that a Location keeps facilities in good condition and invests in R&M projects in order to keep operating costs low.  

Locations are required to spend a minimum of 4% of their annual base budget on repair and maintenance (R&M) of facilities.  Some Locations have individuals specifically assigned to manage the buildings and structures.  If the Location does not have an assigned person, the responsibility often falls on the AO or other individuals in each research unit.

2. AO Responsibilities

· Establish an R&M account during the annual ARMP process that is at least 4% of the Location base budget.  Request a waiver during the ARMP process if the Location cannot or doesn’t need to set aside 4%.

· Assist the RL in identifying needs and upgrades based on the annually updated five year facilities plan (discussed in previous section).  

· Identify O&M costs and establish a separate accounting code for these costs.
· Track operation and maintenance costs for facilities and assign these costs to individual assets.

3. Flowchart - N/A

· Process/Procedures
Funds are identified in the ARMP process for repair and maintenance of the unit facilities.  This account is called the O&M account. 

· O&M includes, general repair to buildings and facility, service of heating and air condition systems, janitorial services, utility expenses, and salaries of ARS personnel that make repairs to the facilities.

· Purchases and salaries are charged to this special account as applicable.

5. Due Dates/Deadlines 
· Real Property Physical Inventories conducted every 5-years.

6. Contacts/Helpful Links/P&Ps
· ARS Manual 245.1, Chapter IX, 

http://www.afm.ars.usda.gov/ppweb/PDF/245-1.pdf 
· ARS Bulletin 06-303, Capturing Operations and Maintenance Costs, http://www.afm.ars.usda.gov/ppweb/06-303.pdf 
7. Forms - N/A

8. FAQs
Q.  What is the difference between O&M and R&M?

A.  Operation and Maintenance (O&M) costs are those required for the operation, repair and maintenance to keep a facility in good working order.  It includes minor repairs, regularly scheduled adjustments and inspections, preventative maintenance tasks, and emergency response and service calls.

Repair and Maintenance (RM) refers to keeping fixed assets in an acceptable condition.  It includes preventative maintenance, normal repairs, replacement of parts and structural components, and other activities to preserve a fixed asset so that it continues to provide acceptable service and achieves its expected life.  Repair and maintenance excludes activities aimed at expanding the capacity of an asset or otherwise upgrading it to serve needs different from, or significantly greater than those originally intended” (From FASAB #6 1998). Maintenance includes work needed to meet laws, regulations, codes and other legal direction as long as the original intent or purpose of the fixed asset is not changed.  Also includes work performed to bring an asset up to present environmental standards or correction of safety problems.  R&M work is normally captured under O&M.
We also have some Modernization & Restoration (M&R) projects.  Modernization includes alternations of facilities solely to implement new or higher standards, to accommodate new functions, or to replace building components that last longer than the facility itself.  These are usually managed by Facilities Division.   

Restoration includes repairs to restore facilities damaged by inadequate sustainment, excessive age, acts of war, natural disaster, or fire.
Sustainment refers to costs required for O&M, M&R, and R&M activities necessary to keep a typical inventory of facilities in good working orders over an expected service life.  It includes major repairs or replacement of facility components, regularly scheduled adjustments and inspections, preventive maintenance tasks, and emergency response and service calls for minor repairs.



3.3 Energy Management

1. Introduction

Good energy management is indicative of good facilities management in general.  Furthermore, increasing energy costs continue to put pressure on Locations to reduce energy use in order to save money.  Locations should take advantage of the Environmental Management System committees (See section 3.17 of this Chapter) to look closely at Location energy use and identify and implement opportunities for reducing energy needs.  Because of increasing energy costs many alternative energy solutions are now becoming economically viable.  

Good energy management minimally requires Location leadership to pay attention to energy use and energy costs on a regular basis.  This means looking at, verifying before payment, and tracking energy bills over time, establishing & communicating conservation goals over time, and engaging staff in creative ways to conserve.  

The Agency has an energy plan in place that is outlined in P&P 134.2 (currently under revision).

Finally, the Department requires annual submission of the Annual Energy Management and Conservation Report due within 30 days of the close of the fiscal year.  

2. AO Responsibilities

· Inform Location leadership on energy use costs and trends.

· Coordinate development of Location energy conservation goals with EMS Committee.

· Work with EMS Committee and Location leadership to encourage all employees to conserve energy wherever possible during the work day.  

· Consider Energy Saving Plans offered by local utility companies.
· Review any Agency sponsored energy audits from previous years and consider contracting for an audit if one has not been done in the past.

· Coordinate facilities energy saving retrofit projects with Five Year Facility planning and ARMP processes.  

· Take advantage of energy purchasing programs that save money.
3. Flowchart - N/A

4. Process/Procedures - N/A
5. Due Dates/Deadlines

· Annual Energy Management and Conservation Report due within 30 days of the close of the fiscal year

6. Contacts/Helpful Links/P&Ps
· P&P 134.2, ARS Energy Management Plan, http://www.afm.ars.usda.gov/ppweb/134-2.htm 

· Energy Conservation measures, www.eere.energy.gov
· ARS Facilities Division Energy Awareness SharePoint site https://arsnet.usda.gov/sites/AFM/FD/EA/default.aspx 
7. Forms -   N/A
8. FAQs


3.4
Facility Accessibility

1. Introduction

The ARS workplace needs to be accessible for individuals with physical disabilities.  Building entrances, parking spaces, conference rooms, restrooms and water fountains must all be accessible for individuals with disabilities.

2. AO Responsibilities

· When assisting with facility R&M and construct needs, remember to consider these requirements.  

· Remind other personnel of the requirement when appropriate. 

3. Flowchart -   N/A

4. Process/Procedures
· When remodeling existing facilities or planning new construction consults with the Area Engineering staff to get advise on compliance issues.
· Document files appropriately when accessibility issues are addressed.
· Annual Safety Inspection Self-Certification.
5. Due Dates/Deadlines - N/A
6. Contacts/Helpful Links/P&Ps
· Uniform Federal Accessibility Standards 

http://www.access-board.gov/ufas/ufas-html/ufas.htm 
· Americans with Disabilities Act Accessibility Guidelines 
http://www.access-board.gov/adaag/html/adaag.htm 

· ARS 242.1M, Facility Design Standards, http://www.afm.ars.usda.gov/ppweb/242-01m.htm
7. Forms -    N/A
8. FAQs


3.5
Architect-Engineering (A-E) Contracts

1. Introduction

For facilities repair and modernization projects that require engineering and design services, Locations should contact and work closely with the Area Engineering staff.  For this type of work, Indefinite Quantity Contracts (IQCs) are awarded by the Facilities Division or the Area Office in accordance with the procedures outlined in FAR Part 36.6.  The Area Engineering staff usually participates in the selection of the A-E’s.  The firm(s) selected and awarded a contract(s) is normally located within the geographic area of the particular Area.  Task Orders/Delivery Orders under these contracts may only be issued by Contracting Officers in the Area Office (or Facilities Division) who have a specific delegation of A-E authority.    

2. AO Responsibilities

· Work with the Area Engineer to outline contract needs.

3. Flowchart -   N/A

4. Process/Procedures 
· Location prepares draft project scope of work, draft budget and draft AD-700 to obligate dollars for the A-E Contracts.
· Location works with Area Engineer to finalize draft documents.

· Location enters project information in IAS and completes requisition.

· Above $25,000, Deputy Area Director (DAD) approves requisition.

· Area procurement office proceeds with negotiating final contract.  
5. Due Dates/Deadlines

· Four months or more is needed for issuance of a design contract.  Plan accordingly. 
· Procurement Cut-off Dates:

April 1 – Design between $25,000 and $100,000

June 1 – Design between $2,500 and $25,000 
6. Contacts/Helpful Links/P&Ps
· Area Procurement Assistance Officer

· Area Engineer
· REE P&P 242.1M, Construction Project Design Standards, http://www.afm.ars.usda.gov/ppweb/242-01m.htm 

· ARS Manual 245.1, Chapter IX, 
http://www.afm.ars.usda.gov/ppweb/PDF/245-1.pdf 

· ARS Manual 242.M, Major Facilities Construction http://www.afm.ars.usda.gov/ppweb/242-04m.htm
7. Forms 
· AD-700 Procurement Request generated in IAS
8. FAQs
Q.  Can our purchasing agent issue an A-E Contract?

A.  No.  The Location Purchasing Agent does not have the authority to issue A-E contracts or task orders.


3.6
Construction Contracts

1. Introduction

Contracts for construction of buildings, structures or utility upgrades can be issued by Location contracting personnel as long as they have a designated warrant and the total cost of the project does not exceed their warrant.  

2. AO Responsibilities

· Be aware of the requirements for constructing facilities. 

· Consult with the Area Engineer as early as possible once a project is identified.

· Include any construction contacts above $25,000 in the ARMP plan.

· Initiate request through Area, and approval from Headquarters, if required.
· Assist the Research Leader/Location Coordinator (RL/LC) in development of a 5-year facility plan and update the plan annually.  The 5-Year plan and ARMP plan should include the same projects. 

3. Flowchart -   N/A

4. Process/Procedures   
· Location prepares draft project scope of work, draft budget and draft AD-700.  If design / work scope is complicated, consideration should be given to have the specification and plans prepared by an A-E firm.  Projects to be accomplished by local force account labor (ARS personnel) must still be identified in facility / ARMP plans and receive Area Office review / approval and the requirement forwarded to the Area Office for processing.

· Location works with Area Engineer to finalize draft documents.  Davis-Bacon Wage rates for any construction project must be included in all Request for Quotes when contracting at the Location level when estimated cost of the project exceeds $2,000 Location enters project information in IAS and completes requisition.

· Above $25,000, DAD approves requisition.

· Area procurement office proceeds with solicitation / negotiations and final contract award.  
5. Due Dates/Deadlines

· 5 Year Facility Plan updated annually per Agency and Area guidance.
· April 1 – Construction with completed design over $100,000.
· July 1 – Construction with completed design between $25,000 and $100,000.
· September 30 –last day to award construction and A&E Task Orders.
6. Contacts/Helpful Links/P&Ps
· Area Engineer
· Area Procurement Assistance Officer
· Deputy Area Director
· P&P 242.1, ARS Facilities Design Standards, http://www.afm.ars.usda.gov/ppweb/242-01m.htm 
· P&P 242.2, Facilities Construction Authorities http://www.afm.ars.usda.gov/ppweb/242-02.htm 
· ARS 242.4M, Major Facilities Construction 
http://www.afm.ars.usda.gov/ppweb/242-04m.htm
· Department of Labor – Wage Rates – www.dol.gov 
· ARS Bulletin 07-152, Facilities Construction Authorities http://www.afm.ars.usda.gov/ppweb/bulletins.htm.
7. Forms

· AD-700 Procurement Request generated in IAS

8. FAQs

3.7
Facility Security 
1. Introduction

Protection of ARS property and personnel are critical to the ARS mission.  Locations must determine the appropriate level of perimeter and access control based on the unique needs of the Location.  This is generally driven by the type of research that is being done at the Location.  Minimally, all Locations must have some access control system at the laboratory entrance.  Employees, visitors, and contractors must be issued an identification (ID) badge and all non-employees must sign-in when entering the property.   All visiting scientists desiring to work in our facilities for a period of time must have a Name Trace accomplished.  This is initiated through the submission of an ARS-230 form to the Area Office who will initiate the approval process. 
2. AO Responsibilities

· Assure all employees and visitors have ID badges when occupying ARS facilities.  Cooperator employees must also have ID badges when working in ARS facilities.
· Assure the Location has a register of all visitors and procedures are in place to document non-citizens that are working in or visiting the facility.
· Have a physical security survey performed at the Location in order to identify gaps in security.
· Ensure foreign visitors who will be working ARS facilities first undergo a Name Trace process.  
3. Flowchart -   N/A

4. Process/Procedures -    N/A

5. Due Dates/Deadlines -   N/A

6. Contacts/Helpful Links/P&Ps
· Area Engineer / Deputy Area Director

· P&P 240.3, Physical Protection, Security & Conduct While on REE Facilities, http://www.afm.ars.usda.gov/ppweb/240-03.HTM 

· P&P 243.4, Issuing and Controlling ARS Identification Badges, http://www.afm.ars.usda.gov/ppweb/243-4-ARS.pdf 
7. Forms -   

· ARS-230 USDA Foreign National Data Sheet http://www.arsnet.usda.gov/pastg/sop/non_US/ARS-230Trial.doc 
8. FAQs


3.8   Continuity of Operation Plans (COOP) & Emergency Preparedness Plans (EmPP) 
1. Introduction

Continuity of Operation and Emergency Preparedness (COOP) refers to plans for dealing with unforeseen natural or man-made disasters.  The concept behind COOP and Emergency Preparedness Plans (EmPP) is that each we take the time to carefully identify unique facility and research vulnerabilities.  The Agency and Areas will each develop a COOP for their business operations.  Each Location is expected to develop a Business Continuity Plan (BCP) that will address emergency preparedness plans for their Location.  For example, some Locations may be particularly vulnerable to flood, fire, or earthquakes.  Recently all Locations were required to develop Emergency Preparedness Plans regarding flu pandemic.  The Location BCP should identify critical people, facilities and research assets, consider ways to mitigate vulnerabilities, and develop response plans in the case of major disruption of day-to-day operations.  Lessons from Katrina in New Orleans indicate that minimally, Locations should have a communication plan - particularly addressing how Location leadership will communicate within 24-48 hours given major communication infrastructure damage – and a plan to account for all employees within a three to four day period. 
2. AO Responsibilities

· Work with Location leadership to develop and update Business Continuity Plan.
· Coordinate communication of plan to Location employees. 
· Test plan to ensure it is a viable plan.

· Submit a copy of the plan to the Area Office.

· Update plan on an annual basis.

3. Flowchart -   N/A

4. Process/Procedures -    N/A

5. Due Dates/Deadlines 
· Annually review and update BCP as needed.

6. Contacts/Helpful Links/P&Ps
· Area Safety and Health Manager
7. Forms -   N/A

8. FAQs


3.9 Workplace Violence Prevention
1. Introduction

Violence in the workplace often is forgotten until an incident occurs or stories appear in the news media. ARS takes workplace violence seriously and does not tolerate violence against persons or property, including threats.
2. AO Responsibilities

· Develop a workplace violence plan, if one does not exist.

· Annually review the plan.
· Provide for refresher training for all employees.

· Provide orientation to new employees on workplace violence plan.
· Alert the local police department if conditions exist where a problem would arise.

· Report any incidents to the Area Office within one day of any incident.

3. Flowchart -   N/A

4. Process/Procedures
· Report occurrences in a timely manner through the Area Office.
· Obtain assistance from local law enforcement personnel if warranted.
· Conduct post incidence review and analysis.
5. Due Dates/Deadlines -    N/A

6. Contacts/Helpful Links/P&Ps
· Workplace Violence Handbook, www.USDA.GOV/DA/Workplace.pdf
· P&P 122.1, Preventing Workplace Violence, http://www.afm.ars.usda.gov/ppweb/122-01.htm 
· ARS Employee Relations, www.ars.usda.gov/hrd/ers/
· Cooperative Resolution Program, http://www.afm.ars.usda.gov/programs/coopres/ 
· Employee Assistance Program (EAP), http://www.afm.ars.usda.gov/hrd/worklife/EAP_Overview.htm 
7. Forms

8. FAQs


3.10 Purchase, Donation, Exchange, Transfer of Real Property

1. Introduction

Acquisition of real property is a lengthy process and requires congressional approval.

2. AO Responsibilities

· As soon as the Location anticipates the need to obtain real property, contact the Area Real Property Officer for guidance.  This activity does not happen often and the Area Office is in the best position to provide guidance for the AO.

3. Flowchart – N/A
4. Process/Procedures
· Inform the Area Office via memorandum or email providing as much information as possible about the Location need.

· Real Property must be surveyed and a legal description provided by an outside contractor and the Area will provide guidance for that portion of the process.
5. Due Dates/Deadlines

· Acquisitions can often take more than a year to accomplish so start early.

6. Contacts/Helpful Links/P&Ps
· Real Property Manual Draft Accountability and Control Chapter 9, 2005

· National Historic Preservation Act

· Agriculture Property Management Regulations AGPMR 110-73.255-5005, 110-75.80
· National Environmental Policy Act, 7CFR1b 

· USDA, DM -5600-001, Environmental Pollution, Prevention, Control and Abatement Manual, Chapter XIV, http://www.ocio.usda.gov/directives/doc/DM5600-001.pdf 
· P&P 245.1 Real Property Manual 

http://www.afm.ars.usda.gov/ppweb/PDF/245-1.pdf
· Acquisition of Real Property                              http://www.afm.ars.usda.gov/realproperty/LBacquisition.htm
7. Forms -   N/A
8. FAQs


3.11 Utilization, Accountability, and Control of Real Property

1. Introduction

Real Property is defined as Agency owned or leased buildings (laboratory, office, shed, shops, houses, garages), structures(fences, towers, silos, wood/metal windbreaks, animal pens), utilities (wells, electrical systems, lighting, roads, telephone systems), and land including minerals and water rights.  Each of these improvements must be documented in the CPAIS system (mentioned in section 3.1 of this Chapter), as well as any additional improvements over $25,000 that are made to these assets from year to year.  

Federal real property is to be used for official business only and not for private use.  Additionally, there are many explicit limitations and exceptions.  Some of these are discussed below:

· Regulations exist regarding hunting on ARS property.  Hunting on ARS controlled land is generally prohibited except at Locations with a need for animal damage control or where there is an established tradition of allowing hunting and a strong local demand for access to ARS controlled land during hunting season.  Contact the Area PMO Officer if conditions exist that would warrant the need for hunting activity.

· Authorization can be given to allow certain private firms to occupy ARS lands. Requests for right-of-way, access to ARS lands by power companies, municipalities, cell phone companies, other federal agencies and private firms must be documented via revocable permits or other documents as outlined by the Area PMO. 

· Water Rights:  In the western states, water is normally apportioned to all users (private, commercial, state/local/federal government, Indian tribes) by order of the courts.  Locations should apply for water rights if their states require.  Locations are generally notified of the requirement through the media (TV, Radio) and/or state agencies.  Final decree of water rights is lengthy process.  Locations should contact the Area PMO and the Office of General Council (OGC) for assistance during the application process.  The OGC would represent the Location in any court appearance before the State water court.  
2. AO Responsibilities

· Assure ARS buildings, structures, utility, and land are assigned an identifying number.

· Provide information regarding cost, square footage, location, and utilization through the Area PMO as required.  All improvements over $25,000 must be documented in order to keep track of the cost of the unit.  Use AD-107 to notify the Area PMO of the improvements.  
· Install “No Trespassing” sign on fences/gates in outlying areas. 

· Report damage or trespass issues through the Area Office.
· Coordinate / implement access control mechanism and procedures for the Location. 

· Ensure that all employees are aware that federal real property is to be used for official business only.  
3. Flowchart -   N/A

4. Process/Procedures - N/A

5. Due Dates/Deadlines -    N/A

6. Contacts/Helpful Links/P&Ps
· P&P 245.1M Real Property Manual 
http://www.afm.ars.usda.gov/ppweb/PDF/245-1.pdf
7. Forms

· AD-107, Report of Transfer or Other Disposition or Construction of Property

· AD-112 , Report of Lost/Stolen/Damaged Property

8. FAQs


3.12 Leasing Real Property – Land & Space – And Agreements

1. Introduction

 As soon as the AO is aware of desire to lease land or buildings, contact the Area PMO for guidance.  NOTE:  It is not unusual for lease agreements to take many months to execute, so plan accordingly.  Leases from 1 – 10 years are executed by the Area PMO.  Leases for longer terms are handled through the ARS Facilities Division.  

It’s important to be aware that ARS cannot erect buildings or structures on non-ARS land without first obtaining the use of the land through a lease or other appropriate document.  These documents are executed by the Area PMO.   Requests for right-of-way, access to ARS lands by power companies, municipalities, cell phone companies, other Federal agencies and private firms must be documented via revocable permits for easements.  Revocable permits and easements are also coordinated through the Area PMO (see next section in this Chapter for more information).  
2. AO Responsibilities

· Work closely with Area PMO regarding any lease requirements.    

3. Flowchart -    N/A
4. Process/Procedures
· Send email memo to Area Office alerting them that a lease will be needed.
· Follow the Area guidance provided depending on the type of lease needed.
5. Due Dates/Deadlines -   N/A

6. Contacts/Helpful Links/P&Ps
· P&P 245.1M, Real, Property Manual http://www.afm.ars.usda.gov/ppweb/PDF/245-1.pdf 

7. Forms

· SF-2, U. S. Government Lease for Real Property

· SF-2B, U. S. Government Lease for Real Property Short Form

8. FAQs


3.13 Grants of Easements and Revocable Permits

1. Introduction

Granting of easements through ARS property and issuance of revocable permits is handled by the Area Real Property Officer and most often are requested by utility companies (electrical, gas, telephone, roadways).  Permits are issued for companies or individuals to utilize ARS lands for non-permanent purposes (weather instruments, monitoring devices, hunting on ARS lands, etc.)

2. AO Responsibilities

· Assure Location personnel are aware that a permit is required for use of ARS lands for other than official research purposes. 
· Coordinate preparation of permits with the Area Office.  

3. Flowchart - N/A
4. Process/Procedures

· Obtain a letter from the individual/company wishing to utilize ARS lands.
· Send letter and ARS-494, Revocable Permit to Area Office for processing.
· Include any special conditions required by ARS that are not listed under the general terms and conditions of the permit.
5. Due Dates/Deadlines

· It is desirable to request issuance of an easement or permit at least three months prior to installation of equipment or disturbance of ARS lands.

6. Contact List/Helpful Links/P&Ps
· Area Real Property Specialist
· P&P 245.1M, Real, Property Manual http://www.afm.ars.usda.gov/ppweb/PDF/245-1.pdf 
7. Forms

· ARS-494, Revocable Permit, ARSNet REE forms
8. FAQs


3.14 Quarters

1. Introduction

Agency owned living quarters include single family homes, dormitories, apartments, and mobile trailer and travel trailers.  All occupants of government owned quarters are required to pay for the units they occupy.  Quarter’s rental rates are established by a “regional survey” conducted by the U. S. Department of Interior through a cooperative agreement with ARS.  The Area PMO utilizes the USDI software to generate the documents for the residents to sign. Rental rates are adjusted annually, in February, to reflect the consumer price index change.  Rents vary from year to year and depend on the age and size of the unit occupied.  ARS employees pay rent through payroll deductions, while cooperator employees pay rent through a reimbursable agreement.   Payment for temporary quarter’s occupancy (1-30 days) is paid via check and deposited in the “general fund” unless a revocable permit is issued for each day of occupancy. 
2. AO Responsibilities

· Assure anyone occupying ARS owned living quarters shall pay rent to the Agency through payroll deduction, reimbursable agreement or in rare instances, check.

3. Flowchart -     N/A

4. Process/Procedures

· Obtain Rent Computation Schedule (USDI Software) from the Area Office for the quarters being occupied, employee must sign this schedule, prepare an ARS-4 form, have employee and RL sign, send the completed forms to the Area PMO for his/her signature and then forward to the Beltsville personnel office for processing  of payroll deductions for ARS employees.  Cooperator employees must sign the computation schedule and that is forwarded to the Area PMO for their file.  

5. Due Dates/Deadlines

· February of each year, rental rates are adjusted.
·  Within 1 week of employees occupying quarters, prepare payroll deduction forms.
6. Contacts/Helpful Links/P&Ps
· P&P 245.1M, Real, Property Manual, http://www.afm.ars.usda.gov/ppweb/PDF/245-1.pdf 
· P&P 245.2 Furnishings & Household Goods in ARS Controlled Living Quarters, http://www.afm.ars.usda.gov/ppweb/245-02.HTM 
· Dept. of Interior, www.doi.gov/pam/qmtab   
7. Forms

· ARS-4 , Rates for Quarters and Service Furnished Federal Employees
· Monthly Base Rent Computation Schedule, prepared by Area Office 

8. FAQs


3.15 Disposal of Real Property

1. Introduction

The cost to maintain and manage facilities that are no longer needed to accomplish the mission of the Location is a primary driver for disposing of real property.  However, it is important to be aware that the disposal process is lengthy and time-consuming, often taking years.  In the interim, the Location still has responsibility to maintain the property and should plan accordingly.  

Both Location and Area are required to perform numerous steps in the real property disposal process.  Once these steps are completed, the disposal package is forwarded to ARS HQ where they verify and supplement the disposal information.  From there the package goes to the Department where further steps and checks are completed.  Finally, the entire package is forwarded to GSA and this is where things finally get serious about selling and transferring the property, and removing it from Location responsibility.  Specifically, the Location, with support from the Area, is responsible for completing a screening survey that includes the following components:  

A. addresses hazardous building components such as lead or asbestos 

B. underground tanks associated with the real property

C. environmental impacts of disposal

D. threatened and endangered species

E. historical significance of the property

F. site-specific requirements, i.e. McKinney-Vento Homeless Assistance Act

Prior to and during real property disposal process, Locations must work closely with the Area PMO. 

2. AO Responsibilities

· Notify Area PMO of need for property disposal. 

· Coordinate completion of the property disposal screening survey.
3. Flowchart -    N/A

4. Process/Procedures – See Figure 3.15.4.1
5. Due Dates/Deadlines - N/A
6. Contacts/Helpful Links/P&Ps
· P&P 245.1M, Real Property Manual http://www.afm.ars.usda.gov/ppweb/PDF/245-1.pdf
· USDA DM-5600-001 Environmental Pollution, Prevention, Control and Abatement Manual, Chapter XIV, http://www.ocio.usda.gov/directives/doc/DM5600-001.pdf 
· Land/Facilities Disposal, http://www.afm.ars.usda.gov/realproperty/LFdisposal.htm
7. Forms

· Forms will be provided by Area PMO if required.
8. FAQ


Figure 3.15.4.1
Attachment A: USDA Disposition Demonstrations – DRAFT FORM


[image: image3.emf]DEMONSTRATION PROPERTY INFORMATION SHEET

1Agency: Agricultural Research Service

1a Bureau:

2Project Name:

4135 East Broadway Road

3City: Phoenix

4State: Arizona

Zip Code 85040

5Acres: 7.61 Acres

GSA Installation 

No.

Property ID Property Name

Predominate 

Use

Total Acres

Acquisition 

Date

Acquisition 

Cost

13097 534405L000 OWNED LAND, 7.61 ACRES RESEARCH 7.6104/08/1966 $1,763,585

6Gross sq ft: 53,824 sq. ft.

7Acquisition Date 1966

8

GSA Installation 

No.

Property ID Property Name

Predom 

Usage

Gross        

Sq. Ft.

Acquisition 

Date

Acquisition 

Cost ($)

20141 534405B001 OFFICE/LABORATORY 001 RESEARCH 23,47901/01/1970 $979,676

20141 534405B002 TOXICOLOGY LAB 002 RESEARCH 2,61001/01/1970 $121,084

20141 534405B003 HEADHOUSE/GREENHOUSE 003 RESEARCH 8,01001/01/1970 $204,855

20141 534405B004 STORAGE BUILDING 004 STORAGE 96101/01/1970 $9,900

20141 534405B027 STORAGE & SHOP 027 STORAGE 3,20001/01/1968 $19,762

20141 534405B028 COTTON GIN BUILDING 028 RESEARCH 96001/01/1974 $8,133

20141 534405B030 LABORATORY - REARING 030 RESEARCH 3,92201/01/1973 $142,195

20141 534405B031 SERVICE BUILDING 031 SERVICE 96001/01/1977 $26,185

20141 534405B032 INSECTARY BUILDING 032 RESEARCH 45001/01/1972 $800

20141 534405B033 SERVICE COMPOUND 033 SERVICE 4,62001/01/1970 $5,750

20141 534405B039 INSTRUMENT BUILDING 039 RESEARCH 96001/01/1972 $3,000

20141 534405B063 EQUIPMENT SHED 063 STORAGE 3,40001/15/1988 $8,596

20141 534405B068 CHEMICAL STORAGE BLDG STORAGE 14612/29/1998 $53,992

20141 534405B069 CHEMICAL STORAGE BLDG STORAGE 14612/29/1998 $53,992

53,824 $1,637,921

9

10

Western Cotton Research Laboratory

Property Description/ 

Predominant Use:

Approximate Value of land is $1.9 million ($250,000 per  acre).  Estimated Fair Market Value of 

land and buildings to be determined by independent appraisal at time of disposal.)

Annual Operating Costs: $8 million annual operating budget for both the U.S. Water 

Conservation Laboratory and Western Cotton Research Laboratory including salaries, utilities, 



[image: image4.emf]11# Structures

GSA Installation 

No.

Property ID Property Name

Predominate 

Use

Structure Unit 

Acquisition 

Date

Acquisition 

Cost

13097 534405S034 CURBING/SIDEWALKS 034 OTHER  8,449 lin. ft.01/01/1970 $4,200

13097 534405S035 WELL UTILITY 27,010 lin. ft.01/01/1970 $7,678

13097 534405S036 SEWER LINE UTILITY 24,226 sq. ft.01/01/1970 $50,943

13097 534405S037 ELECTRICAL SYSTEM 016 UTILITY 01/01/1970 $750

13097 534405S038 ELECTRICAL SYSTEM 017 UTILITY 01/01/1977 $12,549

13097 534405S056 PARKING AREA 18 ROAD  01/01/1979 $2,100

13097 534405S064 FENCING 019 OTHER  01/01/1995 $2,524

13097 534405S066 LANDSCAPING 020 OTHER 01/01/1993 $29,767

13097 534405S067 SHELTERED WALKWAY 021 OTHER  144 sq. ft.01/01/1996 $1,493

13097 534405S070 CARPORT 022 SERVICE 01/01/1999 $78,789

$190,793

12

13

14 (see above list)

15

15a

If 11 is > 0, 

detail 

relocation 

plan:

16

16a

16b

16c

17Other Items of Note:

Predominant Use of 

Structures:

Sq Ft Range of Structures  (see above list)

Average Age of Structures  (see above list)

Other:  (To be Determined)

Number of Personnel 

Currently Housed:

Disposal Costs and 

Funding Source:



Relocation:  $1 million for both the U.S. Water Conservation Laboratory and 

Western Cotton Research Laboratory includes relocation of communications, data 

equipment, furniture acquisition/relocation, moving costs, etc. (Unfunded)

Environmental:  Environmental Site Assessment: $5,000  (No known environmental 

issues.)

131 for both U.S. Water Conservation Laboratory and the Western 

Cotton Research Laboratory

3.16   Safety Management
1. Introduction

The research mission of ARS has inherent safety risks that require serious attention and careful adherence to safety protocols in order to protect employees and the public.  It also requires that Location leadership be actively engaged in Location safety programs and ongoing employee training & awareness.  Safety programs at each Location with 15 employees or more are coordinated by a Collateral Duty Safety Officer (CDSO) and/or a Safety Committee.  Additionally, many multi-MU Locations have a full-time Safety Specialist.  These components work together, with the sponsorship of Location and Area leadership, to implement the Location’s safety programs.  Key elements of a Location’s safety program include:  

· Location Safety Manual (which defines lab standard operating procedures and required personal protective equipment).

· Annual safety inspection and self certification.
· Monthly Safety Committees meetings. 

· Regular RL / AO / Safety Committee briefings.
· Chemical inventories  / Chemical MSDS program. 

· Occupational Medical Surveillance Program (OMSP).
· Industrial Hygiene Program. 

· Environmental Compliance.

· Environmental Management Systems (EMS).
· National Pathogen Inventory update.

· Radiation Safety, as applicable to the Location.

· Training.

2. AO Responsibilities

· Work closely with CDSO, Safety Committee and Safety Specialist to maintain safety focus and coordinate safety programs at the Location. 
· Facilitate regularly scheduled safety briefing with staff and RLs.  

· Participate in the Location safety meetings and if possible, be an active member of the safety committee.
· Provide the safety committee with updates on Agency policies, directives, and reporting requirements and due dates, training opportunities and educational material.
· Assure a system is in place for responding, reporting, and investigating employee accidents.
· Assure Safety posters are posted on Location bulletin boards.
· Assure safety issues related to facilities are addressed immediately or in the ARMP process, whichever is appropriate. (e.g., fire protection & alarm systems).  

· Monitor Location Hazardous Waste Cleanup (HWC) fund spending.
3. Flowcharts -    N/A

4. Process/Procedures -   N/A

5. Due Dates/Deadlines -   N/A

· See Calendar of Reporting Requirements www.afm.ars.usda.gov/shem/index.htm 
6. Contacts/Helpful Links/P&Ps
· Area Safety & Health Manager (ASHM)
· Headquarters Safety, Health, & Environmental Management Branch: 301-504-1243

· P&P 230.0M Safety, Health, & Environmental Management Program http://www.afm.ars.usda.gov/ppweb/PDF/230-0m.pdf 
· General Info:  www.afm.ars.usda.gov/shem/index.htm
7. Forms -    N/A

8. FAQs


3.17   Environmental Management System (EMS)
1. Introduction

Each Location is required to have an EMS coordinator and an EMS committee.  Smaller Locations tend to combine the Safety and EMS functions into one committee.  EMS is a mandatory federal program under Executive Order 13423 (Strengthening Federal Environmental, Energy, and Transportation Management) that encourages Location-specific solutions for reducing waste & chemical disposal, energy & water use.  EMS has prescribed activities that every Location must perform.  It also requires an annual report on results achieved.  
2. AO Responsibilities

· Assure the Location has an EMS coordinator / EMS committee.
· Assist with coordination of Location EMS program in support of Committee.
· Assist with tracking and reporting results of EMS program.
· Facilitate RL sponsorship and involvement with EMS program. 
3. Flowchart -   N/A
4. Process/Procedures -   N/A
5. Due Dates/Deadlines -   N/A
6. Contacts/Helpful Links/P&Ps
· Location and Area Safety personnel

· Environmental Management Program http://www.afm.ars.usda.gov/shem/environmental.htm 
7. Forms -N/A
8.  FAQS


3.18   Occupational Medical Surveillance Program (OMSP)
1. Introduction

OMSP is the Agency sponsored medical monitoring program primarily for employees that regularly work under hazardous conditions (noisy equipment, for example), or regularly work with hazardous materials.  Medical monitoring is mandatory for these types of jobs and participation in the Agency sponsored program should be a specified condition of employment.  However, for current employees in these types of positions where OMSP participation was not a condition of employment, medical monitoring is still mandatory, but participation in the agency program is voluntary.    

Medically monitoring ensures that employees do not suffer permanent health impacts as a result of their work.  If monitoring indicates that an employee’s health has been negatively affected, quick action should then be taken to remove the employee from the situation, address the work condition, or to improve the protective equipment – whichever is most appropriate.

Some Locations allow employees in non-hazard positions to participate in OMSP at government expense.    

2. AO Responsibilities
· Assist the supervisors in determining which employees are required to participate and those that can decline participation.
· Assist participating employees in completing the required forms.  
· Obtain the CD-ROM “USDA-ARS Occupational Medical 
Surveillance Program Medical Matrix” from the Area Safety & Health Manager in order to complete the required paperwork for participation.
· Identify funding in the ARMP process to cover expenses associated with this program.
3. Flowchart -    N/A
4. Process/Procedures

· Utilizing the CD-ROM, have each employee (or a designated individual) complete the ARS-182A/B forms.

· Employee signs the form and sends it to the supervisor.  

· The supervisor and employee will review the form and the supervisor will determine if that employee will participate in the program.  

· Employees “required” to participate in the program are those: 
· required to wear respiratory protection,
· required to be in a Hearing Conservation Program,
· who apply pesticides labeled Danger or Warning (Toxicity Category 1 and 2),
· who are required to be in the Blood borne Pathogen Program,
· who work with chemical and/or physical hazards.
· Once employees are identified, procure the services of a physician to perform the medical examinations and associated tests.

· All medical test results and paperwork are to be sent to the ARS contracted physician (see contact list below) for review and retention.

· After review by the ARS physician, the will notify the employee and the Location if there are any issues that need further attention.
5. Due Dates/Deadlines

· Participation in the program is an annual event and there is no set date or time for participation.
· All paperwork resulting from the physical examination by the contracted physician is to be sent to the ARS physician within 30 days of the examination.
6. Contact List/Helpful Hints

· Area Safety and Health Manager (ASHM)
· ARS Contracted Physician:
Dr. Lee Wugofski, MD, MPH





Federal Occupational Health 

90 7th St., Sluiete 4-310

San Francisco, CA  94103
· P&P 230-0M ARS Safety, Health and Environmental Management Program,  http://www.afm.ars.usda.gov/ppweb/PDF/230-0m.pdf 
7. Forms

· ARS-182A/B, OMSP Occupational Exposure

· ARS-182C, Medical History 

8. FAQs


3.19    Office of  Worker’s Compensation Program
1. Introduction

Office of Worker’s Compensation Program (OWCP) is to be used for all job-related injuries and/or illnesses.  All employees must report injuries to their supervisors and complete forms to document the occurrence.  The program is administered through the Department of Labor, which is responsible for assuring the injury is job related and accepts responsibility for payment of all expenses associated with the injury/illness.

2. AO Responsibilities

· Assure supervisors are aware of the reporting requirement for injuries and illnesses/diseases.
· Assure forms are completed within 72 hours of the injury. 

· Forms are sent to Headquarters for processing through the Dept. of Labor.

· Works with Headquarters to obtain a “case number” from the Dept. of Labor for each job injury.
· Handles the inquiries from providers for payment of bills and access the on-line system for checking processing timeframes.  Inform the vendors of the Case number so they can include it on all requests for payment.
3. Flowchart -    N/A

4. Process/Procedures

· Have employee complete CA-1 for injuries or CA-2 for illness/diseases.
· Supervisor must complete page 2 of the forms.
· Forwards completed forms to USDA/ARS/HRD/OWCP, 5601 Sunnyside Avenue, Mail stop 5107, Room 3-1274B, Beltsville, MD  20705.
· If medical treatment is needed, complete CA-16 and give to the medical. facility/provider.  Send a copy of this form to Beltsville with the other forms.  Usually completed within 1 week of occurrence.

· Once case number is received, notify providers/facilities so they can put the number on all invoices.  Invoices are sent by the provider to:  U.S. Dept. of Labor, OWCP, P. Box  8300, London, KY  40742-8300.
· If employees are out of work as a result of the injury, they can use up to 45 days of OWCP leave (instead of sick or annual leave) if they chose.  Special codes are used on the time & attendance reports for this type of leave. 

5. Due Dates/Deadlines
· Complete paperwork within 72 hours of injury/illness/disease.
· Annual post the OSHA Form 300A on Location Bulletin Board.
6. Contact Lists/Helpful Hints

· Area Safety & Health Manager (ASHM)
· Headquarters OWCP Office: Phone: 301-504-1471  Address: USDA/ARS/HRD/OWCP, 5601 Sunnyside Avenue, Mail stop 5107, Room 3-1274B, Beltsville, MD  20705

· Participate in the Quarterly telephone conferences hosted by HQ OWCP Office

· General Information, www.dol.gov/dol/top-requested.htm 
· Case File Inquiries, www.aqsweb.dol-esa.gov/AZQ/login.html 
· P&P 230-0M ARS Safety, Health and Environmental Management Program,  http://www.afm.ars.usda.gov/ppweb/PDF/230-0m.pdf
7. Forms

· CA-1, Fed. Employees Notice of Traumatic Injury

· CA-16, Authorization for Evaluation/or Treatment

· CA-17, Duty Status Report

· CA-2, Notice of Occupational Disease and Claim 

· CA-2A, Notice of Reoccurrence

· CA-20A, Attending Physicians Supplemental Report

· CA-3, Report of Termination of Disability/Payment

· CA-7, Claim for Compensation

· OSHA 300A, Summary of Work-Related Injuries and Illnesses

8. FAQs

3.20 Industrial Hygiene
1. Introduction

The program purpose is to identify hazards in the workforce/place, including chemical, biological and radioactive agents that are used.  The Industrial Hygiene process looks at chemical, biological, and physical potentially hazardous conditions that can cause adverse effects on the safety and health of humans or the environment.
2. AO Responsibilities

· Assure the Location maintains an inventory of chemicals, biological or radiological agents and that each laboratory supervisor assures the inventories are updated annually.
· Assure the hazardous areas are clearly posted and secured.
· Assure each lab/facility maintains MSDS (Material Safety Data Sheets) for each product used in that Location.
· Assure employees are properly training to identify hazardous substances and are knowledgeable of handling Process/Procedures and reporting spills/accidents.
· Assure first aid services are available for all shifts either through trained personnel, adequate first aid supplies and/or medical professionals readily available (within 3–4 minutes).

· Insure employee supervisors are aware of applicable Personal Protective Equipment (PPE) and are provided to those that are required to use the products.  

3. Flowchart  - N/A
4. Process/Procedures -   N/A
5. Due Dates/Deadlines -   Ongoing
6. Contact Lists/Helpful Hints

· Area Safety & Health Manager (ASHM)
· Send a reminder about updating the chemical inventories on an annual basis.
· P&P 230.0M Safety, Health & Environmental Management Program http://www.afm.ars.usda.gov/ppweb/PDF/230-0m.pdf 

· Industrial Hygiene Program Advisory Committee (contact your ASHM for details).
7. Forms -   N/A
8. FAQs


 Chapter 4 - Human Resources
4.1 Employment - Staffing and Recruitment & Human Capital Management
1. Introduction

The AO is the primary liaison with the Area and Headquarters Human Resources staffs and as such plays a key role in personnel and position management for the Location. Position management encompasses staffing, classification, recruitment, etc.  All positions are captured in the Position Organization Listing (POL) and the Roster of Employees, both of which are generated from the National Finance Center (NFC) database and accessible to the AO.  These reports are utilized to capture all positions in the Position Staffing Plan of the Annual Resource Management Planning System (ARMPS).  Each Location is assigned a HQ Personnel Staffing and Classification Specialist to assist with establishing new positions and filling vacancies for research support needs and a HQ Human Resources Assistant that assists with processing actions and forms for new and current employees.  The Area Office has a Human Resources staff or someone delegated the responsibility that facilitates the personnel action requests that are routed through the Area Director’s office for approval prior to being sent to the HRD servicing branch for processing.  The AO advises and assists Supervisors to determine best type of appointment to fill positions based on long term and short term research needs and funding availability.

2. AO Responsibilities

· Serves as Location’s primary liaison with the Headquarters Human Resources Division Staff and Area Human Resources Staff.
· Reviews requests for personnel actions and provides advice and recommendations to Location management officials on propriety, relative need, and any special problems which may be encountered.
· Advises Supervisors of hiring authorities/options available and guides them through the hiring process.
· Exercises Delegated Employment Officer (DEO) Authority for Temporary Hiring Programs, i.e., Student Temporary Employment Program (STEP) & Letter of Authority (L/A) programs (training and certification required).
· Advises Location management on regulations and policies for Employment of Non Citizens and manages the H1B visa process for the Location (link below), ensuring visa clearances are received before an entrance on duty date (EOD) is finalized.
· Ensures recruitment paperwork is accurate and complete prior to forwarding through appropriate channels for processing.
· Assists RLs the advertisement of vacancies by offering assistance with development and approval of paid ads, review of Vacancy Announcement and Recruitment and Justification form, and distribution of completed Vacancy Announcement (VA) to appropriate sources.
· Assists with the management of the Certificates of Eligibles (Cert) by monitoring progress of the Supervisor, requesting extensions when necessary, and ensuring the Cert and original applications are returned and to Servicing HR Specialist or HR assistant.  Do not mark or write on original applications.  If SY selection, ensure Cert and completed Incentive forms, REE-11, REE-12, REE-13, or REE-14 (if applicable) are forwarded to the Area Office for approval.
· Advise supervisors about the various hiring processes available to quickly and effectively recruit and staff positions. 
· Advise on Human Capital Management practices–Planning for our Future. 

3. Flowchart - N/A
4. Process/Procedures
· Notification of Vacancy.
· Supervisor determines Position Description (PD) by evaluating skill sets and level of expertise required (Use Standard PDs when possible). http://www.afm.ars.usda.gov/hrd/classification/positions/index.htm  PDs are needed for each for a GS-7, 8, and 9).  If SY, only one PD is needed for multiple grade levels.
· Contact your Area Office Human Resources Assistant regarding proper guidance and/or Process/Procedures. 

· Secretary prepares SF-52, AD-332 and the standard PD from the web or obtains other PD from supervisor (Procedures may vary by Location) and obtains proper signatures.
· MU sends complete package to AO who reviews and verifies that package is complete before forwarding to HRD Servicing HR Specialist through Area Human Resources Assistant (see individual Area policy).
· Area Human Resources Assistant obtains Area Director approval then forwards to HQ HR Specialist.
· HQ HR Specialist prepares Vacancy Announcement (VA) with input from Supervisor and AO.
· Paid ad, if used, is written by Supervisor or AO, reviewed and approved by HR Specialist, then returned to AO for posting.
· Announcement opens for specific amount of time, applications are reviewed and evaluated by the HR Specialist and a Cert is issued.

· Upon receipt of Cert from HRD, copies are made and forwarded to appropriate supervisor for interview process.

· Interviews conducted by Supervisor and/or panel and tentative selection made.

· Selected candidate completes OF-306, signs and returns to AO who returns with the Cert and original applications to HRD.
5. Due Dates/Deadlines

· Map out recruitment timeline

· HQ timelines for recruitment activities

· Vacancy Announcement – open period

· Expiration date of Cert.
· Appointment effective dates and Not To Exceed Dates (NTE)

· Visa expiration dates for noncitizens

6. Contact List/Helpful Links/P&Ps
· First Contact is Area Human Resource Assistant
· HQ HR Servicing Specialist for your Location (contact Area for name)
· Human Resources Division Operations

Http://www.afm.ars.usda.gov/hrd/operations/
· MWA PASTG SOP Manual
http://www.arsnet.usda.gov/pastg/sop/personnel/index.html
· Employment of Non-Citizens
http://www.afm.ars.usda.gov/hrd/jobs/VISA/5-1visadoc.pdf
· L/A STEP Handbook
http://www.afm.ars.usda.gov/hrd/staffing_recruit/lastep/index.htm
· Recruiter’s Resource
http://www.arsnet.usda.gov/hr/recruiters/pdinfo.html
· Human Capital Management
http://www.afm.ars.usda.gov/hrd/humancapital/index.htm
· P&P 412.2 Appointment and Orientation of New Employees (ARS) 
http://www.afm.ars.usda.gov/ppweb/412-02.HTM
· P&P 412.5 Recruitment and Retention Incentives and Other Special http://www.afm.ars.usda.gov/ppweb/412-05.htm
· P&P 413.8 Student and Volunteer Programs

http://www.afm.ars.usda.gov/ppweb/pdf/413-08.pdf 

7. Forms

· eForms Website:   https://reeforms.ars.usda.gov/REEForms/
· PDF Forms Website:  

http://www.afm.ars.usda.gov/forms/new-formlst.htm
· WordPerfect Forms Website: 
http://www.afm.ars.usda.gov/hrd/wpforms.htm
Forms used most often:

· SF-52:  Request for Personnel Action
· ARS Recruitment and Justification Form

· OF-306: Declaration of Federal Employment
· OF-612: Optional Application for Federal Employment

· SF-144: Statement of Prior Federal Service

· AD-332: Cover Sheet and Position Description

· REE-11: New Hire Recruitment Incentives

· REE-13: Work Sheet for Calculating Appointment above the Minimum 
Salary Based on Superior Qualifications                                                                                 

· REE-14: Current Federal Employee Incentives

8. FAQs
Q.  Temp or Term, what’s the difference?  

A.  Temp appointments are typically for 1 year or less and may be extended for one additional year.  Term appointments are typically 2 years or 13 months for initial appointment with possible extensions of one year for a maximum of 4 years total.  Temps may receive annual and sick leave, no other benefits are available (until 1 year of service completed then may enroll in Federal Employees’ Health Benefits Program (FEHB) at full cost, no government contribution).  Terms receive full benefits.  Temps may be terminated prior to their NTE date for lack of work or funds; Terms may not.

Q.  Appointment of 130 days vs. 180 days, what’s the difference?  
A.  Appointments limited to 130 days in a calendar year may be filled indefinitely.  Appointments of 180 days in a calendar year are limited to only two years.



4.2 Human Resources – Time and Attendance (T&A)
1. Introduction

ARS provides flexible Tour of Duty (TOD) work scheduling options designed to meet both management and employee needs, however, these choices are possibilities, not entitlements.  Due to varied work requirements determined by the supervisor or Location management, employees might not all be accommodated exactly the same.  Locations with Labor Union Bargaining Units must contact the Labor Relations Specialist in the Employee Relations Branch of HRD before implementation of or changes to the Flexible Work Schedule Program at their Location.  Both full-time and part-time employees may propose a flexible work schedule but it must be approved by their supervisor and possibly the second-line supervisor.  Additionally, implementation of the Flexible Work Schedule Program is subject to any labor contracts negotiated with the local labor union, if applicable.  The Flexible Work Schedule Program policy is outlined in P&P 402.1 and will determine how employees record their time within the bi-weekly pay period timeframe.  All employees must record their time on a bi-weekly basis on the REE-331 T&A Log.  Official and Back-up Timekeepers are assigned to each Location and STAR-Web is the official system for time and attendance reporting in ARS.  Internet connectivity and NFC security access is required to access STAR.

2. AO Responsibilities

· Manage the time and attendance process at the Location.

· In conjunction with RLs, establish a Location or MU overtime approval procedure and ensure it is conveyed to all employees.

· Ensure all timekeepers are properly trained on the T&A system as well as pay and leave policies.

· Ensure every employee has a master schedules approved by the supervisor and on file in the employee’s official T&A file.
· Ensure compliance with pay and leave policies and T&A procedures:

· Ensure timesheets are signed by supervisor and employee.
· Ensure no one signs as supervisor their own timesheet, (AO signs RLs T&A as delegated by the Area Office).
· Ensure compliance with T&A records management policy.

· Obtain and monitor NFC Leave Error Reports on bi-weekly basis and ensure needed corrections are accomplished in a timely manner; work with Area HR Specialist for those T&A errors that must be corrected in the NFC database.

· Respond to Area/HQ notification of non-receipt of T&A’s at NFC.

· Ensure that leave audits are completed by respective MU Secretary.

3. Flowchart - N/A

4. Process/Procedures
· Employees record time on REE-331 during two-week pay period and submit to Timekeeper at end of pay period.  

· Timekeeper enter employees’ time into STAR-Web, print T&A for Supervisor approval and then release approved T&As for processing.

· STAR transmission results verified to ensure all Location T&A’s have been successfully transmitted.
· Check Leave Error Reports and do corrected T&A as needed.  Do not transmit corrected T&A’s for prior pay period on Monday, Tuesday, or Wednesday of T&A week.

· If a re-transmission of T&A’s is needed, re-transmit current T&A’s up to Wednesday of T&A week (NFC will recognize the last T&A as current and discard prior submissions).
· Employees provided with final copy of their T&A for employee file.

· Official T&A filed in official T&A folders for retention according to policy.  AO should set policy on whether this file should be retained at the LSS level or the MU level.
5. Due Dates/Deadlines

· T&A’s must be transmitted as soon as possible after the end of a pay period, but not later than COB Tuesday of T&A week.  Contact your Area HR Assistant if you have problems.

· Leave Error reports should be reviewed bi-weekly and corrections done  immediately to avoid additional NFC overhead charges.
· Maintain T&A records for 6 years in locked file cabinets.
6. Contact List/Helpful Links/P&Ps
· T&A REE-331 electronic (the link is on the right side of the page) http://www.afm.ars.usda.gov/
· STAR Manual - NFC Title 1, Chap 7, Sec 5, System for Time and Attendance


http://dab.nfc.usda.gov/pubs/docs/starweb/starweb.pdf
· Area HR Assistant
· Headquarters Pay & Leave Staff


http://www.afm.ars.usda.gov/hrd/payleave/payteam.htm
·  P&P 402.1 Flexible Work Schedule Program http://www.afm.ars.usda.gov/ppweb/402-1.pdf 
7. Forms
· REE-331 Form:   https://reeforms.ars.usda.gov/REEForms/
8. FAQs


4.3 Human Resources – Pay & Leave
1. Introduction

The AO is responsible for managing the Pay and Leave activities at the Location. This section covers basic information regarding the various types of leave available to federal employees including accrual and use of annual and sick leave, credit time, overtime vs. compensatory (comp) time, travel comp time, Leave Without Pay (LWOP) and the effect on leave and benefits.  Other leave options include the Family Friendly Leave and the Leave Transfer Program.

2. AO Responsibilities

· Provide information, advice and assistance to all employees on pay and leave policies.

· Ensure all federal employees are correctly and appropriately accruing and using leave.
· Ensure all employees understand the policy on accrual and use of credit time versus overtime.
· Ensure that Lump Sum and Leave Audits are completed for separated employees within 2 weeks of separation.

3. Flowchart - N/A

4. Process/Procedures
· Credit Time is earned at the employee’s discretion with prior supervisory approval.  It may not be used before it is earned.  Full time employees may carry a maximum of 24 hours, part time employees may carry an amount = to ¼ of their biweekly schedule.  Hours in excess of these amounts will be forfeited.  (P&P 402.1)

· Overtime is directed by the supervisor and approved in advance.  Must pay a minimum of 2 hours overtime if an employee is called back to work after hours (P&P 402.3)  

· Non-Exempt Employees are made aware that they may elect Comp time in lieu of Overtime, but may not be directed to take or “work” Comp time.  Comp time should be used before using accrued credit or annual leave. 

· Travel Comp time is earned in travel status while enroute outside the travelers normal work schedule and must be used within 26 pay periods of accrual.  Must be recorded within 2 pay periods upon return (P&P 402.3)

· Leave Without Pay (LWOP) is temporary, unpaid absence at employee request.  When an employee reaches 80 hours of LWOP in a pay period they will not accrue sick or annual leave for that pay period, or any future pay periods in which an 80 hour increment is reached.
· LWOP does not impact part time (PT) employees leave accruals.  Leave is earned on number of hours in paid status.
· If a PT employee changes to full time (FT), LWOP hours should be zeroed out in the leave account as the LWOP does not count toward FT leave accruals.
· Administrative leave is a leave category that covers all other leave for paid absence authorized by law or administrative action not charged to annual, sick, military, and home leave.  Examples include funeral; court; excused absence; tardiness or brief absence; emergency dismissal or closure; voting; blood, organ, and bone marrow donation; officially sponsored functions; and holidays. (P&P 402.6).
· Questions regarding pay and leave are directed to the AO who may seek further guidance from the Area HR Specialist or HRD.
5. Due Dates/Deadlines
· Comp time must be used within 26 pay periods of accrual or will be paid out at overtime rate at which it was earned.
· Travel comp time must be used within 26 pay periods of being earned or will be forfeited.

· Leave Without Pay will revert to zero as of Pay Period 1.  There are exceptions to this for employees that were / are assigned to a foreign duty station.
· Unused Annual Leave above 240 hours will be forfeited beginning Pay Period 1.  The carryover hours for Senior Executive Service employees (SES) is 720 hours.

· Ensure that Lump Sum and Leave Audits are completed for separated employees within 6 weeks of separation.
5. Contact List/Helpful Links/P&Ps
· Area Human Resources Assistant
· Pay and Leave Website


http://www.afm.ars.usda.gov/hrd/payleave/index.htm
· Calculating Annual Leave


http://www.afm.ars.usda.gov/hrd/payleave/calculateAL.htm
· Leave Transfer Program Info


http://www.afm.ars.usda.gov/hrd/payleave/leavedonor.htm
· Family Friendly Leave Policies


http://www.afm.ars.usda.gov/hrd/payleave/family/policy.htm
· LWOP, http://www.opm.gov/oca/leave/html/lwop_eff.htm
· Comp Travel Time Chart


http://www.afm.ars.usda.gov/hrd/payleave/FAQ/comp-chart-trvl.doc
· P&P 401.7 ARS Official Time Policy Statement 


http://www.afm.ars.usda.gov/ppweb/PDF/401-7.pdf
·  P&P 402.1 Flexible Work Schedule Program


http://www.afm.ars.usda.gov/ppweb/402-1.pdf
·  P&P 402.3 Premium Pay, http://www.afm.ars.usda.gov/ppweb/402-3.pdf
·  P&P 402.6 Leave, http://www.afm.ars.usda.gov/ppweb/402-06.htm
7. Forms

· OPM-71: Leave Request
· AD-717: Leave Audit 

· AD-581: Lump Sum

· eForms Website:   https://reeforms.ars.usda.gov/REEForms/
8. FAQs
Q.  How does temporary status impact leave earnings? 

A.  Temporary and temporary part time employees on a regular schedule will earn sick and annual leave if appointed for more than 90 days.  If appointed for less than 90 days and on a regular schedule will only earn sick leave.

Q.  How does part-time status impact leave accruals?

A.  Leave is prorated based on the full time equivalency.

Q.  What happens if an employee does not receive their paycheck?

A.  AO needs to contact their Area HR Assistant for assistance.

 Q.  What if leave balances don’t match NFC records?

A.  Leave audits must be completed and submitted to the Area HR Assistant who will correct the NFC Master Record if it is determined it is incorrect.

· Comp Travel Q&A’s -  http://www.afm.ars.usda.gov/hrd/payleave/FAQ/travel-comp.htm
· Holiday Q&A’s  - http://www.afm.ars.usda.gov/hrd/payleave/FAQ/holiday.htm
· Lump Sum Payment Q&A’s  - http://www.afm.ars.usda.gov/hrd/payleave/FAQ/lump-sum.htm


4.4 Human Resources – Performance Management
1. Introduction

The AO is responsible for managing the Performance Management Process at the Location. Performance Management is the process or management tool by which employees, managers, and supervisors interact to develop performance plans, review progress, and complete the appraisal process on an annual basis.  ARS has two performance rating cycles: January 1 through December 31 for two-grade interval positions that include scientist, managerial, and administrative/advisory specialist positions, such as the AO, IT or Safety Specialist; and an April 1 through March 31 period for one-grade interval employees such as technicians, clerical and secretarial positions, and Wage-Grade positions.  Effective October, 2008 all employees will be on an October to September cycle.  All employees must have an approved performance plan in place within 30 days of the beginning of the performance cycle.  It must describe the “Fully Successful” level that an employee is expected to perform and how well the element must be accomplished to meet a desired level of performance.  These elements can be derived from sources such as position descriptions, organizational goals and objectives, budgets and work plans, supervisor/employee discussions, or analysis of a job conducted by a subject matter expert or a group familiar with the job. There must be an alignment of the performance plan to the ARS Strategic Plan, AFM Strategic Plan or Location plan.  Additionally, there must be at least one goal for the current performance cycle aligned with at least one element of the plan.  There is a requirement for each Supervisor to conduct a mid-year review with each employee to discuss performance and to annotate the performance plan that this was conducted.  To aid the employee in improving performance, an Individual Development Plan (IDP) must be prepared to identify training plans (see Section 4.6)   

2. AO Responsibilities

· Manage the performance appraisal process for the Location, ensuring that all employees have current performance plans (PP) in place and that they are in accordance with Agency policy.

· Provide advice and assistance to Supervisors and employees on the performance management process.

· Ensure PPs are in alignment with a Strategic Plan and include goals that are results driven in support the strategic plan.

· Ensure all PPs contain an Equal Opportunity/Civil Rights (EO/CR) element, and that it is designated as a critical element.
· Ensure PPs contain appropriate elements for Safety, Collateral Duty Assignments, Supervisory, etc., as appropriate. 

· Remind supervisors of the requirement for a documented mid-year evaluation of their employees.

· Ensure appraisals are completed and forwarded to Area by established due date.

· When an employee receives a Does Not Meet on a Critical Element, assist the supervisor with Performance Improvement Plan (PIP).

3. Flowchart - N/A

4. Process/Procedures
· Follow Area issued guidance for performance plans, appraisals and employee recognition.

5. Due Dates/Deadlines

· Performance Appraisals are processed by established Agency deadlines for the two appraisal cycles.

· PPs in place in the first 30 days of employment or reassignment.
· PPs must have been in place for a minimum of 90 days before employee is rated.
6. Contact List/Helpful Links/P&Ps
· Area Human Resources Assistant
· HR Performance Point of Contact
http://www.afm.ars.usda.gov/hrd/operations/rsb.htm
· P&P 418.3 Performance Appraisal System

http://www.afm.ars.usda.gov/ppweb/418-03.HTM
· P&P 418.2 Appraisal of Probationary & Trial Period Employees

http://www.afm.ars.usda.gov/ppweb/418-02.HTM
· P&P 418.6 Supervisory & Managerial Probationary Period


http://www.afm.ars.usda.gov/ppweb/418-06.htm
· Area specific policy and guidance on performance management process
7. Forms

· AD 435P Performance Appraisal Form - http://www.afm.ars.usda.gov/forms/HR/performance/AD435P.doc
· eForms Website:   https://reeforms.ars.usda.gov/REEForms/
8. FAQs


4.5 Human Resources - Awards
1. Introduction

Awards are used to recognize or reward individuals or groups for contributions through enhanced performance, extra efforts or one time specific contributions.  Awards may be monetary or non-monetary in nature.  Any employee may recommend another employee for an award, except that employees cannot recommend a monetary award for their respective supervisor.  Monetary awards include extra effort, spot awards up to $750 for a particular accomplishment, and performance awards for sustained exceptional performance over the course of a rating cycle.  Non-monetary awards include time off awards, keepsakes, letters of appreciation, and honorary awards, for a specific contribution.  Please review the guidance in the USDA Guide for Employee Recognition for Measurable and Non-measurable Benefits Scale in the link below. Justification statements are required for all awards and must be attached to the award form, AD-287-2.

2. AO Responsibilities

· Manage the Location’s employee recognition program.

· Provide advice to supervisors and employees on Area, Agency and Department policy and procedures on employee recognition.

· Ensure forms are properly completed and a case number is assigned.
· Ensure proper approvals are in place and justifications are attached.

· If monetary award, ensure funds are available. 
· If QSI proposed, recommend cash award when: (1) receipt of QSI affects WGI; (2) employee received QSI less than 52 weeks earlier; and (3) employee was promoted or reassigned to different duties near end of the rating cycle.

· If time off award, ensure employee has not exceeded the annual 80 hr limitation, or are in use or lose leave status and the time off hours recommended comply with USDA policy.
· Advise management officials and supervisors on the benefits of non-monetary awards and ensure acquisition of such complies with Department policy and contracting regulations.

· Forward for processing, as required by Area policy.
3. Flowchart - N/A
4. Process/Procedures
· Secretary / Program Assistant prepares the AD-287-2 form, obtains justification from the recommending individual, and routes for supervisor approval.

· Completed award form (AD-287-2) and justification are forwarded to the AO for processing.
· AO reviews award for accuracy and completeness, confirms funding availability, assigns a Case No.(Area HR Assistant assigns a block of case numbers to each AO), documents on log, and forwards to Area or HRD, per Area policy, for processing.
5. Due Dates/Deadlines

· Award forms are to be processed in a timely manner, either immediately after performance review or when extra effort is performed.  

· Quality Step Increases (QSIs) must be submitted within 90 days of the end of the rating period.

· Spot Awards should be given for an accomplishment not exceeding a 4-6 weeks period and should be awarded within 30 days of completion of the accomplishment.
6. Contact List/Helpful Links/P&Ps
· USDA Guide for Employee Recognition
· Agency Awards Homepage


http://www.usda.gov/da/employ/recog.htm
· Monetary Award Fact Sheet


http://www.afm.ars.usda.gov/hrd/awards/monetary.htm
· Non-monetary Award Fact Sheet


http://www.afm.ars.usda.gov/hrd/awards/files/Nonmonetary-Token-Award-Fact-Sheet.pdf
· Monetary and Non-monetary Table

http://www.afm.ars.usda.gov/hrd/awards/files/table-monetary-non-montary.pdf
http://www.afm.ars.usda.gov/hrd/awards/index.htm 

· P&P 418.3 Performance Appraisal System (ARS)


http://www.afm.ars.usda.gov/ppweb/418-03.HTM 

7. Forms

· eForms Website:   https://reeforms.ars.usda.gov/REEForms/
· AD 287-2, Recommendation & Approval of Awards, http://dab.nfc.usda.gov/forms/ad287-2.pdf
· Certificate of Award 


USDA Certificate of Merit AD-69 and Certificate of Appreciation 


AD141A  may be ordered from the Beltsville Service Center:  



https://www.bsc.usda.gov/newbsc_website/.  You must have a 


customer number to order from this site.  One may be obtained by 


clicking on the tab “Contact Us”

 

8. FAQs
Q.  When will I receive my award check?  

A.  Upon notification from HRD that it was processed.  Be aware that effective dates for QSIs may not occur for at least three months from end of rating period because of delays in paperwork reaching HRD: for example, the last date for QSIs to be made effective for rating period beginning 4/1/6 ending 3/31/07 is 6/25/07.



4.6 Human Resources - Training
1. Introduction

Training is available and is based on annual Individual Development Plans (IDP) to meet the needs of the employee and the organization.  Training ensures that we maintain a skilled and efficient workforce to meet the agency’s goals. Training is available in many formats and includes: formal training, on-the-job (OJT) training, and self-development.  Formal training may be instructor led workshops, conference or seminars, or government or private sector classroom training.  OJT may include details, mentor relationships, shadowing, cross training, studying manuals or bulletins, and on-line training.  Self-development may include independent reading, audio/video cassette programs, and correspondence courses.
In order to accomplish Agency provided on-line training, each ARS employee is required to be set up in e-Authentication.  This is an electronic process that authenticates who you are based on certain data that are validated against the National Finance Center database.  An employee can enroll in e-Authentication as soon as they are payrolled.  Many mandatory training courses are on AgLearn and an employee must be e-Authenticated before they can take the courses.

2. AO Responsibilities

· Serve as the Location Training Officer.

· Inform managers, supervisors and employees of various training opportunities and sources for training.

· Seek opportunities to bring training to the Location that will benefit all employees on various topics of interest or need.

· Provide advice and assistance to supervisors and employees on the development of IDPs.

· Ensure IDP’s are in place for Location employees as required by Agency policy.
· Ensure training forms are prepared and approved prior to training.

· Ensure new employees are e-Authenticated in AgLearn within 30 days of entering on duty.
· Identify Training Designees at the Location to ensure completed training record is entered into AgLearn and employees have access to their training records.

3. Flowchart - N/A

4. Process/Procedures
· Training needs are identified by employee/supervisor on IDP.

· SF-182 is prepared and routed for approval.

· Costs are usually paid by Visa Purchase Card but in some cases by the SF-182 when submitted to NFC for payment.

· Training cost entered into CATS.
· When training completed, ensure Section F of SF-182 is signed and document is entered in AgLearn.

5. Due Dates/Deadlines

· Training should be approved (Completed & signed SF-182) prior to  scheduling.

· New employees should eAuthenticate in AgLearn within 30 days of Entrance of Duty (EOD).

6. Contact List/Helpful Links/P&Ps
· Employee Development/Training http://www.afm.ars.usda.gov/hrd/empdev/index.htm
· SMART Center http://www.afm.ars.usda.gov/smartcenter/index.htm
· Training Guide for Admin Series

· http://www.afm.ars.usda.gov/hrd/empdev/trainingguide.htm
· Leadership Development http://www.afm.ars.usda.gov/hrd/empdev/LDP2.PDF
· P&P 440.1 Employee Training & Development


http://www.afm.ars.usda.gov/ppweb/440-01.htm
7. Forms

· eForms Website:   https://reeforms.ars.usda.gov/REEForms/
· SF-182 Training Form -  http://www.afm.ars.usda.gov/forms/EMPDEV/SF182.PDF
· ARS-48 IDP – 

http://www.afm.ars.usda.gov/forms/EMPDEV/ARS-48.PDF
8. FAQs
Q.  Can we approve college courses as training? 


A.  Refer to 440.1 P&P

Q.  Does a new IDP need to be done every year? 


A.  No, but it must be reviewed every year.


4.7 Human Resources – Position Descriptions/Management
1. Introduction

The Position Description (PD) outlines in general terms, the duties, complexity, and supervision required of the position for both the employee and supervisor.  Supervisors must take the lead in establishing the PD.  The PD covers the major duties; it does not state each task the employee may be asked to do.  The employee must be given a copy of the approved PD.

There are required formats for GS, wage grade (WG), and scientific positions. Scientists (SYs) are covered under the Research Position Evaluation System (RPES) to ensure their positions are accurately classified.  Guidance on GS and wage grade is found in P&P 431.1 and on RPES in P&P 431.3
2. AO Responsibilities

· Work with management officials and supervisors to ensure all employees are working under an accurate and current PD.

· Make supervisors aware of the existence and benefits of standard PDs.

· Assist supervisors in the development of new PDs ensuring the correct PD format is used for the specific type of position.

· Where required by the position, ensure collateral duty statements are reflected in employees’ PDs.

· When establishing a new PD, Ensure that AD-332 Position Description Cover Sheet is signed by the current Supervisor and submitted with the PD to HRD.

· Ensure that the employee and supervisor are provided signed copies of the PD.

· Verify Collateral Duty statements are reflected in employee’s Performance Plan.

· When an employee requests a desk audit of their position, advise & assist HRD with these audits.

· Maintain a copy of the signed PD for all Location employees.
3. Flowchart - N/A

4. Process/Procedures
· Supervisors, as part of the annual performance process, should ensure that employees’ PDs are accurate.

· When a new or updated PD is required, supervisor develops the PD and forwards it through the appropriate channels to HRD for processing.

· Employee and supervisor receive copy of newly classified PD; supervisor discusses the PD content with the employee.

· File copies of the PDs for Location employees are maintained by AO.

5. Due Dates/Deadlines - N/A

6. Contact List/Helpful Links/P&Ps
· Classification, http://www.afm.ars.usda.gov/hrd/classification/index.htm
· Standard Position Descriptions http://www.afm.ars.usda.gov/hrd/classification/positions/index.htm
· RPES http://www.afm.ars.usda.gov/rpes/index.htm
· P&P 431.1 Position Classification and Position Management http://www.afm.ars.usda.gov/ppweb/431-01.htm
· P&P 431.3-ARS Research Position Evaluation System http://www.afm.ars.usda.gov/ppweb/431-3-ARS.pdf
7. Forms

· AD-332, Position Description Cover Sheet

· eForms Website:   https://reeforms.ars.usda.gov/REEForms/
8. FAQs


4.8 Human Resources – Employee Relations/ Ethics
1. Introduction

Employee Relations (ER) deals with the resolution of conflict, specifically those problems which include misconduct, performance and labor/management relations.  Each Area has an Ethics Officer who will provide advice and/or guidance.  This individual is usually the Area Associate Director.  

ARS has a very dedicated work force, a fact of which ARS is very proud.  However, there will always be occasions of misconduct, willful violation of regulations, and conflict between employees which result in the need for some kind of remedial action.  It is ARS policy that we will take prompt, fair, and effective disciplinary actions against employees who violate laws, regulations, or instructions.  It is expected that sound judgment will be exercised so that an employee will not be penalized out of proportion to the character of the offense, however, effective disciplinary measures must be applied to protect the interests of the Agency and to serve as a deterrent to the employee involved as well as to other employees.  To that end, ARS has an Employee Relations Staff who have experienced specialists to provide expert assistance to management.  Within this staff, there is a Cooperative Resolution section who implements the ARS Cooperative Resolution Program which is designed to resolve conflict at the lowest level before formal action needs to be taken.  The AO will need to work with Location management officials, supervisors and employees to direct them to the appropriate specialist and assist in the remediation of ER issues.  

Ethics, especially scientific ethics, is a very visible issue at the moment.  The Department provides guidance on ethics issues and will be the office the Area Ethics Officer goes to for guidance and assistance.  The Office of Government Ethics (OGE) provides guidance in the form of Standards of Ethical Conduct and Code of Scientific Ethics.  These documents and others cover a myriad of guidance related to acceptance of gifts, awards, outside employment, adjunct professor appointments, honoraria, lobbying, fundraising, etc.  For many employees, an annual Financial Disclosure Filing is required to ensure personal finances and investments are not in conflict with the employee’s work responsibilities.  The ethics area can be very complicated so the AO should utilize the available resources to ensure accurate information is conveyed to employees and non-compliance is addressed.
2. AO Responsibilities

· Advises management officials and supervisors regarding ethics, employee and labor relations policies, procedures, laws, and regulations.

· Ensures employees aware of the Cooperative Resolution Program (CRP) and provides assistance when employees want to utilize the program.

· Refers employees and managers to appropriate resources and ER Staff for assistance.  AO may be asked for advice but should be careful to ensure advice given is accurate and that other than very simple issues are referred to Area and/or ER and Ethics Specialists.

· Ensure employees receive copies of the Standards of Ethical Conduct and the USDA Bulletin on Employee Responsibilities and Conduct.

· Facilitate resolution of ER or Ethics issues by serving as liaison between Location, Area and appropriate HQ specialists.

· Disseminate annual training and filing of the OGE 450 Financial Disclosure Form and information to mandatory filers.  
· If Location is covered by a Labor Bargaining Unit, is knowledgeable of the content of the Labor Contract and ensures management and employee compliance with the terms of the agreement.

· Facilitate and coordinate Location training on employee relations and ethics when needed.
3. Flowchart – N/A
4. Process/Procedures
5. Due Dates/Deadlines
· Annual Ethics Training due October 31 for prior fiscal year. 
· OGE-450 Financial Disclosure Filing due February 15.

6. Contact List/Helpful Links/P&Ps
· Employee Relations Branch http://www.afm.ars.usda.gov/hrd/operations/erb.htm
Each Area of ARS has a representative listed on this website. 

· Ethics Home Page, http://www.afm.ars.usda.gov/hrd/ethics/
· Secretary Johanns memo on Standards of Ethical Conduct, http://www.afm.ars.usda.gov/hrd/ethics/FILES/Johanns-Memo.pdf 

· AgLearn, 
http://www.aglearn.usda.gov/ 
· Bulletin 735-1 REE Ethics Desk Reference  http://www.afm.ars.usda.gov/hrd/ethics/bull735.htm
· Personnel Bulletin 735-1  Employee Responsibilities and Conduct  http://www.usda.gov/da/employ/apsd/bul7351.htm
· P&P 418.2 Appraisal of Probationary & Trial Period Employees http://www.afm.ars.usda.gov/ppweb/418-02.HTM
· P&P 418.3 ARS Performance Appraisal System http://www.afm.ars.usda.gov/ppweb/418-03.HTM
· P&P 461.5 Misconduct, Discipline & Adverse Action http://www.afm.ars.usda.gov/ppweb/461-05.HTM
· P&P 463.2 Administrative Grievance System http://www.afm.ars.usda.gov/ppweb/463-02.HTM
7. Forms

· eForms Website:   https://reeforms.ars.usda.gov/REEForms/
· Ethics Form:  http://www.afm.ars.usda.gov/hrd/ethics/2001-fd.htm
· REE-101:  http://www.afm.ars.usda.gov/forms/new-formlst.htm
· OGE-450 and OGE 450A, http://www.afm.ars.usda.gov/hrd/ethics/ethicsforms.htm
8. FAQs
All answers are found on the ER website (See first 
link above):
Q.  What is the difference between a misconduct and performance problem?

Q.  Is there a difference between Leave Without Pay (LWOP) and Absence Without Leave (AWOL)?

Q.  What is “reasonable accommodation?” What is the Agency’s obligation to provide “reasonable accommodation?”

Q.  Why is an employee’s “probationary period” so important?

Q.  Can my supervisor require/order that I perform a task that is not in my position description?



4.9 Human Resources – REE Work/Life Programs
1. Introduction

The Work/Life Programs provide opportunities to help employees balance work and personal responsibilities by providing referral and support services.  Programs include Child/Elder Care Referral Services, the REE Child Care Tuition Assistance Program, the Employee Assistance Program (EAP), the Nursing Mothers Program, the REE Telework Program, and the USDA Transit Subsidy Program.
2. AO Responsibilities

· Advises Location on the various work/life programs available. 

· Work with RLs to develop a Location policy to ensure that programs are applied consistently across Research Management Units at the Location. 

· Ensure employees are aware of and have access to the Employee Assistance Program (EAP).

· Be aware of Area policy on Telework programs. 

· When programs are utilized, ensure compliance with Agency policies.

· Be a facilitator for training on the various work/life programs, when appropriate.
3. Flowchart - N/A
4. Process/Procedures - N/A
5. Due Dates/Deadlines
· Must have prior approval for Telework.  

6. Contact List/Helpful Links/P&Ps
· Telework Program:  http://www.afm.ars.usda.gov/hrd/worklife/flex-workplace.htm
· Employee Assistance Program:  http://www.afm.ars.usda.gov/hrd/worklife/EAP_Overview.htm
· Child Care Tuition Assistance:  http://www.afm.ars.usda.gov/hrd/worklife/CCTAP.htm
· Transit Subsidy Program: http://www.afm.ars.usda.gov/hrd/worklife/transit_subsidy_contacts.htm
· Child Care Referral Service: http://www.usda.gov/da/shmd/childcare.html
· Elder Care Referral Service: http://www.afm.ars.usda.gov/hrd/worklife/elder-childcare.htm
· P&P 402.5 Telework Program: 
http://www.afm.ars.usda.gov/ppweb/402-5.pdf
· Employee Assistance Program

http://www.afm.ars.usda.gov/hrd/worklife/EAP_Overview.htm 
7. Forms

· eForms Website:   https://reeforms.ars.usda.gov/REEForms/
8. FAQs


4.10 Human Resources – Benefits
1. Introduction

A variety of benefits are available to federal employees including health and life insurance, the Thrift Savings Plan which is similar to a 401K plan, flexible spending accounts, long term care and retirement.  Full time permanent employees and certain excepted appointment employees are entitled to Health and Life insurance at reduced costs because the government pays a share of the benefit.  Part time permanent employees are also entitled to these benefits but Government contributions are based on the amount of hours worked.  Part time employees pay a greater share of these benefits.  Temporary employees are eligible for health benefits after one full year of service but must pay all costs.  All full and part time employees on an appointment of more than one year are eligible for life insurance and are automatically covered unless they waive the coverage by completing an SF-2817.  The Thrift Savings Plan (TSP) is for retirement planning and is subsidized with a matching contribution by the federal employer.  The employee determines the contribution amount and which fund(s) they will invest in.  There are two types of Flexible Spending Accounts (FSA): a health care account and a dependent care account.   Federal Employees Health Benefits (FEHB), TSP, and FSA accounts are all pre-tax benefits.   

2. AO Responsibilities

· Ensure new employees are informed at orientation of benefits available to them and the time frame in which they must elect them.  Usually within the first 30 days of employment. 

· Ensure employees are notified of Open Seasons.

3. Flowchart - N/A
4. Process/Procedures
· New employees fill out the required benefit forms at New Employee Orientation.

· Current employee can access their personal information on the Employee Personal Page at the National Finance Center (NFC)’s homepage but must establish a password to access.

5. Due Dates/Deadlines

· FEHB and FSA -Open Season typically falls in the November/December time frame for the next calendar year.  All eligible employees may make changes or enroll during open season.

· Federal Employees Group Life Insurance (FEGLI) - new employees have 31 days from their EOD date to elect additional coverage.  Current employees have 60 days to effect a change due to a qualifying life event.   There is no established open season for FEGLI.

· FEHB – new employees have 60 days from their EOD date to enroll.  Current employees, when family status changes have from 31 days prior to the event and 60 days after to make changes.

· TSP – may enroll at any time.
· Federal Long Term Care Insurance Program (FLTCIP) – may enroll at any time.
6. Contact List/Helpful Links/P&Ps
· TSP - Thrift Savings Plan:  http://www.afm.ars.usda.gov/hrd/savings/tsp.htm
· FEHB - Federal Employees Health Benefits: http://www.afm.ars.usda.gov/hrd/insure/FEHB.htm
· FEGLI - Federal Employee Group Life Insurance: http://www.afm.ars.usda.gov/hrd/insure/FEGLI.htm
· Flexible Spending Accounts: http://www.opm.gov/insure/pretax/fsa/index.asp
· Long Term Care:  http://www.afm.ars.usda.gov/hrd/insure/ltc-program.htm
· Retirement: http://www.afm.ars.usda.gov/hrd/retirement/index.htm
· Employee Personal Page (EPP)  https://www.nfc.usda.gov/personal/index2.asp 

7. Forms

· eForms Website:  https://reeforms.ars.usda.gov/REEForms/
8. FAQs


4.11 Human Resources – Orientation
1. Introduction

Orientation is the first chance the Agency has to introduce a new employee to ARS.  The AO is to ensure that the new employee has the information to become comfortably integrated into the Federal system.  The AO has responsibility to provide orientation material regarding appointment type, pay & leave, Civil Rights/Equal Employment Opportunities (CR/EEO), benefits, as well as Area and Location policies.  The AO also provides temporary IDs and completes the PIV (personal identity verification) process.  

2. AO Responsibilities

· Issue the SF-61 “Appointment Affidavit” to new employee.

· Provide information regarding appointment type and duration.  Supervisors are responsible for discussing the PD with the employee.

· Provide information, either hard copy, or web links, regarding benefits, (i.e., FEHB, TSP/retirement, FEGLI, FSA, LTC), and completion instructions.

· Provide hard copy information or web links regarding CR/EEO, and CRP.

· Discuss and/or provide information about time accounting, maxiflex, leave (annual, sick, Family Medical, credit, comp travel, LWOP, AWOL), overtime.

· Ensure applicable city, state, and federal tax forms are completed.

· Review the SF-85 “Questionnaire for Non-Sensitive Position” and the PIV for completeness and attach copies of identification as requested.

· Ensure two original SF-87 “Fingerprint Charts” are completed.
· Issue temporary ARS I.D. 
· Ensure policies are in place to provide new employee safety orientation at the Research Unit.

· If not co-located with the research unit, ensure employee knows where to go and who contact is at the unit.  

· Provide information on Workplace Violence prevention.

3. Flowchart - N/A
4. Process/Procedures - N/A

5. Due Dates/Deadlines

· Execute SF-61 “Appointment Affidavit”.  Appointment Affidavit must be administered on the employee’s first day before the employee reports to work.
· Provide orientation to new employee on first day of work.

· Ensure completed paperwork is forwarded to HRD by end of first week of employment or as indicated by your HR Specialist to ensure the employee is paid timely.  

· Benefit election forms may follow later, but must be within 30 days of EOD.

6. Contact List/Helpful Links/P&Ps
· New Employee Orientation Link  http://www.arsnet.usda.gov/recruiters/neo.htm
· P&P 412.2 Appointment and Orientation of New Employee  http://www.afm.ars.usda.gov/ppweb/pdf/412-02.pdf
· Headquarters & Area EEO & Civil Rights Staff  http://www.ars.usda.gov/SP2userfiles/subsite/eeo/crs&acrmlisting.doc
7.  Forms

· AD-1197 Personal Identity Verification (PIV) Request for USDA ID Badge 

· SF-61 Appointment Affidavit
· SF-87 Fingerprint Charts
· SF-85 Questionnaire for Non-Sensitive Position
8. FAQs


 Chapter 5 - INFORMATION TECHNOLOGY & INFORMATION MANAGEMENT 
5.1 ARS IT Systems – Acceptable Use    

1. Introduction
ARS employees are provided with information technology (IT) resources (e.g., PCs, E-mail, telephones, facsimile machines, copiers, office equipment, Internet access, etc.) to support mission accomplishment and enhance the efficient and effective delivery of services to agency customers.  Employees are expected to use these tools according to rules and regulations and following standards of ethical conduct.  

The Standards of Ethical Conduct state “employees shall put forth honest effort in the performance of their duties” (Section 2635.101 (b) (5)).   Under the standards, employees are permitted limited use of Government office equipment for personal needs if the use does not interfere with official business and involves minimal additional expense to the Government. This limited personal use of Government office equipment should take place during the employee's personal time, such as before or after duty hours or lunch periods. 

Personal use of Government office equipment is limited to situations where the Government is already providing equipment or services and the employee's use of them will result in only minimal additional expense to the Government. This would include normal wear and tear or the use of small amounts of electricity, ink, toner, or paper. 

Supervisors have the management authority and responsibility to ensure the appropriate use of resources within their organizations. This includes IT resources and official employee time. As such, employees should consult with their supervisors regarding authorized use of IT resources. The privilege to use Government office equipment for non-Government purposes may be revoked or limited at any time by supervisors or other appropriate agency officials.
2. AO/IT Responsibilities

· Assure employees are aware of policies concerning the use of acceptable use of government computers.
· Assure that employees are aware of policies concerning unacceptable use of government computers.  Employees are expected to conduct themselves professionally in the workplace and to refrain from using Government office equipment for activities that are inappropriate. Unacceptable personal use of Government IT resources include: 
· Any use that could generate more than minimal additional expense to the Government.

· Any use that could cause congestion, delay, or disruption of service to any Government system or equipment. For example, the forwarding of “chain” e-mails, e-mailing greeting cards, or downloading of video, sound or other large file attachments can degrade the performance of the entire network.
· Activities that are illegal or offensive to fellow employees or the public. Examples include pornography, hate speech, or material that ridicules others on the basis of race, creed, religion, color, sex, disability, national origin, or sexual orientation.
· Any use for commercial purposes or “for-profit” activities such as outside employment or to support a personal private business activity (e.g., consulting for pay, sales, or administration of business transactions, sale of goods or services).
· Engaging in any outside fund-raising activity, endorsing any product or service, participating in any lobbying activity, or engaging in any prohibited partisan political activity.
3. Flow Chart - N/A

4. Process/Procedures  - N/A

5. Due Dates/Deadlines - N/A
6. Contact Information:

· P&P 010, The REE Administrative Issuances System, http://www.afm.ars.usda.gov/ppweb/PDF/0010.pdf 
· REE Ethics Desk Reference, http://www.afm.ars.usda.gov/hrd/ETHICS/FILES/REEDESKREF.PDF 
7.  Forms

8. FAQs


5.2  ARS Information Systems Security Program                                                           

1. Introduction

The goal of the ARS Information Systems Security Program is to comply with laws, policies and procedures mandated for the secure operation of the USDA IT infrastructure.  P&P 253.3 entitled “ARS Information Systems Security Program” requires preparation and submission of annual security plans as well as the identification of a Security Point of Contact at all Locations.  While in the past, each Location was responsible for submitting security plans, based on factors established by the National Institute of Standards and Technology (NIST), the ARS Office of the Chief Information Officer (OCIO) determined there are 15 ARS systems requiring Information System Security Plans (ISSP).  The Area Information Technology Specialist (AITS)in conjunction with the OCIO is responsible for these reports.

The Federal Information Security Management Act (FISMA) of 2002 and the Office of Management and Budget (OMB) Circular A‑130, Appendix III, require Federal agencies to provide annual computer security awareness training to all employees involved with the management, use, or operation of Federal computer systems. As a result, another major function of ARS Information Security performed at the Location level, is to ensure that annual computer security awareness training is taken by all employees.  Notification of the training requirement comes from the OCIO with specified due dates for training completion.
2. AO/IT responsibilities:

· Assure a Security Point of Contact has been assigned at the Location.  P&P 253.3, “ARS Information Systems Security Program, “ states that a Security Point of Contact must be assigned at each ARS Location by the Deputy Area Directors, with the assistance from Location Coordinators.” 
· Assure annual Security Awareness Training is completed by all Location employees who use ARS IT resources.
· Assure terminated/transferred employees no longer have access to Agency IT resources such as the network, NFC, or remote access accounts.

· Assure steps are followed and actions taken by systems administrators when a security incident occurs.  Reports are to be filed within 30 days from the official notification of each major incident; these should go through the Area IT Specialist (AITS).
· Assure PatchLink Client is installed on all desktops, laptops, and servers.

· Assure all desktops, laptops, and severs have authorized anti-virus software installed with current signature files.

· Assure vulnerability scans of all networking equipment (desktops, laptops, servers, printers, routers/switches) are performed on a monthly basis and that all “High” and “Medium” vulnerabilities be remediated within 30 days. 

· Assure all desktops, laptops, servers and external media (floppies, CDs, external hard drives, tape cartridges, etc.) are properly sanitized prior to disposal.  Contact the Area IT Specialists about access to OCIO Cybersecurity Staff disk wipe software to assist with this process. 

3. Flowchart - N /A

4. Process/Procedures -    N/A

5. Due Dates/Deadlines -    N/A
6. Contact List/Helpful Links/P&Ps

· Area IT Specialist (AITS)
· OCIO Cybersecurity Branch,  http://ars.usda.gov/pandp/locations/locations.htm?modecode=04-06-15-00 
· P&P 253.3, “ARS Information Systems Security Program, http://www.afm.ars.usda.gov/ppweb/253-03.htm 
· P&P 254-4 Use of Information Technology Resources, http://www.afm.ars.usda.gov/ppweb/PDF/253-4rev.pdf 

· Recommended Best Practices for Information Technology (IT) Security (for ARS computer users), http://www.arsnet.usda.gov/OCIO_intra/cybersecurity/policy.html 
· ARS Systems Administration Guide, http://www.arsnet.usda.gov/OCIO_intra/cybersecurity/policy.html 
· Developing and Evaluating Security Plans for Unclassified Federal Automated Information Systems,’ (the guideline) Draft Version 6.03, dated July 18, 1997, http://www.arsnet.usda.gov/ocio_intra/cybersecurity/secplanGT.html
· DR3440-002 Control and Protection of Sensitive Security Information, http://www.ocio.usda.gov/directives/doc/DR3440-002.pdf 
· NIST Special Publication 800-18 entitled, “Guide for Developing Security Plans for Federal Information Systems”, http://csrc.nist.gov/publications/nistpubs/800-18-Rev1/sp800-18-Rev1-final.pdf 
7.  Forms

8.  FAQs


5.3 Certification and Accreditation Plans   

1. Introduction

As part of the overall ARS Information Security Systems Plan, described above, Locations must also formally certify and accredit all federal information systems in accordance with the USDA Certification and Accreditation Guide every three years. This guide is compliant with OMB Circular A-130, Appendix III and the Federal Information Security Management Act (FISMA).  This guide applies to all information and information systems owned, leased, operated or connected to the Department of Agriculture.  Agency/system owners are responsible for ensuring that all contractors comply with the certification and accreditation (C&A) requirements defined by this policy for systems they operate in support of USDA’s mission.

Responsibility for completing the annual plans and certifications lies with the Area IT Specialist and HQ OCIO with support from the Location.    

2. AO/IT Specialist Responsibility:
· Complete annual risk assessments of all Agency IT systems.
· Participate in testing security controls and assisting in the preparation of the final C&A package, as required.
· Prepare and complete assigned Plans of Action and Milestones (POAM) when a reportable condition or a material weakness to the system has been identified.

· Report the progress on IT systems to the Agency CIO including all systems under Interim Authority to Operate (IATO) to ensure deficiencies are corrected in a timely manner. 

· In conjunction with the Agency Configuration Control Board (CCB), identify system changes that require re-accreditation. 

· Participate in the preparation of all required IT security documentation to complete the C&A package.

3. Flowchart - N /A

4. Process/Procedures -    N/A

5. Due Dates/Deadlines -    N/A
6. Contact List/Helpful Links/P&Ps

· Area IT Specialist (AITS)

· OCIO Cybersecurity Branch, http://ars.usda.gov/pandp/locations/locations.htm?modecode=04-06-15-00 
· Certification and Accreditation Methodology, http://www.ocio.usda.gov/directives/files/dm/DM3555-001.htm 

· Certification and Accreditation Condensed Guide, http://www.ocionet.usda.gov/ocio/security/cert_acc.html 

· Developing and Evaluating Security Plans for Unclassified Federal Automated Information System, (the guideline) Draft Version 6.03, dated July 18, 1997, http://www.arsnet.usda.gov/ocio_intra/cybersecurity/secplanGT.html 

· For more information including forms please go to:  
http://www.ocio.usda.gov/directives/files/dm/DM3555-001.htm#_Toc55289506
· OMB Circular 130 Management of Federal Information Resources, http://www.whitehouse.gov/omb/circulars/index.html 
7.  Forms

8.  FAQs


5.4  ARS IT Systems – Access and Password Management
1. Introduction

One would think that logging onto an information system in order to do your day-to-day work would be a quick and easy process.  As AOs who have been in ARS for any length of time will tell you, information system access and managing your passwords can be one of the most frustrating parts of the job.  This is mainly due to the fact that there are over 20 distinct applications and systems, each requiring different usernames and passwords, and each having different timeout requirements.  For example, some systems require 8-digit alpha numeric with capital letters that require changing every 60 days.  Others require 6 characters, no caps, and timeout in 30 days.  To compound the confusion, systems have different HQ and Dept ‘ownership’ so when you inevitably get locked-out of a system because you entered the wrong password, or you forgot to change your password within the required timeframe, there are different procedures for getting your username/password reset and unfortunately, sometimes this can take days if not weeks.  
Additionally, the OCIO advises that password/username should be a series of characters that are hard to remember - shouldn’t be a birthday or a child’s name, etc – and they are not supposed to be written down unless secured.  So how do you manage 20 usernames and passwords, and how do you advise your Locations?  
In accordance with OCIO-ITS800-003 passwords are not to be written down by end users unless stored in a personally protected location, such as a wallet or locked desk drawer.  Passwords should never be written in conjunction with the system name or user login.  The fact is you have to write them down but until all our systems are accessible through one or two sign-on portals, we have to devise creative and secure ways to write them down and keep track of them.  Here are three suggestions:

· Purchase and use password management software.  This does need to be coordinated through your Area IT Specialist, but there are several Locations that employ software of this type.  This software stores and synchronizes all your passwords.  Contact your AITS for more information.
· Create a password protected excel spreadsheet to store all your passwords; there are ways to set it up to remind you of timeout cycles.
· Write down your passwords on a password log and make sure the log is stored in a locked drawer or cabinet when you are away from the office.      

All of us have to access sensitive information that requires we pay attention to information security.  Unauthorized access to sensitive information is illegal and we all have a role to play to insure that our own log-on information is protected and not used in an illegal way.  
2. AO Responsibilities

· Assure each employee is correctly provided access and training on IT systems required to do their jobs within 30 days of EOD.  It is advisable that AOs maintain a database identifying IT application access requirements for each employee at the Location. 
· Assure the Supervisors are aware of their responsibility to notify AITS when an employee leaves ARS.
· Assist employees with managing system access in a secure way.  

· Assure employees are aware of their responsibilities to protect sensitive information and protect against unauthorized access to Government IT systems.  
3. Flow chart:  N/A

4. Process/Procedures:   
· See Area System Access Guide, Figure 5.4.4

5. Due Dates/Deadlines:   N/A
6. Contact List/Helpful Links/P&Ps:
· Area IT Specialist (AITS)

7. Forms

8. FAQs


5.5 Email 

1. Introduction

Electronic mail (e-mail) is probably the most important IT tool an AO uses every day.  It is critically important from a customer service perspective as a means to communicate with research and scientific staff, and in most cases it’s the most efficient way to address important issues with Location, Area and HQ personnel.  ARS uses Microsoft Outlook as mandated by the Department for all of USDA.  In addition to normal business functions, ARS personnel are allowed to make incidental personal use of their computers.  However, all information on a work computer and communicated via email is subject to access by authorized personnel at any time. Individual users have no privacy rights to such information.  

The same professional standards apply to email as apply to any written business correspondence.  All communications are to be respectful and professional.  

ARS email has limitations on the size of email files that can be transmitted and stored.  AOs should work with Area and Location IT specialists to communicate email size limitations and allowances.  The ARS email system maintains a 100MB storage limit on each mailbox.  Attachment files are limited to 10MB when sending email outside of ARS and 50MB when sending email within ARS. 
2. AO Responsibilities/Location IT Specialist:
· Advise Location personnel to always assume the Internet is not secure.  When setting up vacation rules make sure they are set up to only reply to the sender.
· Advise personnel to be careful when selecting the reply button.  Always look to make sure the reply is being sent to the correct parties.   
· Advise personnel that content of e-mails is governed by the same rules of professionalism that apply to written correspondences.  Don’t presume that an email to a friend, for example, relieves this rule.  E-mails that use inappropriate language or graphic images are prohibited.
· Assure new staff is set up with email access upon entrance on duty and they are provided Department, Agency, Area and Location policies.

3. Flow chart:         N/A

4. Process/Procedures:   - N/A

5. Due Dates/Deadlines:   N/A
6. Contact List/Helpful Links/P&Ps:
7. Forms

8. FAQs


5.6 IT Resource & Lifecycle Planning (ARMPS)    

1. Introduction

The Location is required to forecast planned acquisitions of IT services and equipment in its annual ARMP package.  Due to special Departmental mandates for IT requirements, all such equipment over $25,000 must be include in the forecast and must be supported by an IT acquisition waiver.  This also applies to any system for which the total cost will exceed $100,000 over the entire life of the system.  Waivers generally take several months so plan accordingly and work with the Area IT Specialist to make sure the waiver is prepared correctly.  Don’t wait until the end of the third quarter (end of June) to think about your current year acquisitions – start early.  
Use the following guidelines for planning your annual IT equipment purchases:  
Desktop and Laptop Computers 
A three year lifecycle for desktop and laptop computers is recommended.  Experience shows that a three year refresh cycle provides the best balance between operating costs and user productivity.  Extending the computer lifecycle from three to four years may increase operating costs over the long term. 

Network Printers, Shared Network Devices, and Peripherals 
Printers and peripherals should be replaced approximately every five years. The primary factor to consider when determining replacement of printers and peripherals is volume. Volume affects the amount of wear on equipment that can lead to hardware failure. Higher volume and use will shorten the hardware system life. 

Network Servers (file and print sharing) 
A three year production lifecycle is recommended for network servers used to provide file and print services. Typically network servers should be used in full production for three years.
Web Servers (content, application, and database) 
A three to four year lifecycle is recommended for servers used to provide web services, content management, application support, and database management. 

Network Infrastructure (routers, firewalls, switches) 
A five year lifecycle is recommended for network infrastructure including routers, firewalls, switches, and similar technologies.
2. AO Responsibilities:

· Assure that Management Units’ ARMPS packages includes IT purchases planned and required for the fiscal year, including hardware/software replacements and purchases, dedicated telecommunications acquisitions (circuits, routers, telephone systems), maintenance and support contracts, Web-page development, support, etc.

· Assure that employees are aware of the Life Cycle Management policies for IT equipment.

· Assure that all planned acquisitions $25,000 or greater are supported by an IT acquisition waiver request.

3. Flow Chart - N/A

4. Process/Procedures - N/A

5. Due Dates/Deadlines - N/A

6. Contact Information:

· Area IT Specialist (AITS)

· OCIO Customer and Technical Services Branch, http://ars.usda.gov/pandp/people/people.htm?personid=38692 
7. Forms

8. FAQs


5.7 Procurement of Voice/Data/Video Telecommunications 

1. Introduction

Per Departmental policy, dedicated telecommunications purchases, regardless of dollar value or source, are subject to strict planning and procurement processes.  Dedicated telecommunications includes routers, servers, switches, hubs, multiplexers, PBXs, KSUs, video equipments, certain kinds of wireless equipment (not cell phones or pagers), circuits, network management contracts, software management programs, etc. used for long distance data, voice and/or video.
2. AO/IT responsibilities

· Assure that documentation and waivers for dedicated telecommunication purchases are approved by Area IT Specialist (AITS) and ARS Telecommunications Mission Area Control Officer (TMACO) prior to making any purchases.

· Assure that a waiver will be obtained for any IT acquisitions (including dedicated telecommunications) over $25,000.   Draft waivers should be submitted to ARS/OCIO.
· Assure that the Location is using authorized Government frequencies issued by the National Telecommunications Information Administration (NTIA).

· Assure that FTS2001 contact be used where ever possible at the Locations.

· Assure that GSA Federal Wireless Contact is consulted prior to acquiring cellular or pager services or the FTS2001 contact to acquire pager service.
· When considering replacement of telecommunications systems, work with OCIO in order to assist with a cost/benefit analysis of current telecommunication operations, compared with the proposed replacement system. The analysis will be attached to the waiver request once received by OCIO. 

· If requirements cannot be met, contact the ARS telecommunications Specialist for assistance in finding other mandatory-for-use service programs or any new updates that have been added to the programs prior to requesting a waiver.

· Assure if Location uses radios, telemetry or GPS equipment to transmit data, that is has authorization for a Government radio frequency on file (per USDA DR 3300-1 and ARS P&P 260.1)
3. Flow chart:         N/A

4. Process/Procedures:   N/A

5. Due Dates/Deadlines:   N/A
6. Contact List/Helpful Links/P&Ps:
· Area IT Specialist (AITS)

· ARS OCIO Communications Services Branch, http://ars.usda.gov/pandp/locations/locations.htm?modecode=04-06-30-00
· P&P 260.1 (Currently being revised.  Contact Maureen Harris with questions in the interim)
7. Forms:  N/A

8. FAQs


5.8 Information Collection from the Public
1. Introduction

The IT Chapter seems like an odd place to address guidance for collecting information from the public, but because this program is administered by the Dept OCIO, we thought is was a good place to capture this information.   The Paperwork Reduction Act and OMB regulations require advance OMB approval before collecting information from 10 or more persons outside the Federal Government.  This includes questionnaires, surveys, and applications for services, regardless of the media. Oftentimes, Web sites are used to gather information. 

For further information and assistance, first contact the Area Office, then the Information Collection Officer in OCIO.
2. AO responsibilities

· Assure the Location works through the Area and OCIO to obtain OMB approval before conducting public surveys.
3. Flow chart - N/A

4. Process/Procedures - N/A

5. Due Dates/Deadlines - N/A
6. Contact List/Helpful Links/P&Ps 
· Information Collection from the Public, ARS-OCIO, http://ars.usda.gov/pandp/locations/locations.htm?modecode=04-06-01-00 

· The Paperwork Reduction Act, United States Code, Title 44 – Public Printing and Documents, Chapter 35 – Coordination of Federal Information Policy, Section 3507.  Public information collection activities – submission to Director; approval and delegation, http://www.archives.gov/federal-register/laws/paperwork-reduction/3507.html
· Departmental Regulation 3410-1, Information Collection Activities, http://www.ocio.usda.gov/directives/doc/DR3410-001.htm
7. Forms 
8. FAQs


5.9  Mail and Messenger Services – Management                                                                  

1. Introduction
It may seem a bit unusual that traditional mail delivered by the U.S. Postal Service and over night mail and messenger services fall under the administrative domain of the OCIO, but it all falls under the definition of information management.  As a result, we’ve included this section in the IT Chapter. 
It is ARS policy to procure and use metered mail, postage stamps and small package courier service for official Government business instead of postage-and-fees-paid mail.  The postage custodians are responsible for the accountability and security of the postage set on the meters, postage stamps and equipment.  Depending on the size and complexity of the Location, this usually is the AO.  In some of the largest Locations, a warehousing staff may have this responsibility.  The size of the Location and volume of mail will also determine whether postage stamps are used or metering equipment is procured.  P&P 263.3 Metered Mail, Postage Stamps, and Small package Courier Service provides detailed guidance.  
Currently, in accordance with GSA Contract No. GS-00F-13300 Federal Express is the mandatory source for overnight delivery of express small packages.  P&P 263.3 Metered Mail, Postage Stamps, and Small package Courier Service provides detailed guidance on express mail service.  

2. AO Responsibilities

· Assure that the Location is metering its own mail according to ARS P&P 263.3
· Assure that the U.S. Postal Service (USPS) required manual or automated accountability records of postage meter usage activity is being maintained for 6 years before disposition in accordance with the General Records Schedule.

· Assure that the postage meter is inspected according to postal regulations (see Section 6 below for websites for further information).
· Assure the postage meter is properly used and kept in a secure location.

3. Flow Chart - N/A

4. Process/Procedures - N/A

5. Due Dates/Deadlines - N/A

6. Contact List/Helpful Links/P&Ps
· ARS-OCIO, http://ars.usda.gov/pandp/locations/locations.htm?modecode=04-06-01-00 

· U.S. Postal Service, http://pe.usps.gov/text/DMM/P030.htm  and http://pe.usps.gov/text/qsg/q024.htm  for further information
· P&P 263.3 Metered Mail, Postage Stamps, and Small Package Courier Service Payment Procedures, http://www.afm.ars.usda.gov/ppweb/263-03.HTM 
7. Forms - N/A

8. FAQs


5.10 Web Sites
1. Introduction
All ARS websites must comply with the ARS Website Style Guide.  This guide can be linked by going to the following website:  http://www.afm.ars.usda.gov/ppweb/pdf/USDA_Web_StyleGuide_v2.pdf
Locallly hosted Websites are no longer permitted.  Locations are to use the ARS Web pages and/or SharePoint.  A few exceptions are permitted but a waiver is required.  Additionally, there are policies and guidelines for Federal Websites.  Most of this information can be found at:  

http://www.whitehouse.gov/omb/memoranda/fy2005/m05-04.pdf,
http://www.firstgov.gov/webcontent/shouldmenu.shtml
Other websites that may be of use include:
http://www.ocio.usda.gov/records/index.html  (records management)

http://www.ocio.usda.gov/directives/index.html#3500link (information Systems Security)

http://www.ocio.usda.gov/directives/files/dm/DM3555-001.htm (Certification & Accreditation Plan) 

http://www.ocio.usda.gov/directives/files/dm/dm3575-001.htm (IT Resource Planning (ARMPS) – Lifecycle

http://www.afm.ars.usda.gov/programs/CARE/2006-Care-Manual.pdf (Care Program Guide)
http://www.arsnet.usda.gov/ocio_intra/cybersecurity/secplanGT.html  OCIO Cyber Security Home Page

2. AO Responsibilities

· Work with Location IT Specialist to support Location website compliance with guidelines. 
3. Flow Chart - N/A

4. Process/Procedures - N/A

5. Due Dates/Deadlines - N/A

6. Contact List/Helpful Links/P&Ps  (See Above)
7. Forms:  N/A

8. FAQs


5.11 RECORDS MANAGEMENT                                                                                                                                                 
1. Introduction
Every REE Agency employee creates records and is therefore responsible for managing them.  Anyone who creates a document using a word processing application, enters information into a database, files a document in a folder, records observations in a lab notebook, or does anything else that fulfills an agency function is a records custodian and is responsible for ensuring the safety, timely availability, and proper disposition of the records in their custody.  Records are managed through a records management program, which controls the creation, use, and disposition of all records, regardless of format, and ensures that agency activities are properly and adequately documented.  
2. AO Responsibilities

· Assure the Location disposes of records according to NARA (National Archives and Records Administration policy.
 3. Flow Chart - N/A

4. Process/Procedures - N/A

5. Due Dates/Deadlines - N/A

6. Contact List/Helpful Links/P&Ps
· P&P 251.8 Records Management,    http://www.afm.ars.usda.gov/ppweb/PDF/251-08.pdf  
· P&P 251.8M Records Management Manual, http://www.afm.ars.usda.gov/ppweb/PDF/251-08M.pdf 

· USDA DR3080-1 Records Disposition, http://www.ocio.usda.gov/directives/doc/DR3080-001.htm 

7. Forms:  N/A

8. FAQs


5.12   Printed Forms

1. Introduction

It is REE policy that REE agencies will create and use forms in a cost effective manner.  Therefore, all REE forms for internal use are maintained at the official REE Forms site.  There are additional printed forms not internal to REE that do  not lend themselves to being stored electronically such as vehicle log books, folders, envelopes, certificates, etc.  Within the OCIO, the OCIO Mission Area REE Staff arranges for the printing, storing and stocking of any forms that must still be printed.  These printed forms are stocked at the Beltsville Service Center (BSC) located in Maryland.  You can order these forms electronically from the BSC at the website listed in Section 6 below.  You can also order them through the mail.  Reference P&P 256.1 below or Bulletin 01-202 for specific instructions on the ordering process. 
2. AO Responsibilities

· Assure that printed forms are being ordered from Beltsville Service Center.
· Avoid the unnecessary stock piling of printed forms.

· Assure personnel utilize the REE Electronic Forms for official electronic forms.

3. Flow Chart - N/A

4. Process/Procedures - N/A

5. Due Dates/Deadlines - N/A

6. Contact List/Helpful Links/P&Ps
· REE Forms Website, https://reeforms.ars.usda.gov/REEFORMS/ 

· Bulletin 01-202 Ordering Supplies from USDA’s Central Supply Stores, http://www.afm.ars.usda.gov/ppweb/01-202.htm
· Beltsville Service Center  http://www.bsc.usda.gov 

· P&P 256.1 Forms Management,   

http://www.afm.ars.usda.gov/ppweb/PDF/256-01.pdf 

7.  Forms

8.   FAQs



Chapter 6 – Budget & Fiscal
6.1 BUDGET & FISCAL - General
1. Introduction

Budget and Fiscal (B&F) Management is one of the most important responsibilities of the AO and the Location Support Staff.  Planning and efficient management of funds is essential to all day to day operations at the Location including hiring of employees, paying of salaries, purchasing of supplies, and paying utility bills, to name a few.  Success in this area of responsibility is essential and involves interaction at all levels of ARS - HQ Program Management and Administrative and Financial Management, as well as Area and Location management and unit support personnel.  Resource management is the responsibility of all managers (especially those designated as fund holders) but it is the responsibility of the AO to manage this process for the Location and ensure compliance with Agency B&F policies.  Explanation of ARS programs, systems and important USDA support agencies are outlined in this Chapter and subsequent sections 2 through 13.

2. AO Responsibilities

· Provide leadership, management, and technical expertise over the budget and financial management activities of the Location which includes the management of USDA and Agency financial management systems (FFIS, CATS, SAMS, CAM, ARMPS).
· Serve as primary advisor and technical resource to management officials on accounting and financial management matters.

· Management of all phases of Location budget formulation, execution, and administration.
· Management and leadership in the planning and execution of the ARMPS process for the Location.
· Management and disposal of budget & fiscal records according to current Agency and/or Area policy.
3. Flowchart – N/A

4. Process/Procedures

There are many budget and fiscal activities required at each Location.  However, the most essential B&F activities and processes are identified below:  

· Month-end reconciliation of BRIO, CATS, and SAMS data, and preparation of month-end status of funds reports for Location fund holders.  

· Managing the Annual Resource Management Planning (ARMP) process to assure all management units have adequately planned for future needs and financial solvency.  

· Managing the year-end close process in order to ensure the official accounting system reflects an accurate obligation/expense and balance available for every account.  

· Computing CRIS Accounting Module (CAM) reports every October.  

These processes are discussed in more detail in subsequent sections of this desk reference guide.  

●Fiscal year (October 1 – September 30) appropriations are issued by Congress to ARS.  ARS Budget Planning and Management Staff (BPMS) allocates the funds to the Current Research Information System projects (CRIS) and the dollars are then rolled up by management unit mode code at the Location level.  Tentative allocations are issued and posted in ARIS by the end of August and will include known temporary adjustments prior to Congress approving the new fiscal year budget.  If the USDA budget is not approved by October 1, then the Agency will function under a continuing resolution until the budget is approved and allocations can be issued by the HQ Budget and Program Management Staff (BPMS) which are converted into FFIS records by the Area Budget and Fiscal Officer (ABFO).  These fully approved (Financial Plan 1) allocations will include new presidential research initiatives as well as Congressionally mandated program increases and will be documented by the Program Direction Resource Allocation Memo (PDRAM) that includes specific instructions on the research direction for the new funds.  The AO is normally copied on this program communication from the National Program Staff (NPS) to the Area Director and the unit Research Leader.

●The Agency guidance regarding resource management (P&P 320.1) and funds control at the operating level (P&P 325.1) discuss AO responsibilities, procedures, CATS reporting requirements and the integration of other Agency systems (SAMS/ARMPS) and USDA systems (FFIS) and support agencies (NFC). You can find budget and fiscal financial management information, system resources and helpful links at the ARS Administrative and Financial Management website.  Salary Lapse policy interpretation and application is also critical for successful management of unit funds and needs, and an overview of how and why this can benefit your Location’s bottom line is explained in Appendix 2 of the SAMS user guide. 

The ABFO and staff are the first point of contact on Area B&F policy, report guidelines, status of account setup, trouble shooting of system problems, etc.  The Headquarters Chief of Financial Operations Branch and Staff provide assistance for problems with online programs such as ARMPS, SAMS, CATS and other systems when the Area Office refers the AO or if they are the designated first point of contact. 
5. Due Dates/Deadlines
· See each Chapter Section for specific due dates.
6. Contact List/Helpful Links/P&Ps
· All Financial Policy & Procedures Quick Reference Guide


http://www.afm.ars.usda.gov/finance/policy.htm 
· Financial Management System Resources


www.afm.ars.usda.gov/finance/resources.htm
· P&P 320.1  Resource Management


http://www.afm.ars.usda.gov/ppweb/320-01.HTM 
· P&P 325.1 Funds Control, http://www.afm.ars.usda.gov/ppweb/PDF/325-01.pdf 

7. Forms - N/A
8. FAQs


6.2 NATIONAL FINANCE CENTER - NFC
1. Introduction

The National Finance Center (NFC) is the data repository and processing center for USDA and its customer agencies, such as ARS, and provides support services for payroll, personnel, travel reimbursements, other administrative payments, accounts receivable, property management, and budget and accounting management.  Access to the NFC database systems is granted for the appropriate management level and responsibility of positions at the Location, and requires an ID and password along with the corresponding computer program connectivity.  Employees may access their payroll and personnel data records directly once a USDA Employee Account is established.  See Contact List/Helpful Links/P&Ps below for useful links to NFC related information.
2. AO Responsibilities

· Maintain access to NFC database information by keeping user ID and password current. 
· Ensure appropriate Location staff has access to and are trained in the use of the NFC database in order to perform the duties of their position.

· Input and review information in various database systems and contact appropriate personnel to correct errors when found.
· Maintain a working knowledge of the NFC systems in order to fully utilize available data in the management of the administrative functions.

3. Flowchart – N/A

4. Process/Procedures

· Submit NFC access approval request forms for appropriate staff.
5. Due Dates/Deadlines

· Obtaining NFC access can take several weeks.  Therefore, this must be initiated immediately upon Entry on Duty (EOD) of the AO and LSS.  Contact Area IT Specialist for detailed access information.
6. Contact List/Helpful Links/P&Ps
· REE Forms:  https://reeforms.ars.usda.gov/REEForms/ 
· NFC:  http://www.nfc.usda.gov/ 

· http://dab.nfc.usda.gov/about/brochure.pdf 

7. Forms

· AD-1143 NFC User Request Form, Corporate Systems Access Request 

8. FAQs


6.3 FOUNDATION FINANCIAL INFORMATION SYSTEM - FFIS
1. Introduction

The Foundation Financial Information System (FFIS) maintained at NFC is the Agency’s “general ledger” and contains four major components:  documents, tables, journals and reports.  Once allocations are released by BPMS, the ABFO sets up the accounting codes and dollars in FFIS and which becomes the basis for spending and management of Location funds.  The AO and/or Location Financial Technician resolve inaccuracies, run reports, reconcile to CATS, and provide SOF reports to the fund holders.  Access to FFIS is granted based on user responsibility and will require an ID and password as well as the corresponding computer program connectivity.  More information on FFIS can be found at the AFM website (see link below). 

2. AO Responsibilities

· Funds Control

· Responsible for overall funds control management. 

· Assists the RLs in the management of Unit .
· Manages Weekly Allocation Changes generated by HQ BPMS throughout the year through generation of a Financial Plan Worksheet submitted to the ABFO

· Monthly review of updated allocation.
· Monitor Spending and Correct Errors

· Monitor all Location spending to ensure compliance with Agency and Area policies.

· Create B2 documents in FFIS to make expenditure adjustments on information generated through the feeder documents (IAS, PCMS, Travel, STAR, etc.)  

· Resolve discrepancies, errors, etc. between FFIS reports and the Location CATS in a timely manner to ensure accurate, timely SOF reports to the fund holders.

· Review Inquiry Tables 

· Utilize Inquiry Tables in FFIS to obtain status of purchase orders and miscellaneous payments, such as utilities, contracts and other feeder documents. 

· Utilize MISC Tables to research RSA task order payments.  

· Search for current vendor code information before processing a document requiring this information.

· Monitor Document Suspense File (SUSF Table)

· Assist the Area Office in resolving any Location documents in Suspense in a timely manner to ensure accurate, timely SOF reports to the fund holders.  (The Document Suspense File stores and maintains all documents entered into FFIS at all stages of their life cycle, inclusive of held and pending documents for further data entry, processing or approval, rejected documents maintained for correction or approval, deleted documents which remain in the Suspense File for a pre-determined amount of time, and accepted documents not yet archived.)

3. Flowchart – N/A

4. Process/Procedures
· Users of the FFIS Subsystems/NFC Feeder Systems enter information through feeder documents.
· The information is processed.
· Tables are updated with the data from the documents.
· Financial information is posted to the appropriate fiscal year journals. 
· Users generate the reports needed to perform corresponding budget and fiscal management functions.  
· LSS downloads BRIO software reports from the NFC Financial Data Warehouse (FDW) as part of the monthly process to check Payroll Detail Ledger (PDL) and Transaction Detail Ledger (TDL) information and reconcile obligations and enter missing information.  

· Final allocation to each CRIS is converted into program account information (dollars) in FFIS that each Location fund holder (normally the Research Leader) manages and cannot exceed.  

· The Indirect Research Costs are deducted and put into separate administrative FFIS accounts and tracked separately.  

· Individual program accounting code data financial plans must be entered into CATS, expenditures reconciled each month through the BRIO TDL and PDL reports, and status of funds reviewed at the unit level.  The critical inquiry table for use and review at the Location level would be the ALLT Table documents which show the current allocation for each MU and Administrative accounting code (including soft funds).  

5. Due Dates/Deadlines

· Review and management of FFIS records is ongoing throughout the fiscal year and more specific information is provided in upcoming sections concerning monthly and annual processes.

6. Contact List/Helpful Links/P&Ps
· Foundation Financial Information System (FFIS), Manuals & User Guides www.afm.ars.usda.gov/finance/ffis.htm.
· MWA Supplemental Resource Book – Resource Information Book, Bringing Together Ideas & Techniques (RIBBIT) ftp://ftp.mwa.ars.usda.gov/mwa/b&f/RIBBIT.PDF 
7. Forms - N/A
8. FAQs


6.4 AGRICULTURAL RESEARCH INFORMATION SYSTEM - ARIS
1. Introduction

The Agricultural Research Information System (ARIS) is the central repository that holds all Current Research Information System (CRIS) project research information.  Authorized ARS employees have the ability to add, query, and report various project research information through the online system.  ARIS is an ARS Agency system hosted on an Oracle platform and managed by National Program Staff at Headquarters.  At the Location level, the Management Unit Secretary/Program Assistant will be the primary user of ARIS and enters and manages all the CRIS data for the Research Unit.  The AO will utilize ARIS to mine the data, run reports related to allocations, budget transaction reports, transfer of funds approvals, foreign travel itineraries, passport accountability, etc., and assist the Secretary/Program Assistant if possible although their primary contact for the ARIS system is the Area Program Analyst.  Along with ARIS, the Agreements Information Management System (AIMS), ARMPS, SAMS and Human Resources Information System (HRIS) are also hosted on the Oracle platform and can be accessed using the same username and password.  The online ARIS Manual can be accessed at the link provided below for more information.   

2. AO Responsibilities
· Working knowledge of ARIS in order to support various administrative support functions.  
· Ensure ARIS is used for tracking of federal employee passports.
· Utilize ARIS for various reports. 
3. Flowchart – N/A   
4. Process/Procedures
· Contact your Area Program Analyst for assistance with ARIS access registration for ID and password information and for troubleshooting any problems.  
· The MU Secretary/Program Assistant can also assist with questions regarding using the system.  
· Issues with system software and hardware requirements and installation should be coordinated through the Location or Area IT Specialist.

· The same ID and password will get you into the platform screen for access to ARIS, ARMPS, SAMS, and HRIS.  

· To retrieve funding information once you are at the ARIS website, click on ARIS option, then click on the green box option labeled Research Doc and click “ok” to open your Location mode code and then click on Reports.  The Briefing Packet option allows you to search for various items related to Fiscal Year funding and Program information for CRIS.  The ARIS User Manual will explain in detail how to navigate and retrieve information.

5. Due Dates/Deadlines - N/A
6. Contact List/Helpful Links

· ARIS System, https://arisapp.ars.usda.gov/
· ARIS Manual, http://www.npstaff.ars.usda.gov/ARIS/Manual/ 


7. Forms - N/A
8. FAQs


6.5 ALLOCATIONS AND CRIS ACCOUNTABILITY – Location Level
1. Introduction

Prior to Congress approving the new fiscal year budget, tentative allocations are issued and posted in ARIS before the end of August and include known temporary adjustments.  If the USDA budget is not approved by October 1, then the Agency will function under a Continuing Resolution based on a percentage of previous year allocations until the budget is approved and the initial allocation of the FY can be issued by BPMS, usually not before January.  The final allocations will include program increases granted by Congress through the Agency. 
Base funding available to a CRIS (i.e. 5358-21000-034-00D) is the Agency allocation to the CRIS less temporary adjustments and indirect research costs, and will cover salary expenses (tracked in SAMS) and all other costs (tracked in CATS).  CRIS projects are organized by mode code (unique numerical designation, i.e. 5358-10) and grouped into accounting codes (i.e. X01-5358-100) at the research management unit level.  There can be several CRIS projects or only one in each accounting code.  
2. AO Responsibilities

· Manage B&F Activities at the Location
· Assist fund holders (usually the RLs) in management of MU funds, ensuring the RL stays within a +/- 5% variance in individual CRIS spending. 
· Ensure RL stays within the MU allocation as a whole.  
· Track Indirect Research Costs (IRC) in a separate administrative account, usually managed by the AO.
· Ensure program accounting code financial plans are entered into CATS, expenditures are reconciled each month through the BRIO TDL and PDL reports, and status of funds are provided monthly.
· Prepare CRIS Project Cost Reports

· Review Permanent and Temporary adjustments to CRIS allocations (without IRC deducted) in the ARIS system under the Briefing Package Reports.  The cumulative totals for the fiscal year are based on allocation adjustments and requests, such as funds for post-doc salary and other CRIS funding transfers, processed through ARIS for approval and implementation.
· Prepare and submit to Area CRIS expenditure report at year end utilizing the CRIS Accounting Module (CAM) within CATS.  This information is used for Agency reporting to Congress.
· Prepare Indirect Research Costs (IRC) Assessment Information

· Document IRC costs for the AO Administrative Account .
· Document Operations and Maintenance Costs (O&M) for maintenance of the Location facilities.
· Deduct all IRC from the CRIS allocations based on a formula developed by and agreed to by the RLs.  The basis for IRC assessments must be documented and maintained by the AO as part of the ARMPS process.  This is discussed in more detail in Chapter 6.6.
3. Flowchart
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4. Procedures - N/A

5. Due Dates/Deadlines - N/A

6. Contact List/Helpful Links/P&Ps
· MWA webpage on Budget & Fiscal Program Support, http://www.mwa.ars.usda.gov/mwa/b&f/program_support.shtml#CRIS 

7. Forms - N/A

8. FAQs


6.6 B&F – Annual Resource Management Plan - (ARMPS)
1. Introduction

The Annual Resource Management Plan process is a structured, disciplined approach to establish the framework for integrated resource planning and enhance program accountability through the management of such resource assets as salary, construction, repair and maintenance and energy retrofit funds, full-time equivalency, etc.  The AO manages the process for the Location and provides advice and assistance to the Research Leaders and unit program support staff for entering information into the integrated online system to generate the reports for review by managers at all levels of ARS.  Background information and policy statements, as well as detailed instructions for inputting the Location budget information can be found in the online Annual Resource Management Plan System User Manual through the AFM website link as well as the ARMS Procedures Manual, located on the MWA Budget & Fiscal webpage, which outlines the Agency policy on which the ARMPS was based.
2. AO Responsibilities

· Manages and leads the ARMPS process for the Location.

· Provide advice and assistance to the RLs and Secretary/Program Assistants on various aspects of the process and content of their packages.

· Review Agency and Area guidelines for current year content requirements and due dates, and develop Location timeline in order to manage the process and ensure the Location packages are complete, accurate, and submitted within Area deadlines.

· Gather salary information, calculate promotions, within grades, and cost of living raises, and utilize the SAMS program to download salary projections into ARMPS for each MU.  

· Develop and maintain IRC assessment calculations and provide this information to RLs so they can enter into ARMPS.

· Assist MU’s with development of their packages, as needed, review content, recommend changes, and finalize Location ARMPS for submission to Area. 

· Ensure Facilities Plans correlate to Agency and Area policy and are tied to the 5-year Capital Project & Repair Plan (CPRP).

· Provide advice and assistance to the RLs on resource capacity issues and how best to capture these in the ARMPS, i.e. funding shortfalls, facilities R&M needs, staffing issues, extramural activities, etc. 

· Assist the Location Coordinator with development of the State of the Location and ensure the narrative reflects Area and Agency guidance. 

· In discussions with the Location Leadership Team, facilitate the development of the Location HPRL and enter into ARMPS.

· Discuss MU ARMPS with each RL, preparing the RL for ARMPS reviews and identifying areas needing discussion with the Area Office.

· Facilitate the ARMPS review with the Area Office, working closely with the Deputy Area Director on the logistics and content of the review.

· After the ARMPS review with the Area, ensure packages are modified to reflect Area feedback and that a final review has been completed to ensure accuracy of the Location ARMPS submission.

· Submit the final Location package to Area by the required due date.

· After the notification of the final approved ARMPS from the Area, usually in January), access the online reports and print copies for distribution.

·  Maintain these approved budget plans and use them as the basis for requests, (such as the Position Staffing Plan for recruitment approvals) during the fiscal year.
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3. Flowchart 

4.  Process/Procedures

· Prior to the HQ and Area guidelines, AO starts Location ARMPS process by calculating IRC and OM costs, calculating salary projections, facilities construction and maintenance.  
· MU Secretary/Program Assistant assists RL with the formulation of MU budget and starts entering preliminary information into ARMPS program. 
· The Area issues Area-specific guidance for the ARMPS process.
· In the May to June timeframe, preliminary ARMPS guidance is issued by the ARS Administrator outlining basic Agency requirements.

· Early June, BPMS issues preliminary budget guidelines for use in the ARMPS process.
· Initial Location ARMPS packages are prepared and submitted to the Area in May to July time frame.
· Area management reviews are conducted with each Management Unit by early August.
· Location ARMPS packages finalized and resubmitted to the Area by mid-August
· Area ARMPS reviewed, consolidated and submitted to Headquarters by middle of September.
· Administrator Strategic Resource Management Planning (SRMP) reviews conducted with each area by end of November.
5. Due Dates/Deadlines

· Refer to Agency and specific Area guidance.

6. Contact List/Helpful Links/P&Ps
· Area Budget & Fiscal Officer and Area Budget Analyst
· ARMS Procedures Manual, http://www.mwa.ars.usda.gov/mwa/b&f/ARMSProceduresManual2-06.pdf 

· ARMPS User Manual, http://www.afm.ars.usda.gov/finance/files/ARMPS%20Manual.pdf 

· P&P320-1  Resource Management, http://www.afm.ars.usda.gov/ppweb/320-01.HTM 

· P&P 321-01  Acceptance of Non-Appropriated Funds (Soft Funds) http://www.afm.ars.usda.gov/ppweb/321-01.HTM 
7. Forms

· Reference ARMPS Manual for sample reports.

· Some Areas have Area-specific attachments so consult ABFO for Area specific attachments.
8. FAQs


6.7 BUDGET & FISCAL – SAMS and Salary Lapse
1. Introduction

The Salary Management System (SAMS) is a financial management application designed for users throughout the Agency at all ARS organizational levels (Headquarters, Areas, and Locations).  SAMS allows users to project salaries and enter and track salary and salary lapse information for each pay period.  SAMS will recalculate projected salaries and salary lapse based upon actual salary information entered each month.  ARS salary lapse policy is designed to redistribute salary funds not used for the salaries of vacant, permanent positions projected at the start of the fiscal year to other high priority research needs within the Agency.  The ARS salary lapse policy as it is implemented in SAMS is explained in Appendix 2 of the SAMS User Guide.  

2. AO Responsibilities

· Ensure that employee salaries are being charged to CRIS sub-accounts as planned on the approved ARMPS by comparing the CRIS Resource Allocation Schedules (CRAS) with the SAMS liability by CRIS report.

· Ensure SAMS is used to incorporate salary obligations and projections into CATS.  Provide copies of SAMS “Liability by MU” reports to fund holder as part of monthly Status of Funds.

· Review salary lapse reports to determine if they accurately reflect the amount of lapse to the CRIS level.

· Review offsets on specific positions to validate that the offsets were appropriate (Reference Appendix 2 of SAMS Users Guide).

· Ensure that the adjustment amounts are reflected on the CATS Financial Plan.

3. Flowchart – N/A
4. Process/Procedures

· Enter and maintain data at the SAMS system access found at https://arisapp.ars.usda.gov which is the ARIS platform that requires only one User ID and password.  SAMS is designed for easy modification of data once entered and is a Windows based environment with drop down menus used to display the system options available to the user.
· Complete instructions on procedures can be found in the SAMS User Guide.  The Guide is designed to help users learn to use SAMS as quickly as possible and provides other valuable information that explains Agency accounting terms and structure.

5. Due Dates/Deadlines

· Monthly update of employee salary data from PDL reports into SAMS system information. 
· Salary Lapse Reports are due at least three times annually (April/June/August) and due date notices will be issued by HQ with amended timelines provided by Area B&F Staff.

6. Contact List/Helpful Links/P&Ps
· Area Budget and Fiscal Officer and Area Budget Analyst 
· SAMS Systems Access, https://arisapp.ars.usda.gov 

· SAMS User Guide, http://www.afm.ars.usda.gov/finance/resources.htm
· SAMS Basics, http://www.afm.ars.usda.gov/finance/sams%20basics.pdf 
7. Forms - N/A
8. FAQs
Reference the SAMS User Guide for answer to these questions:
Q.  What offsets are allowable for salary lapse?

Q.  How much offset will be returned to the Location?


6.8 Accounting – CRIS Allocation Tracking System (CATS)/Status of Funds (SOF)
1. Introduction

The CRIS Allocation Tracking System (CATS) is the official Agency software program that tracks expenditures incurred at the Location 4-digit mode code level for all Location accounts established in FFIS (including outside “soft” funding sources from cooperators or other Federal Agencies).  To explain how CATS relates to FFIS, think of FFIS as the official “bank” records for your funds and CATS is your checkbook against which you reconcile the bank statement each month.  CATS can be used to project expenses and obligations not yet posted at the NFC in the Financial Document Warehouse (FDW).  Status of Funds reports generated by the LSS are reviewed monthly by the fund holders to ensure entries reflect approved expenditures and to provide balances of unobligated funds available to the fund holder throughout the fiscal year.  Full implementation of CATS allows flexibility at the Location level for RLs to access their accounts at will and see their status at any time.  It also allows for entry of data by Purchase Cardholders as they utilize their purchase card for procurement of supplies and materials.  CATS can also be limited to just LSS access.  This can be managed according to Area specific policy.
2. AO Responsibilities
· Manage CATS at the Location level and provide administrative management oversight for all Location funds. 
· Ensure utilization of CATS as the only Location funds control system at the CRIS sub-account level.  No other system (either manual or automated) will be supported by the Agency.  CATS should be operated as prescribed by P&P 325.1. 

· Maintain a direct and accurate linkage of the BRIO Report to CATS through the monthly reconciliation process. 
· Ensure discrepancies are researched and resolved in a timely manner.   
· Maintain current salary projections by CRIS and incorporate them into CATS through the use of SAMS.
· Adequately train personnel in accounts maintenance functions to fulfill the requirements of P&P 325.1.
· Provide budget analysis to the fund holders in the management of their MU funds to ensure CRIS accountability.  Provide training to RLs on how to utilize CATS as a resource management tool.
· Ensure monthly Status of Funds reports are provided to the fund holders.
· Provide training to all Location employees who will be utilizing CATS.

· Utilize CATS to compile accurate Year End Estimates for the Location.
3. Flowchart – N/A

4. Process/Procedures
· CATS entries are made by PCMS cardholders or by accounting personnel.  Unidentified expenditures reflected in monthly FDW BRIO reports will be researched by the accounting personnel.  Entries will be adjusted by the accounting personnel so reconciliation matches BRIO obligations.

· Work with the Area Budget and Fiscal Officer (ABFO) to ensure that the correct financial plan amount is reflected in both FFIS and CATS. Particularly important is the need to quickly and accurately reflect changes resulting from reported salary lapse and releases of funds through the High Priority Requirements List (HPRL), Emergency Needs Request processes, NPS releases, or from the Area Director's Reserve. 
· Promptly enter all transactions into CATS. If backlogs develop at critical times such as year end, immediate attention should be given to eliminate the backlog.
· Ensure that outstanding commitments are included in the CATS Status of Funds reports provided to the fund holder. Unless the fund holder requests otherwise, large projected expenditures (such as estimated utilities, large procurements, and extramural agreements) will be accounted for as commitments.
· Provide Status of Funds reports in one of the approved CATS formats to the fund holder in a timely manner and according to Agency policy.  The AO should work with the fund holders to determine their preference.  However, the Financial Tech should print a hard copy and keep with her records.  P&P 325.1, Exhibit 1 is the standard timetable for evaluating the timeliness and frequency of the reports.
· Update salary projections in CATS through use of SAMS at least monthly and more often as necessary, especially in the last quarter of the fiscal year. A SAMS Liability by Management Unit report should be attached to each Status of Funds report to provide details on salary projections to the fund holder. 
· Reconcile transactions in CATS to the official BRIO reports issued monthly by the FDW (i.e., Payroll Detail Listing, Transaction Detail Listing, and Object Class by Account). The purpose of this reconciliation is to detect errors which have been made in CATS or FFIS and to determine necessary adjustments to CATS or FFIS. This reconciliation will consist of “posting” CATS transactions as they have been reported by FFIS and will be performed promptly after receipt of the reports at the Location.
· Answer questions from the fund holders and resolve issues related to whether certain documents should or should not be included on the fund holders' accounts. (No AO or Financial Technician time should be spent “balancing” CATS records to any records the fund holder continues to maintain.)  

· Immediately correct the errors which are detected in CATS.  Errors which are detected in the BRIO reports should be investigated and remedial action initiated immediately. CATS should reflect what is known with reasonable certainty to be correct after proper research and corrections if needed.
· In June and August provide the fund holder with an account analysis report. This is an optional requirement.
· If required by your Area, provide copies of CATS Status of Funds reports to the ABFO as requested. 

· For the first 6 months of the first prior fiscal year, i.e., from October 1 to March 31, continue to post in CATS and reconcile CATS records to the FFIS accounting reports received for the prior year for all X01 and soft fund X08 reimbursable and X93 trust accounts.  Investigate the status of any valid, pending obligations at the end of this period and continue posting/reconciliation, as necessary.

5. Due Dates/Deadlines

· SOF provided to the fund holder by the 25th of the month.  This can be done by an email notification that accounts have been reconciled and are ready for review or by a hard copy printout sent to the fund holders.  The fund holder (and any other designated personnel) has the capability to pull these reports at any point in the month provided administrative rights have been assigned to the fund holder.  
     ●   Month(s) Date(s) Due 

· October - No report required 
· November - Report optional at request of fund holder 
· December thru August - 25th day of the subsequent month 

· August - An extra report should be provided immediately after receipt and reconciliation of the BRIO PDL and TDL reports for the end of July 

· September - At least weekly, and at the request of the fund holder
· September 30 - final report 
· All Fiscal Year appropriated funds must be obligated by September 30 or before that date as determined by Area year end guidance.

6. Contact List/Helpful Links/P&Ps
· CATS Manual, http://www.mwa.ars.usda.gov/adp/cats.shtml 

· Area Budget & Fiscal Officers 

· P&P 320.1 Resource Management

http://www.afm.ars.usda.gov/ppweb/320-01.HTM#H7 
· P&P 325.1 Funds Control at the Operating Level

http://www.afm.ars.usda.gov/ppweb/PDF/325-01.pdf 
7. Forms – N/A
8. FAQs
Q.  How can I get updates regarding CATS?  


A.  Go to the MWA CATS web page at: 
www.mwa.ars.usda.gov/adp/cats.shtml 
Q.  How do I add a new user in CATS?

A.  Reference CATS Administration section of the CATS Manual, page 106.   f you need assistance, contact the CATS Helpdesk at cats@ars.usda.gov .

Q.  What do I do if I get an error message?  


A.  If an error is encountered with CATS, please capture a print screen of the error by pressing ALT+Print Screen and pasting to a Word document.  Email the word document with a full description to your Area CATS contact for assistance.  If the Area can’t resolve the problem, they will forward it to the CATS Helpdesk.

Q.  What are the acronyms for this section?


A.  See Appendix B of this Reference Guide for Acronyms and definitions

Q.  How long must I retain accounting records?  


A.  Three years plus current.


6.9 CATS Yearend/CRIS Activities Module (CAM)/Prior Year Funds
1. Introduction

The CRIS Activities Module (CAM) enables the user to define CRIS work units, assign accounting code/sub account combinations to each CRIS work unit, and indicate additional IRC plans and obligations where applicable.  This module is a component within CATS and supports submission of CRIS fiscal year expense data (including IRC) to the Area Offices for Area and Headquarters aggregation into the Agency report to Congress.  The Period End Estimate Reports module is used to provide information on outstanding, unreconciled expenses that will not clear NFC by September 30, and amounts must be provided to capture an accurate estimate of what the Agency has spent in relation to the CRIS allocations provided by Congress.  Once NFC has posted September expenditures, the Yearend Estimates will be deleted from the records.  The Yearend Estimates will also be used as a basis for determining the need to file a Prior Year Funds Request for approval to pay legitimate expenditures that have created liability for government payment, but were not reflected as such in the CATS records.
2. AO Responsibilities

· The AO is responsible to ensure CATS information is as accurate and timely as possible and that the Location has reconciled year end estimate information and BRIO reports.  Review the records to ensure that the Location has:

· Tracked IRC increases and decreases to CRIS.
· Tracked fund increases properly to CRIS. 

· Determined the proper fund splits for terminated and replacement CRIS. 

· Established and maintained CATS records for direct funds, reimbursable agreements, and trust funds/grants having a plan amount greater than $25,000. 

· Broken out accurately the salaries and projected FTEs.
· Cited the correct CRIS and accession numbers.  
· Prior to the initiation of the FY CAM run, the AO must review:
· Salary Lapse, IRC, and Headquarters adjustments distributed to ALL (D)irect research CRIS, and ALL (T)rust and (R)eimbursable research CRIS projects over $25,000. 

· The CAM Location total must be equal to the final Location allocation information issued by BPMS. 

· The following appropriation codes are required for the CAM rollup exercise:  

· Direct Research Appropriation (X01); excludes HQ, AD/AAO, AFM, Special Projects, Special R&M (centrally managed by HQ), and National Agricultural Library 

· Reimbursable (X08) (Areas only); excludes Reimbursable research CRIS projects valued at $25,000 and below, or ‘services only’ reimbursable CRIS projects 

· Trust Fund (X93) (Areas only); excludes Trust research CRIS projects valued at $25,000 and below, or ‘services only’ Trust CRIS projects

· All other appropriation codes are not required:



Technology Transfer - Trust Fund (X91)



Technology Transfer - Licensing Receipts (X92)



Gifts and Bequests (X95)



Construction (X51) 



Buildings and Facilities (X53 and X57-APHIS)



Concession Fees & Volunteer Services (X87)



Patent Collections (X88)



Revocable Permits & Easements (X89)



U.S. AID Collaborative Research (X41)



U.S. AID Collaborative Research (233)



Facility Operation Security (X45)



Biosecurity Research (X46)

· The CAM instructions provide the option for the Locations to save data to a disk or export it to an Excel spreadsheet.  Some Areas have the AO choose option 2 to save as an Excel spreadsheet and submit electronically through e-mail to the Area Office by a set due date.  The Area should ensure that the Export and Excel Options are done exactly as shown in the instructions so all locations are the same for the Area rollup.

3. Flowchart – See next page
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4. Process/Procedures

· Follow all Year End Closing Instructions and Procedures sent by Headquarters and amended by Area to ensure accounting records will be accurate and complete, including using the most recent version of CATS released to the users.   The CAM module procedures can be obtained through the CATS User Manual at the MWA CATS Website:  http://www.mwa.ars.usda.gov/adp/cats  Work with the Location Coordinator and other Research Leaders to determine if special yearend funds control procedures would be helpful and if so, develop such procedures.
· Based on Year End Estimate (YE) documentation, use of Prior Year funds under $1,000 per item does not require approval of a formal request.  All Prior Year Funds requests exceeding $1,001 up to $10,000 must be submitted for approval to the Area Office following the instructions in P&P 323.8 as amended.  Additional information requirements and approval processes are listed for requests above $10,001 and above $25,001 and the guidance indicates which requests will require FMD involvement.  A format for the requests that are submitted by email is provided in the P&P exhibits.

5. Due Dates/Deadlines

· CAM is completed each October after the end of the fiscal year on September 30.

· The due date may vary by Area and/or FMD instructions.
6. Contact List/Helpful Links/P&Ps
· Area Budget & Fiscal Officer
· CATS Manual, http://www.mwa.ars.usda.gov/adp/cats 
· P&P 323.8 Use of Prior Fiscal Year Appropriations, http://www.afm.ars.usda.gov/ppweb/PDF/323-08.pdf 
7. Forms - N/A
8. FAQs


6.10 Billings - Telephone & Utilities Maintenance System (TUMS) and Collections 

1. Introduction

ARS utilizes a Telephone and Utility Management System (TUMS) to establish accounts which allows NFC to pay invoices submitted for these services. TUMS is a United States Department of Agriculture (USDA) Web application.  TUMS operates in a web environment requiring Internet and NFC security access and is accessed through a link on the NFC home page.

TUMS is used to:  Add, update, delete, view or view history of an account.

· Benefits:  timely, efficient, paperless, reduces processing time, reduces the number of entries required, reduces errors

All refunds for overpayments must be handled and processed by the Location Collections Officer in accordance with procedures in the Financial Management Manual (FMM), Chapter 2600.   Agency guidance is in P&P 326.0 and Bulletin 02-314.    

2. AO Responsibilities

· Establish who will add, update, delete and view utility and telephone accounts for the Location.

· Make sure a Collections Officer has been designated for the Location and a letter of delegation received from the Area and that all of the responsibilities are understood. 

· Ensure all refund checks received at the Location are properly secured and that action is promptly taken to receive credit for collections.
· Review Form ARS-326-1 “Record of Public Funds Received and Transmitted for Deposit” for accuracy before signing and submitting to NFC Administrative Collections for proper credit to account, and that documentation is maintained to support action.
3. Flowchart - N/A
4. Process/Procedures

· Request from the Unit to establish/change/delete a utility account is received by the LSS.
· Request access to TUMS via your Area IT Specialist.

· Log into TUMS website  www.nfc.usda.gov with AR# and assigned password.  Then select telephone or utility account

· Enter account number

· Agency Code:  03

· Vendor Name, account number and period of service needed

· All ARS 326-1 Forms should be submitted to:  USDA, National Finance Center, Administrative Collections, P.O. Box 790342, St. Louis, MO 63179-0342, and the refund check should be securely fastened to the form.

5. Due Dates/Deadlines

· Changes to telephone or utility account information should be made as soon as notification is received so the bill gets paid by the next billing cycle.  Failure to do so will result in interest penalties.
6. Contact List/Helpful Links/P&Ps
· Area Budget & Fiscal Officer 

· NFC Administrative Payments Branch (504-255-4647)

· Telephone and Utilities Maintenance System (TUMS), October 2003 http://www.nfc.usda.gov/ 

· NFC Procedures Manual Title II, Chapter 3, Section 4 Telephone and Utilities Maintenance System, 
http://dab.nfc.usda.gov/pubs/na-pubsmain.html 

· NFC Miscellaneous Payments Section (504-255-4647)

· FMD’s Financial Management Manual

· P&P 326.0 Collections, 
http://www.afm.ars.usda.gov/ppweb/326-0.HTM 

· Bulletin 02-314 Policy and Procedures for Processing Collections in the Foundation Financial Information System (FFIS) http://www.afm.ars.usda.gov/ppweb/02-314.htm 
7. Forms
· ARS-326-1 Record of Public Funds Received and Transmitted for Deposit
· TELE03 Report No. 8 can be obtained. 

8. FAQs
Q.  What happens if I get a past due or disconnect notice?  


A.  Call NFC Administrative Payments Branch at 504-255-4647


6.11 BUDGET & FISCAL – Claims Against the Government (TORT) and for the Government
1. Introduction

In 1946, the Federal Tort Claims Act (FTCA) established a system for filing claims against the United States. This means an individual may sue the United States for money damages, loss of property, personal injury, or death provided circumstances fit within the strict limits of the FTCA. The FTCA permits recovery of money damages because of a negligent or wrongful act or omission by the Federal Government or an employee of the Federal Government while the employee was acting within his/her scope of employment or office.  
Federal Employees Liability Reform and Tort Compensation Act of 1988 protects Federal employees from personal liability for common law torts if they were acting within the scope of official responsibilities.  The U.S. Attorney General will review the facts and certify as to the employee's capacity at the time of the incident.  If the Attorney General denies certification, the employee can petition the Federal Courts.  If the Courts deny the certification, they will remand the action to the State Court.  This Act does not provide immunity from personal liability as a result of civil action brought for violation of Constitution of the United States or which is otherwise authorized by any Federal statute that specifically provides for personal liability suits. 

It is also ARS policy to collect claims or debts for money or property due to the United States that arise from Agency activity, and cooperate and assist in collecting debts that arise from the activities of other Government agencies when appropriate notices are provided.

2. AO Responsibilities

· Advise claimants as to the proper procedures and requirements for filing a TORT claim and promptly forward all documentation and forms to the Area Office Tort Claims Representative for processing.
· Report immediately any incident that may cause monies or property to be owed to the United States by non-government persons, organizations, and provide background information to support the claim.

3. Flowchart – N/A
4. Processes/Procedures

· Claims against the Government must be in writing and must include a demand for money damages. The claim may be a letter, form SF-95, Claim for Damage or Injury, or other written communication which meets the requirements of an administrative claim. (See Exhibit 1 and Exhibit 2. of P&P 227.1)  Offices that receive and are involved with the claim must notify their appropriate Tort Claims Representative (TCR).
· Regarding claims for the Government, the AO (or other Location managers or employees) must immediately report incidents that may cause monies or property to be owed to the United States by non-Government persons, organizations, or entities to the Area DAD or to the Director, FMD, as appropriate, and provide background information to support the claim.
· At ARS Field Locations, the AO is the designated Location TCR and must   forward all information to the designated Area TCR for processing.  In most cases the designated Area TCR is the Area Property Management Officer or other designated personal property official. The Area TCR and Office of General Council (OGC) Regional Office will handle claims demanding money damages for $100,000 or less.
·  Complete information and policy and procedures for Claims Against the Government are outlined at this website: http://www.afm.ars.usda.gov/ppweb/227-01.htm 
· P&P 328.0 provides ARS policy, delegations, and responsibilities for collecting, compromising, suspending, or terminating collection of debts owed to ARS by non-Government persons, organizations, or entities.  Detailed procedures on issuing demand letters and collection bills to debtors are provided in the Financial Management Manual, Chapter 2800, Section 2820.

5. Due Dates/Deadlines - N/A
6. Contact List/Helpful Links

· Area Property Officer
· FMD Financial Management Manual, Chapter 2800, Section 2820

· P&P 227-01  Tort Claims Administration http://www.afm.ars.usda.gov/ppweb/227-01.htm
· P&P 328-0 ARS Claims Against Non-Government Persons, Organizations, or Entities, 
http://www.afm.ars.usda.gov/ppweb/328-0.HTM
7. Forms

· SF-95 Claim for Damage or Injury

8. FAQs


6.12 B&F ‑ Miscellaneous/Sales/Exchange 

6.12.1 Sales/Exchange Funds
1. Introduction

 These funds are generated when government owned property or products (vehicles, animals, crops or excess personal property) are sold.  The proceeds from these sales are deposited in a special account that should be used to purchase like items.  
2. AO Responsibilities
· Notify the Area Budget and Fiscal Staff that a fund needs to be established if you expect to sell products.

· Process documents that fully describe the projects being sold, who they are sold to and the funds derived from each item.
· Send the proceeds (checks) from the sale to:  USDA, Administrative Collections, P. O. Box 790342, St. Louis, MO 63179 using ARS‑326 form. 
· Assure the funds deposited are spent appropriately within the timeframe (sometimes more than one fiscal year) established for each account.
3. Flowchart – N/A 

4. Process/Procedures

· Assure accounting codes are established in FFIS by the Area Budget Staff, for the sale fund as well as the fund used for purchasing like items.

· Deposit proceeds using ARS‑326 Form. 

· When purchasing like items, use the established accounting code.

5. Due Dates/Deadlines - N/A

6. Contact List/Helpful hints/P&Ps
· Area Budget & Fiscal Office.

· FMM Chapter 2400 Section 2415.5 and 2470

7. Forms

· ARS‑326, Record of Public Funds Received and Transmitted for Deposit

8. FAQs

 
6.12.2  Revolving Funds
1. Introduction

The revolving fund is normally available to ARS through a Cooperator, usually a University, to be used to further cooperative research between the parties.  The fund is controlled and administered by the cooperating party with significant involvement by ARS and is composed of proceeds from the sale of Location animals, crops, or related by‑products.  ARS employees may be given the authority to allow expenditures to be made from these funds to support the ongoing research project according to the terms of the Master Memorandum of Understanding (MMOU) or other agreement.  An ARS official may not, under any circumstances approve by signatory authority any obligation documents covered under a revolving fund.

2. AO Responsibilities
· Provide advice to scientists regarding their involvement in the expending of the funds.  ARS employees cannot expend Cooperator funds, however, they can identify the need for expenditures. 

· Assure ARS employees do not sign Cooperator expenditure documents.

· Provide assistance to the Cooperator as needed.
3. Flowchart – N/A
4. Process/Procedures

· Funding is provided to the Cooperator through their normal funding procedures and is usually earmarked for the joint research.  Often the Cooperator will generate funding as a result of ARS research and the funding is then deposited into the revolving fund, i.e. Cooperator owns animals that ARS uses for its research and when the animals are no longer needed, the cooperator sells the animals and keeps the funding from the sale of the animals.
· The Cooperator’s representative and ARS representative meet to outline needs of the project and identify how the revolving fund will be used. 

· The Cooperator expends the funding under their regulations. 

· ARS does not control the funding but has significant input in how the funding is spent.

5. Due Dates/Deadlines

· Annual meeting are recommended and occur more often if needed.

6. Contact Lists/Helpful hints/P&Ps
· Area Agreements Specialist 
7. Forms – N/A
8. FAQs



Chapter 7 - CR/EEO
7.1 Civil Rights/Equal Employment Opportunities (CR/EEO – General 
1.  Introduction

The Agricultural Research Service (ARS) is committed to ensuring civil rights for all ARS customers and employees.  Civil rights appear in many forms, such as human relations, communication, respecting differences, and treating people fairly, equitably, and with dignity and respect, free from reprisal or discrimination.   In support of this commitment, ARS has a number of programs in place some of which include Special Emphasis Program, Outreach & Recruitment Efforts, Affirmative Employment Program, Persons w/Disabilities and Reasonable Accommodation, and Cooperative Resolution Program (CRP).  These will be discussed in sections which follow.

As well as the formal programs in place, we keep employees informed of various CR/EEO issues through the maintenance of official bulletin boards, employee training, and various quarterly reports.  Each individual has the important role to ensure that our programs are open and accessible to all ARS customers and employees, in accordance with the goals of the program, and for maintaining a positive and equitable environment.  To that end, ARS holds all employees accountable through inclusion of a mandatory CR/EEO element in their performance plan.  The Agency also has an EEO Complaint Process in place for employees who feel they have a viable CR/EEO complaint. 
ARS has formal award programs in place to recognize employees for exemplary achievements in promoting CR/EEO and for demonstrating commitment to workforce diversity through actions that clearly exceed responsibilities of the positions or assignments. 

2.  AO Responsibilities

· Promote a workplace that respects differences and supports the Agency’s CR/EEO policies.

· Provide CR/EEO information/web links to new employees during orientation.

· Distribute required policy statements and posters to the Location.  

· Communicate all ARS mandatory EEO/CR training as well as non-mandatory training available to employees. 
· Ensure all performance plans have a CR/EEO element. 

· Manage the quarterly reports, compiling information from the Location and forwarding to Area Civil Rights Manager.

· Provide assistance on Awards Programs to managers and employees.

· Assist managers and employees and provide current guidance on the Cooperative Resolution Program and EEO Complaint Process.  
· Maintain Official Bulletin Board.

3. Flowchart 

· Flowchart of the EEO Complaint Process http://www.ars.usda.gov/aboutus/docs.htm?docid=1518
4.  Process/Procedures

EEO/CR Training

· If an employee would like to take training on such topics as team building, communication skills, diversity, there is non-mandatory training available on-line; check the ARS EEO Video Catalog.  
· For mandatory training, contact Area Civil Rights Manager.  This training is available through AgLearn. 
EEO Complaint Process
· The EEO complaint process consists of the informal process and the formal process. If an employee feels he has been discriminated against and wishes to file an EEO complaint, he must begin with the informal process.  For more information, see: 
· Discrimination Complaint Filing http://www.ascr.usda.gov/complaint_filing_file.html 

·  EEO Complaint Process


http://www.ars.usda.gov/aboutus/docs.htm?docid=1318
5.  Due Dates/Deadlines

· Official Bulletins Boards should be kept current.
· Mandatory training due dates are distributed by Headquarters.

· Equal Opportunity Performance Quarterly Report (Check with Area Office for specific due dates).
· EEO Complaint Process http://www.ars.usda.gov/aboutus/docs.htm?docid=1518
6.  Contact List/Helpful Links/P&Ps
· HQ CR/EEO Staff, http://www.ars.usda.gov/AboutUs/docs.htm?docid=1488 

· Area CR/EEO Staff, http://www.ars.usda.gov/SP2userFiles/Subsite/eeo/ACRMListing.doc 

· EEO Counselors  http://www.ars.usda.gov/SP2UserFiles/Subsite/eeo/CRSListing.doc
· Office of Outreach, Diversity, and Equal Opportunity (ODEO) (formerly Civil Rights Office) Mission and Vision at  http://www.ars.usda.gov/AboutUs/docs.htm?docid=10846 

· ARS Civil Rights Programs 


http://www.ars.usda.gov/SP2UserFiles/Subsite/eeo/ARSCRProgramsBrochure.doc 

· Cooperative Resolution Program (CPR)  http://www.afm.ars.usda.gov/programs/coopres/ 

· EEO Complaint Process http://www.mwa.ars.usda.gov/mwa/eeo/eeocomplaintprocess.pdf 
· AgLearn, 
http://www.aglearn.usda.gov/
· ARS EEO Video Catalog http://www.ars.usda.gov/aboutus/docs.htm?docid=1327
· HRD Awards Information   


http://www.afm.ars.usda.gov/hrd/awards/files/EEO-CivilRights07.pdf 
· Refer to your Area EEO Policy Statements Check your Area Website (see MWA statements online) http://www.mwa.ars.usda.gov/mwa/eeo/civil_rights.shtml#policy_statements
· Grievances http://www.afm.ars.usda.gov/hrd/ER/newsletters/Issue%206_2003.pdf 
7.  Forms - N/A
8.  FAQs
Q.  What is mediation?   
http://www.afm.ars.usda.gov/PROGRAMS/COOPRES/MEDIATE.HTM
Q.  What is the difference between cooperative resolution and the EEO Alternative Dispute Resolution Program? 

A.  The grievance system is available to resolve matters of concern or dissatisfaction relating to the employment of an individual and under the control of agency management. This includes any matter in which an employee alleges that coercion, reprisal, or retaliation has occurred for using the grievance system. Any employee, who believes that he/she has been subjected to discrimination on the basis of race, color, sex, national origin, religion, disability, or age, can file an EEO complaint on any employment matter. 
Q. What is the EEO Counseling Process?   http://www.mwa.ars.usda.gov/mwa/eeo/eeofaqcounselproc.shtml    
Q.  What should be on my official bulletin board?
· And Justice for All( Poster (Both “Revised 12-99” & Revised 9/22/06 may be used.)
· The Administrator’s - Dr. Edward Knipling - 1/8/07 memo to All Employees, Subject: FY2007 Diversity/Civil Rights Policy Statement 
· Area EEO/Sexual Harassment Policies.  

· (Discrimination in Employment Is Illegal( Informal EEO Counseling Program Poster

· (Frequently Asked Questions about the EEO Counseling Process( 

· Sexual Harassment Poster

· Office of Outreach, Diversity, and Equal Opportunity (ODEO) 
· Area Civil Rights Managers Listing 

· What Is the Difference between Affirmative Action and Diversity? 
· Reasonable Accommodation Poster
· “Cooperative Resolution Program” Poster – Required posting by PWA    
· Effective 1/10/06 the Secretary’s Civil Rights Policy is an optional posting.
When changes occur to the above list, the Area EEO manager will notify the AO.
7.2 CR/EEO - Special Emphasis Program
1.  Introduction

The goal of the special emphasis program is to initiate and conduct programs and activities to increase awareness/representation in an effort to build and maintain a diverse and high-quality workforce. Special Emphasis Programs ensure that women, minorities, and people with disabilities, including disabled veterans, are provided equal opportunities in employment and program delivery activities.  
2.  AO Responsibilities

· Disseminate information on Special Emphasis Programs to employees.

· Provide oversight and guidance as Locations organize events for special observances (i.e. Use of Appropriated Funds).

· Ensure materials are ordered such as posters to display for programs and observances.
3.  Flowchart - N/A
4.  Process/Procedures
· Order materials for observances and distribute to Location.
· Below are examples of ARS observances that may be celebrated:
ARS Special Emphasis Programs and Observances 

· African American Employment Program (February). 

· Federal Women’s Employment Program (March). 

· Asian American/Pacific Islander Employment Program (May).

· Disability Employment Program (October). 

· Hispanic Employment Program (September 15 – October 15). 

· American Indian/Alaskan Native Program (November).
5.  Due Dates/Deadlines
· Quarterly Reports 
· Monthly Observances (refer to calendar link below)
6.  Contact List/Helpful Links/P&Ps
· Area Civil Rights Manager http://www.ars.usda.gov/SP2UserFiles/Subsite/eeo/ACRMListing.doc
· Special Observances Calendar http://www.ars.usda.gov/AboutUs/docs.htm?docid=1464   
· Headquarters Contact http://www.ars.usda.gov/AboutUs/docs.htm?docid=1488  
· ARS Civil Rights Page http://www.ars.usda.gov/aboutus/docs.htm?docid=1323
· ARS Civil Rights Programs http://www.ars.usda.gov/SP2UserFiles/Subsite/eeo/ARSCRProgramsBrochure.doc 

7.  Forms - N/A

8.  FAQs 
Q. Can food be purchased for EEO events?  

A.  The cost of providing small “samples” of ethnic food may be authorized during a formal ethnic awareness program and may be paid for from the Agency’s operating appropriations.  The primary intent will be to increase employee awareness of, and appreciation for, the cultural heritage being celebrated.  The samples must be distinguished from meals or refreshments which remain unauthorized for such an event.  The food must be related to the cultural heritage being presented.
Q.  What type of documentation is needed for payment of EEO Event or Supplies?

A.  The same documentation needed for any procurement action.
7.3 CR/EEO – Outreach Efforts
1.  Introduction

The goal of ARS outreach is to increase awareness of ARS programs, scientific careers, and employment opportunities with K-12 schools, local community resources, universities, student organizations, and professional, public, and private organizations, to develop cooperative efforts with universities, professional public and private organizations.  ARS forms mutually beneficial scientific partnerships with both minority and non-minority institutions in pursuing its goals.
2.  AO Responsibilities

· Assist managers in increasing the awareness to the public of ARS programs and employment.

· Assist scientists in using special emphasis initiatives during recruitment.

· Participation in local Career Fairs or ARS Exhibit Booths at national conferences occurring in/near the Location (if applicable). 
3.  Flowchart - N/A

4.  Process/Procedures
· When asked to participate at fairs or conferences, contact the recruitment office to obtain materials.  

· Make contact with established USDA Partnerships.

· If on a University Campus make contact with the local chapters of the Collegiate Agri-Women Organization, Minorities in Agriculture, Natural Resources, & Related Sciences Organization (MANRRS), and Science and Engineering Society (AISES).  

5.  Due Dates/Deadlines - N/A
6.  Contact List/Helpful Links/P&Ps
· Area Civil Rights Manager http://www.ars.usda.gov/SP2UserFiles/Subsite/eeo/CRS&ACRMListing.doc
· ARS Civil Rights Programs 

http://www.ars.usda.gov/eeo/CRS%20AEP-SEP-DP.pdf
· Information Staff Services http://www.mwa.ars.usda.gov/mwa/eeo/inforesource.shtml
· Career Fairs http://www.mwa.ars.usda.gov/mwa/eeo/MakingMostofCareerFairs.doc
· ARS Careers  


http://www.ars.usda.gov/careers/
· Recruitment Outreach and Marketing http://www.arsnet.usda.gov/recruiters/outreach/conductingoutreach.htm#helpwith
· OPM “Building & Maintaining a Diverse, High-Quality Workforce” http://www.opm.gov/Diversity/guide.htm
· Partnerships/Initiatives  http://www.ars.usda.gov/aboutus/docs.htm?docid=1314
· Outreach Link http://www.afm.ars.usda.gov/divisions/hrd/hrdhomepage/OUTREACH.HTM 

7.  Forms - N/A
8.  FAQs
Q. Is there specific information we should bring to a job fair?  

A.  ARS Locations and list of scientists at the Locations.  The Recruitment Office has a variety of materials available to use for recruiting purposes.  Contact the Recruitment Office at least 2 weeks prior to the event and they will ship the following material:

· ARS Recruitment Kit Folder
· REE Recruitment Kit Folder
· Your Future Career in ARS Trifold Brochure
· ARS Careers Bookmarks
· ARS Careers Magnets
· Science in Your Shopping Cart
· A Scientific Career with the Agricultural Research Service (Program Aid 1490)
· The Agricultural Research Service (Program Aid 1502)
· One page handouts--

· Contacts for Student and Summer Employment
· Benefits of Federal Employment
· Federal Application Process 

· Tips for Tackling the Federal Application Process
· Subscribe to ARS Jobs List
Q.  What other information do I need to know if I plan to participate in a career fair or professional society meeting? 

A.  Check with your Area Office; they may have boards, banners and tablecloths for use.

7.4 CR/EEO – Recruitment Efforts and Affirmative Employment Program
1.  Introduction

The goal of ARS recruitment efforts is to promote equal employment opportunity and to identify and eliminate discriminatory practices and policies (29 CFR 1614.102).  ARS must select, promote, and reward qualified employees, regardless of race, color, national origin, sex, religion, age, mental or physical disabilities, political beliefs, sexual orientation, marital or family status.  We must identify and eliminate barriers that impede open competition in the workplace, preventing individuals from realizing their full potential.  The Affirmative Employment Program Plan (MD-715) was developed as a management tool to eliminate problems and barriers regarding the employment of women, minorities, and individuals with disabilities.  Affirmative Employment Programs are in place for the accountability of supervisors and managers for ensuring equal opportunity for all employees in the hiring process, training opportunities, promotions, and award programs.  

2.  AO Responsibilities
· Advise and assist selecting officials in their recruitment efforts.

· Assist selecting official with a Job Vacancy Contact List when recruiting.

· Disseminate information regarding awards programs that are available to employees who excel at recruitment efforts and affirmative employment programs.  

3.  Flowchart - N/A

4.  Process/Procedures
· Maintain a contact list, such as USDA Partnerships, the local chapters such as the Collegiate Agri-Women Organization, Minorities in Agriculture, Natural Resources, & Related Sciences Organization (MANRRS), and Science and Engineering Society (AISES) if co-located on the University. 

· Go to the ARS Recruitment Office’s “Mailing Vacancy Information to College Campuses” info or the “Recruiter’s Resource” Section from the ARS Careers Website. 
· Check with Area Office to find out the policy in establishing selection committees for vacant positions such as Cat 1’s and 4’s. 

5.  Due Dates/Deadlines - N/A
6.  Contact List/Helpful Links/P&Ps
· About the ARS Recruitment Staff http://www.arsnet.usda.gov/recruiters/about.htm
· ARS Recruitment Staff http://www.arsnet.usda.gov/recruiters/contact.htm
· Area Civil Rights Managers http://www.ars.usda.gov/SP2UserFiles/Subsite/eeo/ACRMListing.doc
· ARS Civil Rights Programs http://www.ars.usda.gov/SP2UserFiles/Subsite/eeo/ARSCRProgramsBrochure.doc 

· Recruiter’s Resources, 
http://www.arsnet.usda.gov/recruiters/
· Bulletin 03-401  ARS Print and Online Employment Advertisements http://www.afm.ars.usda.gov/ppweb/03-401.htm
· Employer Assistance & Recruiting Network (EARN))
· Partnerships/Initiatives  http://www.ars.usda.gov/aboutus/docs.htm?docid=1314
7.  Forms - N/A
8.  FAQs
· Where can I find answers to questions regarding ARS Careers and applying for positions?  http://www.ars.usda.gov/careers/docs.htm?docid=11781
· What is the difference between Affirmative Action and Diversity? http://www.ars.usda.gov/SP2UserFiles/Place/54000000/CivilRights/Diversity%20vs%20Affirmative%20Action%20-3-21-05%20FINAL2.doc
7.5 CR/EEO Persons w/Disabilities and Reasonable Accommodation
1.  Introduction

USDA recognizes that all its employees and applicants need the tools necessary to be productive, and that making reasonable accommodation is simply a way of providing the tools needed to accomplish its mission.  An employee with a disability need only request an accommodation of the immediate first line supervisor who, in many instances, is authorized to provide the accommodation, unless to do so would cause an undue hardship on the Agency.  
2.  AO Responsibilities

· Ensure reasonable accommodations are in place for qualified employees and applicants.  
· Assist the selecting official to use the resources available to hire and maintain a diverse workforce.  

3.  Flowchart - N/A

4.  Process/Procedures

· Follow procedures in P&P 122.2 for approval of Reasonable Accommodations.  

· When recruiting for vacancy use sources such as the Employer Assistance & Recruiting Network (EARN) and Job Accommodation Network.
5.  Due Dates/Deadlines - N/A
6.  Contact List/Helpful Links/P&Ps
· OPM Disability Information, Federal Employment of People with Disabilities. 

www.opm.gov/disability/
· ARS Civil Rights Programs http://www.ars.usda.gov/SP2UserFiles/Subsite/eeo/ARSCRProgramsBrochure.doc 

· EARN, http://www.earnworks.com 
· USDA Events, http://www.usda.gov/oo/targbook.htm
· ARS Civil Rights Page http://www.ars.usda.gov/aboutus/docs.htm?docid=1323
· P & P 122.2   Reasonable Accommodations   http://www.afm.ars.usda.gov/ppweb/122-2.htm
· USDA TARGET Center, 
http://www.usda.gov/oo/target/ 

· Disabilities Authorities http://www.ars.usda.gov/aboutus/docs.htm?docid=1313 
· Information on Reasonable Accommodation: http://www.mwa.ars.usda.gov/mwa/eeo/Reasonable%20Accomodation.pdf; 


http://www.mwa.ars.usda.gov/mwa/eeo/dan%20fall%202003.doc; 
 
http://www.mwa.ars.usda.gov/mwa/eeo/dan%20summer%202003.doc;


http://www.mwa.ars.usda.gov/mwa/eeo/dan%20winter%202005.doc
· Reasonable Accommodation Brochure http://www.ars.usda.gov/SP2UserFiles/Place/54000000/CivilRights/ReasonableAccommodationBrochure.pdf 

· WorkForce Plan 2006-2010 http://www.afm.ars.usda.gov/hrd/humancapital/ARS%20Workforce%20Plan.doc 

7.  Forms

· REE-172 Request for Reasonable Accommodation http://www.afm.ars.usda.gov/forms/EMPLOY/ree172.PDF
· REE-173 Denial of Reasonable Accommodation Request


http://www.afm.ars.usda.gov/forms/EMPLOY/ree173.PDF
8. FAQs
Q.  Where can I go to find answers to questions I have about reasonable accommodations?    

A.  http://www.mwa.ars.usda.gov/mwa/eeo/dan%20winter%202005.doc 

Q.  What is “reasonable accommodation?” What is the Agency's obligation to provide “reasonable accommodation?”   
A.  Title I of the Americans with Disabilities Act of 1990 (ADA), requires an employer to provide reasonable accommodation to qualified individuals with disabilities who are employees or applicants for employment, unless to do so would cause undue hardship. In general, an accommodation is any change in the work environment or in the way things are customarily done that enables an individual with a disability to enjoy equal employment opportunities.

The duty to provide reasonable accommodation is a fundamental statutory requirement because of the nature of discrimination faced by individuals with disabilities. Although many individuals with disabilities can apply for and perform jobs without any reasonable accommodations, there are workplace barriers that keep others from performing jobs which they could do with some form of accommodation. These barriers may be physical obstacles, or they may be procedures or rules.  Reasonable accommodation removes workplace barriers for individuals with disabilities.

There are several modifications or adjustments that are not considered forms of reasonable accommodation.  An employer does not have to eliminate an essential function, a fundamental duty of the position. This is because a person with a disability who is unable to perform the essential functions, with or without accommodation, is not a “qualified” individual with a disability within the meaning of ADA. Nor is an employer required to lower production standards--whether qualitative or quantitative--that are applied uniformly to employees with and without disabilities.

The only statutory limitation on an employer's obligation to provide “reasonable accommodation” is that no such change or modification is required if it would cause “undue hardship” on the employer.  “Undue hardship” means significant difficulty or expense and focuses on the resources and circumstances of the particular employer in relationship to the cost or difficulty of providing a specific accommodation.  Undue hardship refers not only to financial difficulty, but to reasonable accommodations that are unduly extensive, substantial, or disruptive, or those that would fundamentally alter the nature or operation of the business.




CHAPTER 8 - Agreements
8.1 Agreements – General
1. Introduction:

The Agency actively cooperates with other federal, state and private industry research institutions. This cooperation allows the Location Management Unit’s (MU’s) to fund outside research efforts that support CRIS mission statements and to receive outside “soft” funds that they manage to support CRIS research efforts.  This funding is strictly regulated by law and authority to enter into agreements is delegated in writing.  There are couple key things to understand about agreements:  

· All agreements must be coordinated with the Area Office, the Area Program Analyst, and entered into the ARIS system.  

· The term ‘extramural agreements’ refers to agreements with non-federal research partners, including Universities and private-sector stakeholder groups and industry.  Extramural agreements cover both outgoing and incoming funded agreements.  Area Extramural Agreement Specialists are focused on supporting Location needs for these types of agreements.    

· CRADAs are a form of extramural agreement with one important difference:  They expressly address intellectual property ownership as an outcome of the research.  Formation of CRADAs is supported by the Office of Technology Transfer (OTT) and their respective Area OTT coordinators.  

· Area Extramural Agreement Specialists and Area OTT Coordinators should work together to assure that scientists get consistent and timely advice that best suites their collaborative research needs.  

· Interagency agreements are collaborative research agreements between federal agencies and exclusively use federal appropriated funds.  All interagency agreements are handled as reimbursable accounts, even if the money was awarded to the research unit as a grant.  Formation of interagency agreements (otherwise known as intramural agreements) is streamlined in that they do not require lengthy negotiation of agreement provisions.  Formation and administration of these agreements is supported through the Area Budget and Fiscal Officer.  Questions regarding these types of agreements should be directed to the ABFO.  

· The Area Agreements Specialist are the right people to contact regarding agreement formation and reporting requirements.  ABFO is the right office to contract regarding budget status and financial management of agreements.  
2. AO Responsibilities:

· Manage the Agreements program for the Location.

· Review the agreements documents generated at the MU by the program support personnel.
· Access the Agreements Information Management System (AIMS) via the Agricultural Research Information System (ARIS) platform at least once a week to check status of pending agreement approvals.
· Ensure that approval signatures from all authorized parties are received for a fully executed agreement to initiate funding, before work can be started or expenditures obligated.
· Enter all anticipated agreements in ARMPS.
· Serve as the Authorized Departmental Officer’s Designated Representative (ADODR) or Authorized Departmental Officer (ADO) for RSA task orders. 
· Assist and advise the MU Program Assistants on entering agreements into ARIS and AIMS.

· Ensure that an AD-700, Procurement Request is completed, signed and attached to outgoing funds agreements.
3. Flow Chart:
· Figure 8.1.3.1 – Outgoing Agreements Flow Diagram

· Figure 8.1.3.2 – Incoming Agreements Flow Diagram
4. Process/Procedures:

· Determine the correct instrument for establishing an agreement.  |
See Figure 8.1.4.1 – Types of Extramural Agreements – Outgoing Funds
See Figure 8.1.4.2 – Types of Extramural Agreements – Incoming Funds
5. Due Dates/Deadlines: 
· Generally June 30 of the current fiscal year is enough time to process agreements to insure they get through the system by September 30.  Deadlines may vary by Area.

6. Contact List/Helpful Links/P&Ps:
· P&P 280.0 Extramural Agreements Manual, (not on line) http://www.afm.ars.usda.gov/ppweb/pplist-EAD.htm 
· ADODR responsibilities, http://www.afm.ars.usda.gov/agreements/ADODR.htm
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Figure 8.1.3.2 - Outgoing Agreement
Figure 8.1.4.1 - Types of Extramural Agreements – Incoming Funds
Trust Fund Cooperative Agreements (TFCA)

The purpose, joint contribution, participation and benefits are similar to an SCA, however, in this non-assistance agreement type, the cooperator shares in the cost of the project by providing funding to ARS in advance of the work to be performed.  Approval to accept outside funding is required through the ARIS Incoming Agreement  process.

Reimbursable Cooperative Agreements (RCA)

This agreement is similar to an SCA and a Trust, except in this non-assistance agreement type, the cooperator reimburses ARS for costs after they have been incurred during specific time periods under the project.  Approval to accept this outside funding also is required through the ARIS Incoming Agreement process.

Other Agreements.

Interagency Agreements

ARS can enter into a reimbursable agreement with another agency of USDA or another federal government agency to provide services, supplies, and equipment requested by the ordering/requisitioning agency.  Coordination with the cooperator and the ABFO to execute the appropriate Interagency Agreement Form (AD-672 for USDA agencies) is necessary for the transfer of funds, and the original agreement will need to be amended each year with a modification describing the continuing need and costs, and to assign a new Agreement tracking number for FFIS and billing purposes.  The performing Agency will need to send an invoice to NFC, and NFC will generate the payment through IPAC.  
Cooperative Research and Development Agreement (CRADA)

The principal purpose of a Cooperative Research and Development Agreement relationship is to transfer technology for commercial purposes; generally requires funding from the cooperator.  The development of a CRADA will be coordinated between the scientist and the Area Technology Transfer Coordinator, approved by National Program Staff (NPS) and line managers, and signed by Office of Technology Transfer (OTT) on behalf of ARS.   The AO should receive a copy of the signed CRADA for retention at the Location.   

Foreign Agreements

All foreign and international agreements are signed by the ADO at ARS, Headquarters, Extramural Agreements Division (EAD).  EAD is also responsible for obtaining State Department and USDA clearances and approvals on all MOU’s between ARS and foreign governments.  Appropriate lead time must be considered prior to committing to a signing date.  Typically, these clearances can add a minimum of 4 to 6 weeks to the signature process.  

Figure 8.1.4.2 - Types of Extramural Agreements – Outgoing Funds and non-Funded
Specific Cooperative Agreements (SCA)

The principal purpose of the relationship is to pursue joint research of mutual interest.  Both parties contribute resources, participate in the cooperative work to be accomplished, and benefit from the outcome of the research project.  This non-assistance research agreement is jointly executed and performed.  ARS provides funding to reimburse the cooperator for approved budget costs incurred to support the project.  Approval to fund this agreement is done through the ARIS 550 process.

Project Grants (PG) and Assistance Type C/A 

The principal purpose of the relationship for these types of agreements is the transfer of money, property, services, or anything of value to the recipient to accomplish a public purpose of support or stimulation.  The difference between the two is that under a Grant, there is no substantial involvement between ARS and the recipient during the performance of the activity as long as it is conducted according to the terms of the grant award.  Under an assistance-type cooperative agreement, there will be substantial involvement between ARS and the recipient during the performance of the activity, establishing the agency as a “partner” during performance.  ARIS 550 approval is also required.

Research Support Agreements (RSA)

This instrument allows ARS to procure goods and services from an educational institution without regard to federal competition and other procurement restrictions.  ARS received this special authority as a result of its partnership relationship with co-located ARS worksites to the state cooperative institutions.  The AO serves as ADODR in some Areas for the RSA Task Orders and reviews AD-700’s and allowable expenditures. As of 2006, some Areas have delegated the ADO responsibility to the AO.  A separate 12 month agreement is established for Acquisition of Goods and Services from a University.   More information is contained in http://www.afm.ars.usda.gov/Bulletins/07-001.pdf.  Approval in ARIS is not required, but information on RSA funding should be contained in ARMPS 550 Plan document.

Non-funded Cooperative Agreement (NFCA and MOU)

In this non-assistance agreement relationship, both parties have a mutual interest and make resource contributions, but no funds are exchanged.  The Memorandum of Understanding (MOU) agreement type, including Master MOU, is used to document the intent to cooperate on research of mutual interest.  All parties retain independent control over their own resources.

Standard Cooperative Agreements (STCA)

The purpose of the relationship is the same as the Non-funded Cooperative Agreement, but this non-assistance agreement provides ARS use of cooperator’s land, labor, equipment, facilities, livestock, or other resources.  The AO may be delegated the authority to sign standard cooperative agreements in writing by the Area ADO.

Assistance Type Cooperative Agreement (ATCA) – 

Transfers a thing of value to the recipient to stimulate or carry out a public purpose and substantial involvement is anticipated between the agency and the recipient.
7.   Forms
· Samples/Forms http://www.afm.ars.usda.gov/forms/agreements.htm 
· AD-700 - Procurement Request  

· AD-1047 - Certification Regarding Debarment, Suspension, and Other Responsibility Matters - Primary Covered Transactions 
· AD-1049 - Certification Regarding Drug-Free Workplace Requirements (Grants) Alternative I - For Grantees Other Than Individuals 
· AD-1050 - Certification Regarding Drug-Free Workplace Requirements (Grants) Alternative II - For Grantees Who are Individuals 
· AD-475A - "AND JUSTICE FOR ALL" 
· Certification/Disclosure Requirements Related to Lobbying 
· REE 26- Certification Regarding-Performing Organization Type 
· REE 454 - Cooperative Agreement Budget 
PDF file | EXCEL (.XLS) file 
· REE 455 - Grant Agreement Budget
PDF file | EXCEL (.XLS) file 
· SF 269 - Financial Status Report (long form) 
· SF 269A - Financial Status Report (short form) 
· SF 270 - Request for Advance of Reimbursement 
· Statement of Work - Non-Funded Cooperative Agreement (NFCA) 
· Statement of Work - Memorandum of Understanding 
· Statement of Work - Specific Cooperative Agreement 
· Statement of Work - Reimbursable & Trust Fund Cooperative Agreement
· Statement of Work - Research Support Agreement
8. FAQS:
Q. When should I use a Grant?

A. When your principle purpose is to transfer money, property, services, or anything of value to the recipient to stimulate or carry out a public purpose with no involvement anticipated by the agency during the performance of the activity. 
Q. When should I use an Assistance Type Cooperative Agreement (ATCA)? 

A. When your principle purpose is to transfer money, property, services, or anything of value to the recipient to stimulate or carry out a public purpose and substantial involvement is anticipated between the agency and the recipient during the performance of the activity. 
Q. When should I use a Specific Cooperative Agreement (SCA)? 

A. When there is a research program or project that will be jointly planned, executed, and funded where there is a documented mutuality of interest in the program objectives.
Q. When should I use a Cost Reimbursable Agreement or Research Support Agreement? 

A. When the agency acquires, by purchase, goods or services, including personal services, to carry out agricultural research, extension, or teaching activities of mutual interest from a college or university. 
Q. When should I use a Trust Fund Cooperative Agreement (TFCA)?

A. When the agency is involved in cooperative research with another party where the agency is paid in advance to conduct research or for the other party to share in the cost of a research project conducted by the agency, or for the agency to allow the use of any facility or service.
Q. When should I use a Reimbursable Cooperative Agreement (RCA)? 

A. Under the same circumstances as a TFCA except the other party (Cooperator) pays when billed by the agency for work completed. 
Q. When should I use a Memorandum of Understanding (MOU)? 

A. When you require a written legal plan for cooperation in carrying out a new or ongoing research activity that does not require the exchange of funds between parties. Cooperation in the execution of the MOU places emphasis on working together toward common goals of mutual interest, rather than in the sharing of funds in research activities. All parties exercise their own authority independently but cooperatively and maintain independent control of it's own resources.
Q. When should I use a Cooperative Research and Development Agreement (CRADA)? 

A. When the agency and another party conduct technology transfer activities and the other party contributes funds to the agency in partial support of the agencies' effort. Responsibility for these agreements lies with the Office of Technology Transfer. (Link to OTT)
Q. When should I use a patent?
A. The AO office should refer all questions regarding patents to the patent office servicing their Location.
Q. When should I use a Contract? 

A. To acquire specific goods and services which directly benefits the federal government (agency). A contract establishes a buyer-seller relationship. Responsibility for these arrangements lies with the Procurement and Property Division. (Link to PPD)
Q. What is the definition of "Mutual Interest"?

A. The Office of General Council (OGC), in a written opinion dated Feb. 11, 1985, rendered its interpretation of what constitutes mutuality of interest. The opinion reads, " A mutual interest in the objectives of the agreement exists when each of the parties to the agreement has a need for a good or service and they pool their resources to obtain their joint interests. In that circumstance, the parties would have the same interest in the direct result of the agreement, even though the ultimate use of that result by the parties may be diverse. If each party to the agreement independently would have an interest in obtaining the good or service, shared by each of the other parties to the agreement, than a mutual interest exists. Cooperative agreements entered into pursuant to this authority should be scrutinized to determine whether there actually is a mutual interest in the direct result of the agreement."
Q. If a non-Federal organizations wants to reimburse or pay "only" travel expenses for a Federal employee, does an  agreement need to be executed? 

A. No, an  agreement does not need to be established for a non-Federal organization to only pay travel expenses for a Federal employee. 

Reimbursement of these expenses should be handled by the appropriate travel office.
Q. Do Area ADOs have the authority to sign 3-way (party) agreements?

A. Yes, Area ADOs have the authority to sign 3-way (party) agreements. Only Master MOU's and politically sensitive agreements must be sent to Headquarters for signature.



8.2  Agreements – Outgoing (money, property, services, etc.)
1. Introduction:

Types of Agreements addressed in this section are:  Specific Cooperative Agreements (SCA); Project Grants (PG); and Assistance Type Cooperative Agreements (ATCA).
Please check with your Area for the approval process (i.e., Letter of Intent, etc.)
2. AO Responsibilities:

· The AO ensures that a complete package is submitted through appropriate channels to the Area Agreements Specialist.  The AO must maintain an agreement file that includes the following: 

· Fully executed copy of the agreement 

· Copy of the approved ARIS documents (ARS 416/416)
· AD-700 

· Budget REE-454 for SCAs
· Budget REE-455 for ATCAs and Grants
· Copy of the proposal 

· If requesting an extension or addition of funds, a justification request.
· Agreement in template form Template for new Specific Cooperative Agreement
· Any related correspondence via internal/external emails and notes

· May contain payment records/invoices and financial and performance reports
· The ADODR must also maintain an agreement file with copies of information relevant to the project for 3 years past the termination of the agreement.  The Area Office maintains the “official” Agency file.  
3. Flowchart:  See Figures 8.1.3.1 and 8.1.3.2.

4. Process/Procedures:

· Scientist / Unit enters data into ARIS 416/417 and generates LOI if required by Area Director.  

· Location monitors approvals in ARIS.  Once approved Location enters AD-700 into CATS for the amount of the budget being given to the cooperator. 

· The scientist and cooperator develop the budget.
· Unit enters agreement information into AIMS.  
· ADO coordinates final AIMS entries and cooperator signature.  
· ADO distributes copies.
· ABFO sets up appropriate account information in FFIS and HHS as appropriate.  
5. Due Dates/Deadlines:

· Agreements funded by base funds and some Interagency Agreements should be signed by all parties before September 30.

6. Contact List/Helpful Links/P&Ps - N/A
7. Forms - N/A   
8. FAQs: 


8.3 Agreements – Outgoing (Research Support Agreement) 
1.  Introduction

Area policy may vary on the approval process for RSAs.  Some Areas use the ARMPS process for approval.  As of 2006, Areas have delegated RSA ADO responsibility to the AO.  A separate 12 month agreement is established for Acquisition of Goods and Services from a University.   More information is contained in http://www.afm.ars.usda.gov/ppweb/01-153.pdf and http://www.afm.ars.usda.gov/ppweb/Bulletins/07-001.pdf.  
Approval in ARIS is not required for RSAs, but information on RSA funding should be contained in ARMPS 550 Plan document.

2.  AO Responsibilities

· The AO works with the Research Leader to prepare the ARMPS package.  In the ARMPS package the Research Support Agreement is defined (i.e., salaries, supplies, services, overhead, etc.).  

· RSAs are usually prepared between Oct1 & Sept 30, but may be prepared for any 12 month period.  RSAs are prepared once a fully explicit AD-700 is received from the Unit.  

· AO is the ADO for RSAs.  A Level 1 Delegation of Authority is issued from the Director, EAD, to sign RSAs.
· As of the end of FY 2006 all Areas are using one year RSA agreements for Acquisition of Supplies and Services to Universities.  These agreements are negotiated by the AO with the University and written for a 12 month period.
· The AO must maintain in the RSA file:

· Copy of the ARMPS ARS-550 

· Signed AD-700 listing supplies/services requested with cost association

· Copy of the fully executed (signed by all parties) RSA

· When executing an RSA the AO should ensure that ARS is not:

· Selecting cooperator employees

· Administratively supervising cooperator employees

· Administering cooperator payrolls

· Establishing wage levels

· Entering into employment agreements with individuals

· Approving/disapproving cooperator employees’ leave
· Utilizing CAT 1 & 4 equivalent University employees for longer than 90 days. 
· Using the RSA for other than supplies and services (i.e., Construction). 
· Ensure that personal services (i.e.,  Lab Technicians) do not exceed 4 years

· RSA Agreement should be sent to Cooperator for pricing and/or determination of wage rates and signed by an Authorized Representative of the Cooperator.  The ADO/AO signs once returned by cooperator to AO and a copy sent to the Area.  The ADO (AO) sends a copy of the fully executed RSA Agreement to the National Finance Center (NFC), or to the Area Budget and Fiscal Officer in order to obligate funds.  Area procedures may vary.

3.  Flowchart – N/A
4. Process/Procedures

· Unit prepares ARMPS.
· AD-700 prepared by the Unit with general description and amounts of supplies, materials, and/or services defined is submitted to AO.  If requesting labor, a list of the occupational category (title) with duties is required.

· AO uses the ARMPS as a starting point for the initial RSA Agreement after receiving an AD-700 from the Management Units.
· AO uses the Extramural Agreements Manual 280 as reference for preparation of the RSA Agreement.  ARS Budget Object Class Code (BOCC) is 2554 and Sub-Object Code is usually LG (Land Grant) or   PU (Public University or College).  This is required for FFIS purposes.

· Agreement prepared and sent to cooperator for pricing and wage rates.
· Cooperator accepts the agreement and an Authorized Representative signs.
· ADO/AO signs the agreement and sends a copy to the Area or directly to NFC depending upon Area procedures.
5. Due Dates/Deadlines

· RSA Agreement can be issued throughout the fiscal yea for a 12 month period.  The final RSA agreement to obligate base funds should be signed by all parties before September 30.
· Monthly Management Reports (MMR) or equivalent is required if using the HHS/Payment Management System.  The frequency of these can be determined by the ADO.  RL should certify copy of MMR and ADO verifies invoices.
· AO/ADO promptly submits RSA Agreement to Area or NFC as established by Area policy.

6. Contact List/Helpful Links/P&Ps
· Area Agreement Specialists: See list of Area Agreements Specialists
· P&P 280.0 Extramural Agreements Manual, Chapter 2400
· REE Bulletin 01-153 

· REE Bulletin 07-001

· Sub-object Name and Performing Organization Category
· Land Grant University Information
· http://www.afm.ars.usda.gov/ppweb/bulletins.htm 
· AIMS Learner’s Guide, Last page http://www.afm.ars.usda.gov/agreements/files/2006%20AIMS_REFERENCE%20GUIDE.DOC
"Land grant" refers to those institutions, at least one in each state that originally received federal aid in the form of a land grant for the establishment of agricultural and mechanical programs under the auspices of the Morrill Acts of 1862 and 1890.
· Morrill Act - 1862 
· Morrill Act - 1890 
· List of Land Grant Institutions
7. Forms

· AD-700 - Procurement Request 
· Statement of Work - Research Support Agreement 
· REE-451 Statement of Work – Research Support Agreements:  http://www.afm.ars.usda.gov/agreements/files/NEW%20RSA%20451.xls 
8. FAQs


8.4 Agreements – Incoming- Trust Fund Cooperative Agreement (TFCA),  Reimbursable Cooperative Agreement (RCA), Interagency Agreement
1. Introduction  

All incoming agreements are charged a 10% overhead unless they have received a waiver.  A waiver must be requested through the ARIS process.

The types of agreements addressed in this section are:  Trust Fund Cooperative Agreements (TFCA); Reimbursable Cooperative Agreements (RCA); Interagency Agreements; and Cooperative Research and Development Agreements (CRADA). 

2. AO Responsibilities

· The AO ensures that a complete package is submitted through appropriate channels to the Area Agreements Specialist.  The AO must maintain an agreement file that includes the following: 

· Fully executed copy of the agreement

· Copy of the approved ARIS documents (ARS 416/416)

· Budget sheet(s)

· Copy of the proposal 
· Any related correspondence
· The ADODR must also maintain an agreement file with copies of information relevant to the extramural project for 3 years past the end of the agreement.

3. Flowchart - See Figures 8.1.3.1 and 8.1.3.2.

4. Process/Procedures

· Unit enters pre-award information into ARIS and generates Letter of Intent (LOI), if required by Area Director.  
· Once pre-award is approved, the scientist (ADODR) negotiates provisions of the agreement and develops the Statement of Work (SOW) or uses the proposal submitted to the granting agency.  
· Once notification of Cooperator funding is received, MU completes 416/417 and AIMS entries.  
· ADO finalizes agreement language, award / start dates, etc, and obtains Cooperator signature.  
· The Area Agreements Specialist and ABFO work together and issue a budget transmittal sheet to the Location with establishment of an accounting code.
· Location sets up and enters account information in CATS.  
· No funds can be expended until all paperwork is complete.  
5. Due Dates/Deadlines

· End of year deadlines are issued annually.  

6. Contact List/Helpful Links/P&Ps
· Area Budget & Fiscal Officer
· Area Agreement Specialists
· Bulletin 06-304, Indirect Program Support Costs Policy,  http://www.afm.ars.usda.gov/ppweb/bulletins.htm 

7. Forms

· http://www.afm.ars.usda.gov/forms/agreements.htm 
· AD-700 - Procurement Request 
· AD-1047 - Certification Regarding Debarment, Suspension, and Other Responsibility Matters - Primary Covered Transactions 
· AD-1049 - Certification Regarding Drug-Free Workplace Requirements (Grants) Alternative I - For Grantees Other Than Individuals 
· AD-1050 - Certification Regarding Drug-Free Workplace Requirements (Grants) Alternative II - For Grantees Who are Individuals 
· AD-475A - "AND JUSTICE FOR ALL" 
· Certification/Disclosure Requirements Related to Lobbying 
· REE 26- Certification Regarding-Performing Organization Type 
· REE 454 - Cooperative Agreement Budget 
PDF file | EXCEL (.XLS) file 
· REE 455 - Grant Agreement Budget PDF file | EXCEL (.XLS) file 
· SF 269 - Financial Status Report (long form)  
· SF 269A - Financial Status Report (short form) 
· SF 270 - Request for Advance of Reimbursement 
· Statement of Work - Non-Funded Cooperative Agreement (NFCA) 
· Statement of Work - Memorandum of Understanding 
· Statement of Work - Specific Cooperative Agreement 
· Statement of Work - Reimbursable & Trust Fund Cooperative Agreement 
· Statement of Work - Research Support Agreement
8. FAQs


8.5 Agreements – Non-Funded (Standard Cooperative Agreement (STCA), Assistance Type Cooperative Agreement (ATCA) and Non-funded Cooperative Agreement (NFCA)
1. Introduction   

Types of agreements that fall into this category are as follows:

The following types of agreements are addressed in this section:  Standard Cooperative Agreements (STCA); Assistance Type Cooperative Agreements (ATCA); and NonFunded Cooperative Agreements (NFCA).  
2. AO Responsibilities

· Ensure Area procedures are followed.  
· Ensure you have Level 1 Delegation of Authority from Director, EAD to sign the STCA

· Ensure you have delegated, in writing, delegation of authority to the ADODR for STCAs
· Ensure the Location maintains an agreement file on all non-funded agreements.  The Area office maintains the Official Agency file.

3. Flowchart  - See Figures 8.1.3.1 and 8.1.3.2.
4. Process/Procedures – N/A
5. Due Dates/Deadlines

· Agreement must be in place before ARS employee works on cooperator land. 

6. Contact List/Helpful Links/P&Ps - N/A
7. Forms

· http://www.afm.ars.usda.gov/forms/agreements.htm 
· AD-700 - Procurement Request 
· AD-1047 - Certification Regarding Debarment, Suspension, and Other Responsibility Matters - Primary Covered Transactions 
· AD-1049 - Certification Regarding Drug-Free Workplace Requirements (Grants) Alternative I - For Grantees Other Than Individuals 
· AD-1050 - Certification Regarding Drug-Free Workplace Requirements (Grants) Alternative II - For Grantees Who are Individuals 
· AD-475A - "AND JUSTICE FOR ALL" 
· Certification/Disclosure Requirements Related to Lobbying 
· REE 26- Certification Regarding-Performing Organization Type 
· REE 455 - Grant Agreement Budget, PDF file | EXCEL (.XLS) file 
· SF 269 - Financial Status Report (long form) 
· SF 269A - Financial Status Report (short form) 
· SF 270 - Request for Advance of Reimbursement  

· Statement of Work - Non-Funded Cooperative Agreement (NFCA) 
· Statement of Work - Memorandum of Understanding 
· Statement of Work - Reimbursable & Trust Fund Cooperative Agreement
· Agreement Types, 

http://www.afm.ars.usda.gov/agreements/agreement-types.htm
8. FAQs


Chapter 9 -Travel
 9.1 TRAVEL – General
1. Introduction                                                        

2. AO Responsibilities

3. Flowchart

4. Process/Procedures

5. Due Dates/Deadlines

6. Contact List/Helpful Links/P&Ps
7. Forms

8. FAQs
1.  Introduction

It is the government’s policy to reimburse employees, and in some cases non-federal individuals, for “official travel” expenses.  The Federal Travel Regulations (FTR) are the rules that govern official Federal Government travel.  The FTR is promulgated by the Administrator of General Services under the applicable authorities. The FTR governs temporary duty travel allowances (chapter 301); relocation allowances (chapter 302); payment of expenses connected with the death of certain employees (chapter 303); and payment from a non-federal source for travel expenses (chapter 304). Chapter 300 includes a general introduction and agency reporting requirements.  The FTR is the regulation contained in 41 Code of Federal Regulations (CFR), Chapters 300 through 304, which implements statutory requirements and Executive branch policies for travel by Federal civilian employees and others authorized to travel at the Government expense. 

In additional to the FTR, ARS HQ provides agency-specific travel policy and guidance and Area Offices may also issue supplemental guidance.  
Key aspects of travel are outlined in this Chapter of the Users Manual, but if you only have a couple minutes, below are a couple quick notes:

· The Location unit Secretary / Program Assistant normally process Temporary Duty Travel (TDY) authorizations and travel vouchers for the Research Units.  
· Use of the USDA eGovernment travel vendor is mandatory for arranging air and ground transportation and for booking of car rentals, and hotel reservations, except for conferences.  
· Travel authorizations should be approved by fund holder prior to employee travel dates and will need to be released in the On-line Travel system in order for vouchers to be processed and airline tickets to be issued for payment when using GVTS (Government vendor transportation system).  
· All official travel related expenses, with the exception of registration fees, are to be charged to the Government Contractor-Issued Travel Charge Card.  
· Receipts are required for airfare (and other ground transportation such as train or bus), lodging and car rental regardless of the amount.  Receipts are required for all other authorized expenses of $75 or more. 
· Travel advance requests for employees are subject to limitations based upon the employee having been issued a travel card as outlined in Bulletin 07-301 Use and Management of Travel Charge Cards.  A travel advance will only be issued on no more than 80% of known expenses.  Advances are deducted from the first voucher issued.  
· Employees may ask for guidance on restricted / nonrefundable fares.  Bulletin 06-307 – Restricted Fares for FY 2007 Travel, has the current guidance for employees to follow regarding purchasing airline tickets.  
· The Area Office and Headquarters offer training for travel coordinators and secretaries so that a properly qualified staff are available to answer questions at the Location. The training schedule is published for each fiscal year.  
· Permanent employees who travel one or more times a year will require a government issued travel card.  Supervisors are requested to anticipate travel frequency of new employees and initiate the travel card process.  When an employee reports for duty, the supervisor will determine if the position requires a Government Travel Card to perform official duties.   Training is mandatory for all travel cardholders. On rare occasions a traveler could be turned down because of bad credit.
· Original vouchers, authorizations and supporting documents must be maintained at the Location for 6 years in a centralized location in accordance with the ARS Files Management Guidebook.

In the subsequence Sections information related to the information above and all types of travel including: Travel Authorizations (Types B, C, & L), Travel Vouchers, Travel Cards, Non-Federal travelers, Acceptance of Funds from Outside Sources, Foreign Travel, and Relocation Travel will be discussed. 
2. AO Responsibilities
· Ensure travel is in compliance with Federal Travel Regulations, Agency and Area policies, processes and procedures.
· Provide guidance and assistance and disseminate information to Location employees regarding ARS policy and procedure and coordinate concerns with unit, Area and HQ.
· Ensure MU travel contacts are properly trained.
· Provide employees with the appropriate Government Travel Card application, training materials, and policy information. 
· Ensure travel records are maintained for current plus 6 years in a centralized location.

3.  Flowchart -  N/A

4.  Process/Procedures -  N/A

5.  Due Dates/Deadlines
· Obtain authorization from an appropriate ARS official who has been delegated authority to approve travel, before commencing any official travel.

· Authorizations need to be released in the On-line Travel system in order for vouchers to be processed and airline tickets to be issued for payment when using GVTS.  
· Vouchers should be submitted immediately or within 5 days after TDY travel is completed to ensure EFT payment is sent promptly to employee’s account so they can fulfill their responsibility for paying travel card bills within billing cycle limits. However, travelers are responsible for paying their travel card account whether they are reimbursed or not.
6.  Contact List/Helpful Links/P&Ps
· Federal Travel Regulations http://www.gsa.gov/Portal/gsa/ep/channelView.do?pageTypeId=8199&channelPage=%2Fep%2Fchannel%2FgsaOverview.jsp&channelId=-14863 
· P & P 340.0  Delegations of Authority 
http://www.afm.ars.usda.gov/ppweb/340-0.HTM
· Midwest Area SOP  http://www.arsnet.usda.gov/pastg/sop/travel/travel-1General2006.pdf
· FedTraveler,   http://www.fedtraveler.com
· GSA Federal Travel Site (includes Per Diem rates, POV rates, Lodging, etc.),  http://www.gsa.gov/travel.htm
· Hotel/Motel Fire Safety Act  http://www.usfa.fema.gov/hotel/index.htm
· Mapquest (driving directions and mileage between two Locations), http://www.mapquest.com/
· Bank of America Government Services http://www.bankofamerica.com/government
· Travel related Policies and Process/Procedures  http://www.afm.ars.usda.gov/aboutAFM/FMD/
· Federal Travel Regulations (FTR),  http://www.gsa.gov/
· National Finance Center Bulletins,  http://www.nfc.usda.gov/index.htm
· Travel Policy & Procedures Website, http://www.afm.ars.usda.gov/travel/policy.htm 

· Bulletin 06-307 – Restricted Fares for FY 2007 Travel,   http://www.afm.ars.usda.gov/ppweb/bulletins.htm
· Bulletin 07-301 Use and Management of Travel Charge Card http://www.afm.ars.usda.gov/ppweb/Bulletins/07-301.pdf 

· Bulletin 07-308 Limited Open Authorizations, http://www.afm.ars.usda.gov/ppweb/bulletins.htm 

· National Association of Countries (NACo) Website, http://www.naco.org/template.cfm?section=find_a_country&template=cffiles/counties/usamap.cfm
7.  Forms - N/A
8.  FAQs


9.2 TRAVEL – Travel Authorizations
1.  Introduction

Travel should be directly related to the mission of the unit and agency.  Per the Federal Travel Regulations (FTR), travel authorizations should have appropriate supervisory approval before commencing any official travel and will need to be released in the on-line travel system (TRVL) in order for vouchers to be processed and airline tickets to be issued for payment when using GVTS.  The Program Assistant/Secretary, at most Locations, processes the travel authorizations for the Management Unit (MU).  There is no delegation beyond the fund holder to approve authorizations.  Exceptions: In some Areas the Research Leader authorization may be approved by the AO; refer to your Area Office travel policy.  No one may sign their own authorization.  Types of travel authorizations are described below.

· Type “B” travel authorizations are Limited Open Travel (Blanket). Holder may travel for frequent, specific, and repetitive travel within all States that comprise their area (e.g., Southern Plains Area - Texas, Oklahoma, New Mexico, and Arkansas) plus four additional States.  Type B authorizations may only be approved by Area Directors on a case-by-case basis to those scientists/technicians within an Area who are required to travel on a recurring basis to field Locations and plot sites on short notice. Reference Bulletin 07-308 on Limited Open Authorizations for guidance.  Delegations of Authority to approve travel are covered in Policies and Procedures 340.0 (http://www.afm.ars.usda.gov/ppweb/340-0.HTM).  
· Type “C” travel authorizations are issued on a Trip-by-Trip basis. 
· Type “L” travel authorizations are issued for Local Travel. This type of authorization permits an employee to obtain reimbursement for local travel and other such expenses (e.g., mileage, tolls, parking, etc.). Local travel is generally defined as official travel performed within the confines of the employee's official duty station (25/35 miles).
If possible, approving officials shall schedule travel to prevent employees from having to travel during non-duty travel.  Refer to Update to Policy and Procedures 402.3, Section 5 Compensatory Time Off for Travel for guidance if an employee is required to travel outside of their work schedule.
The Area Offices and Headquarters offer training for travel coordinators and secretaries so that properly qualified staff are available to answer questions at the Location. Headquarters issue Bulletins on the training schedule available during the fiscal year.  

Original authorizations and supporting documents must be maintained at the Location for current plus 6 years in a centralized location.

2.  AO Responsibilities
· Ensure travel is in compliance with Federal Travel Regulations, Agency policies, processes and procedures.

· Review and approve Research Leaders’ travel authorizations if delegated by your Area Office. 

· Provide guidance and assistance to travelers regarding ARS policy and procedure and coordinate concerns with unit, Area and HQ when resolving problems.
· Ensure early ticket purchase requests (15 days prior to departure) are processed through the Area Transportation Assistant to Financial Management Division (FMD). 

· Ensure that restricted / non-refundable ticket purchase forms (Bulletin 06-307) are signed by the traveler and appropriate approving official (fund holder in most cases, but at the level approving the AD-202).

· Ensure MU travel contacts are properly trained.

· Ensure travel records are retained for current 6 years in a centralized location.

· Ensure AO travel is approved by Location Coordinator/AO supervisor.

3.  Flowchart     - N/A
4.  Process/Procedures
· Once the need for official travel has been determined by management (relocation, foreign travel or non-federal travel) or the employee’s supervisor for TDY travel, an authorization must be created in the NFC On-Line Travel System to establish dates of travel, type of travel, allowable costs and correct accounting information. 
· A hard copy of the authorization is printed for signature by the approving official delegated that authority (normally the fundholder), a copy is given to the traveler, and the original is kept in the official Location traveler file (Locations should decide where the official files are held; i.e. Admin Office or Unit Secretary Office). 
· No one can approve their own travel authorization.

· Ensure that employees are using mandatory eGovernment travel vendor for USDA to purchase air and ground transportation tickets, rental car agreements, and hotel reservations.
· There may be times when an employee requires a special travel approval for annual leave (Attach OPM-71 to Agency copy of Authorization), indicate leave taken on travel voucher, ensure T&A agrees, and no per diem will be reimbursed during annual leave. 
· Deviations for personal convenience from the normal mode of transportation or itinerary refer to Bulletin 05-304 Procedures for Arranging Leisure Travel in Conjunction with Official Travel.  
5.  Due Dates/Deadlines
· Authorization approval prior to trip departure.

6.  Contact List/Helpful Links/P&Ps
· Bulletin 05-304 Procedures for Arranging Leisure Travel in Conjunction with Official Travel, http://www.afm.ars.usda.gov/ppweb/05-304.pdf 

· Bulletin 06-307 Restricted Fare for FY 2007 Travel http://www.afm.ars.usda.gov/ppweb/bulletins.htm
· Bulletin 07-308 Limited Open Authorizations, http://www.afm.ars.usda.gov/ppweb/bulletins.htm 

· P & P 402.3, Section 5 Compensatory Time Off for Travel, http://www.afm.ars.usda.gov/ppweb/402-3.pdf  

· P & P 340.0 Delegations of Authority to Approve Travel (http://www.afm.ars.usda.gov/ppweb/340-0.HTM)
7.  Forms

· AD-202, Travel Authorization  (on-line TRVL system; need access to NFC)

· Travel Authorization Template http://www.arsnet.usda.gov/pastg/sop/travel/TRAVEL%20AUTHORIZATION%20rev%201-18-06.pdf 

· OPM-71 http://www.opm.gov/Forms/pdf_fill/opm71.pdf
8.  FAQs
Q.  Can I go directly to the airline, Ortiz, or any other cheaper airline company?   A.  No

Q.  Can I go to another travel agent who can get me the best price?     A.  No
Q.  Can I tel FedTraveler that I want to purchase the airline ticket 30 days before departure to take advantage of a government discount?

A.  No.  Only the Financial Management Division (FMD) at Headquarters has the authority to tell FedTraveler to issue a ticket earlier than 15 days prior to departure.

Q.  Can the RL sign the form giving me permission to purchase a non-refundabl ticket for foreign travel?

A.  No.  The Area Office approves foreign travel, therefore, they must approve the purchase of a restricted / non-refundable ticket.


9.3 TRAVEL - Travel Vouchers
1.  Introduction

It is the government’s policy to reimburse employees, and in some cases non-federal individuals, for “official travel” expenses which is processed through the travel voucher on-line TRVL system at NFC.  ARS provides policy and guidance in addition to the Federal Travel Regulations (FTR) for the proper documentation and required receipts for reimbursement.  Area Offices may also issue policies and guidance for the Location to follow.  

Employees are responsible for providing documentation for prompt processing of vouchers (within 5 days of travel completion).  The Location unit Secretary / Program Assistant office support staff normally process travel vouchers for the Research Units.  When official travel deviates or combines with personal travel the Program Assistant/Secretary will complete a reconstructed travel to reimburse the traveler.   

Original vouchers and supporting documents must be maintained at the Location for current plus 6 years in a centralized location.

2.  AO Responsibilities
· Ensure travel is in compliance with Federal Travel Regulations, Agency, Area policies, processes and procedures.

· Review and sign Research Leader travel vouchers based on proper travel authorization documentation and required receipts for reimbursement.
· Ensure travel records are retained for the current plus 6 years in a centralized location.

· Ensure travel voucher obligations are entered into CATS.

· Ensure when appropriate reconstructed travel is needed. 
3.  Flowchart - N /A

4.  Process/Procedures
· After the travel is completed, a reimbursement voucher must be submitted to claim the expenses based on required receipts and other documentation. 
· The hard copy of the reimbursement voucher is signed by the traveler and the approving official delegated that authority, and the electronic version submitted to NFC through On-Line Travel for processing and issuance of the EFT payment.  No one can approve their own travel voucher.  

5.  Due Dates/Deadlines
· Employees are responsible for providing documentation for prompt processing of vouchers (within 5 days of travel completion).
6.  Contact List/Helpful Links/P&Ps
· P&P 340.0  Delegations of Authority   

http://www.afm.ars.usda.gov/ppweb/340-0.HTM
· Bulletin 05-304 Procedures for Arranging Leisure Travel in Conjunction with Official Travel.  http://www.afm.ars.usda.gov/ppweb/bulletins.htm 
7.  Forms

· AD-616, Travel Voucher  (on-line system; need access) http://www.arsnet.usda.gov/pastg/sop/travel/ad616.pdf 

· AD-616, Travel Voucher Template http://www.arsnet.usda.gov/pastg/sop/travel/TRAVEL%20VOUCHER%20rev%201-18-06.pdf 

· Eforms https://reeforms.ars.usda.gov/REEForms/ffMain.asp?sNode=0&Exp=Y&strHotLink=LatestInfo&id=D609A545708B5033EB3F3EAC42C440 

8.  FAQs
Q.  What is a reconstructed travel?  
A.  When official travel deviates or combines with personal travel the secretary/program assistant will complete a reconstructed travel to figure out reimbursement.
Q.  How do I complete a reconstructed travel?  
A.  (See Figure 9.3.8.1 for reconstructed travel)
Q.  What if the traveler would like to combine official travel with personal travel?  
A.  See Figure 9.3.8.2 to explain “Leisure Travel in Conjunction with Official Travel”; also reference Bulletin 05-304 Procedures for Arranging Leisure Travel in Conjunction with Official Travel.
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9.4 TRAVEL – Travel Cards (Government charge card)
1.  Introduction
All official travel related expenses, with the exception of registration fees, are to be charged to the Government Contractor-Issued Travel Charge Card, which should not be confused with the government purchase card.  Some expenses will be declined because of the merchant code classification.  Retail, online purchases including internet services swiped in the hotel room, and telephone expenses are examples of expenses that could be declined.  Monitoring the use of the travel card is done at a Department, Agency and Area level.  Random expenses and questionable charges such as excessive costs from restaurants and certain merchant codes could result in an audit on the cardholder.  If employees are audited, they will need documentation and an explanation of the charges.

Permanent employees who travel one or more times a year will require a government issued travel card.  Bulletin 03-304, “Major Changes in the Use of Management of Travel Charge Cards” explains the policy in using the travel charge card, cycle and spending limits, the banks monitoring services and products purchased, deactivation and reactivation of cards, responsibilities of employees, etc.  The Bulletin also addresses training and states conference or registration fees MAY NOT be paid with the travel charge card.  All such fees must be procured using an alternate procurement method, e.g.; Government Purchase Visa card or on an SF-1164.  The SF-1164 must be sent through your Area Office to Headquarters for approval therefore is the least desirable means to pay registration fees.   SF-1164 must have the appropriate proof of payment, i.e. descriptive receipts, credit card statement. 

The Government Contracted Card Company may inactivate a travel card in cases of infrequent use; therefore, employees that travel only once or twice a year should call the number on the back of the travel card to make sure their travel card is active before leaving on a trip.  The Bank will also suspend or cancel a card for instances of misuse or nonpayment.  Employees can contest charges but are still responsible to pay their bill before the due date.  Cancellation of an individual’s government travel card may result from either payment delinquency and/or misuse.  Employees with canceled charge card accounts must cover their own travel expenses and will not be eligible for travel advances. The Bank allows employees to access and make an online payment to their government travel charge account.  This site can be accessed at www.myeasypayment.com.  
2.  AO Responsibilities
· Provide employees with the appropriate Government Travel Card application, training materials, and policy information.

· Ensure that employees are using mandatory eGovernment travel vendor for USDA to purchase air and ground transportation tickets, rental car agreements, and hotel reservations.
· Ensure that separating employees have returned their government travel card prior to separation.

3.  Flowchart -   N/A
4.  Process/Procedures

· All REE employees applying for a new travel charge card must complete the new version of the Bank of American “Individually Billed Card Account Setup/Application Form.”  The new form is available from the employee’s assigned Agency/Office Point of Contact (A/OPC) or on the BoA website at https://www.gcsuthd.bankofamerica.com/forms/doc/cs/S01N1198_CS.doc.  (A list of REE A/OPCs is found in Attachment 1 of the Bulletin.)  

· The new application procedures require the applicant to complete the section titled “Signature and Agreement” whereby the applicant will either authorize or not authorize BoA to obtain the employee’s credit report. 

· If the applicant authorizes BoA to obtain the employee’s credit report and the credit report provides a FICO score of 660 or higher, the applicant will receive an unrestricted travel charge card.

· An unrestricted travel charge card will have a credit limit of $5,000, with a monthly limit of $2,500, and a cash advance limit of $500 weekly.  

· Credit limits on unrestricted card may be increased based on the travel needs of the employee.  The employee should contact their assigned A/OPC when higher credit limits are necessary.

· If the applicant does not authorize BoA to obtain a credit score or if the applicant does authorize a creditworthiness screening, but the credit score is below 660, the applicant will receive a restricted travel charge card.  

· A restricted travel charge card will have a total credit limit of $3,000, with a monthly limit of $1,500, and a cash advance limit of $310 weekly. 

· Credit limits on a restricted card may be adjusted on a trip-by-trip basis when sufficient justification exists.  Examples of situations where the credit limit may be adjusted are long term temporary duty assignments, foreign travel, and situations where the normal limit will not be sufficient to cover the cost of the planned travel.  The employee must notify their A/OPC of such situations.  Credit limits will revert to the restricted card levels when the trip requiring a higher limit is completed.
· If an applicant refuses to complete the “Signature and Agreement” section, BoA will not process the application and a travel charge card will not be issued.

· Only applications with the “Signature and Agreement” section will be accepted by BoA.  Any applications submitted on prior editions of the application form will not be processed by BoA.

· Applicants must also complete the online training for cardholders found at the GSA website http://fss.gsa.gov/webtraining/trainingdocs/traveltraining/index.cfm.  

· The online training module includes a series of review questions at the end of the course.  A printable certificate of completion will be provided to applicants who correctly answer 70% or more of the questions.

· Applicants must provide a copy of the training certificate with their BoA application.

· A/OPCs will keep a copy of the application and the training certification on file and in accordance with National Archive record retention guidelines.  

· Research, Education, and Economics employees may access the OMB Circular A-123, Appendix B at http://www.whitehouse.gov/omb/circulars/a123/a123_appendix_b.pdf.
· Please direct questions on the new application procedures to your ATA.
· The bank card bill will be mailed to the employee’s home address, not the office.  

· The employee agrees to keep the account current, and must submit travel receipts immediately upon return from travel for voucher to be processed.

· Lab Director or Research Leader will approve the voucher and the National Finance Center (NFC) releases payment to your salary EFT.

· Pay your bill without service fee at www.myeasypayment.com (allow 3 days) 

· Mailing a payment may take 10 days for mail, processing, and posting

· You are required to pay your account when due whether you were reimbursed for your expenses or not.  Early ticketing (15 days prior to departure) may require immediate payment.  

5.  Due Dates/Deadlines
· Account payments are due on the 2nd of the month.

· Delinquent reports are generated on the 8th of the month.

6.  Contact List/Helpful Links/P&Ps
· Bulletin 03-304, “Major Changes in the Use of Management of Travel Charge Cards”, http://www.afm.ars.usda.gov/ppweb/03-304.htm
· Bank of America website; www.myeasypayment.com
· Bulletin 07-301 Use and Management of Travel Charge Card http://www.afm.ars.usda.gov/ppweb/Bulletins/07-301.pdf
· Training for Travel Card http://fss.gsa.gov/webtraining/trainingdocs/traveltraining/index.cfm
· OMB Circular A-123, Appendix B http://www.whitehouse.gov/omb/circulars/a123/a123_appendix_b.pdf.  
· Bulletin 07-305 Employee Self-Registration of Bank of America Online Access http://www.afm.ars.usda.gov/ppweb/Bulletins/07-305.pdf 

7.  Forms

· Travel Card Application Form (check w/your Area Office for current version)

· SF-1164  Claim for Reimbursement for Expenditures
8.  FAQs


9.5 TRAVEL – Non-Federal Travelers
1.  Introduction
There are instances when it is beneficial to ARS for non-federal individuals to travel under government reimbursement of costs in support of the Agency’s mission.  Additional forms are required to process non-federal travel authorizations and reimbursement vouchers and Area Offices may have their own policy on how to receive approval for non-federal travelers. 
This type of travel would normally be authorized to interview candidates for vacant positions, and for travel by people who are given compensation for seminars or other research support services not covered by another payment method such as an honorarium.
2.  AO Responsibilities
· Ensure unit secretaries are using mandatory eGovernment travel vendor for USDA to purchase air and ground transportation tickets, rental car agreements, and hotel reservations.
· Ensure foreign airfare and non-government traveler’s airfare is charged to the GVTS on the AD-202.
· Ensure travel is in compliance with the FTR and Area policies.
· Ensure that forms are filled out accurately and forwarded to correct individuals.
3.  Flowchart -   N/A   
4.  Process/Procedures

· The Name Supplement File Form, and the FFIS Vendor Request Form are used to set-up NFC records of non-federal travelers.  These forms must be completed two weeks prior to travel to allow adequate time to set up the traveler in the NFC system, for the Unit to issue the travel authorization, to obtain Area Director Approval, and for travel arrangements to be made in the most cost effective manner.  
· Additional guidance is available through the Area Travel Assistant (ATA).
· Managers may reimburse all or a part of pre-employment interview travel expense; i.e., only subsistence or only common carrier transportation costs.  Decisions on payment of expenses for pre-employment interviews will be based on a written justification and approved using form REE-11, New Hire Recruitment Incentives. 
· Travel expenses may normally be paid for no more than five top candidates who are within reach for appointment.  All authorized expenses, with the exception of transportation expenses by common carrier, are to be paid by the interviewee.  Agencies will reimburse the interviewee for allowable travel expenses upon submission and approval of a travel voucher based on valid documentation and receipts.  
· An interviewee cannot be issued a travel advance.
5.  Due Dates/Deadlines
· Entry into FFIS Vendor list requires 2 weeks prior to travel.
6.  Contact List/Helpful Links/P&Ps
· P & P 340.0 Delegations of Authority 

http://www.afm.ars.usda.gov/ppweb/340-0.HTM
· P & P 341.2, Acceptance of Travel Funds from Non-Federal Sources          http://www.afm.ars.usda.gov/ppweb/341-02.HTM 
7.  Forms
· REE-11, New Hire Recruitment Incentives http://www.afm.ars.usda.gov/forms/employ/ree11.PDF  

· Name Supplement File Form http://www.arsnet.usda.gov/pastg/sop/travel/Name%20Supplement%20File.doc 
· FFIS Vendor Request Form http://www.arsnet.usda.gov/pastg/sop/travel/Name%20Supplement%20File.doc 
8.  FAQs


9.6 TRAVEL – Acceptance of Funds from Outside Sources
1.  Introduction
Policy in the “Federal Travel Regulation (FTR), Chapter 304, Part 1, incorporates authority under Title 31 U.S.C. 1353, under which agencies may accept payments from a non-Federal source, or authorize an employee to accept such payments on behalf of the agency in connection with the attendance of its employee (and/or the accompanying spouse of such employee when applicable) at a meeting or similar function.

2.  AO Responsibilities
· Ensure paperwork is forwarded to Area Office for approval of acceptance of funds from outside sources prior to travel.   
3.  Flowchart – N/A
4.  Process/Procedures
· Prior to travel the employee needs to provide to the Program Assistant/Secretary a request and justification for acceptance of travel funds from the non-Federal source. Include the letter of offer to pay travel expenses from the non-Federal source and the “Approval and Report of Travel Funds Received from non-Federal Source”, form AD-1101.
· MU Secretary / Program Assistant will prepare a letter of acceptance from the approving official to the non-Federal source; form AD-1101, itinerary and the AD-202.  Include in the remarks, “Acceptance of funds from a non-Federal source is in accordance with FTR Chapter 304-1.” 
· Once all materials are reviewed by Location Administrative Office, completed paperwork will be forwarded to the ATA.
· If this is a foreign non-federal source, please complete ARIS/FTIS record and Visa application.  Send passport to Area Transportation Assistant (ATA) along with Visa application if required.  Traveler is required to fill out form according to “Country/Visa requirements listing in ARIS/FTIS”. 
· The Area Office will review the request, justification, and letter of offer from the non-Federal source. Ensure that the reasons given for use of travel funds from the non-Federal source meet the requirements of the conflict of interest analysis and are in accordance with agency policy.
· If approved, the Area Office will sign the original letter of acceptance and forward to the non-Federal source and return a copy to the Location travel coordinator.  
· If disapproved, the Area Office will return all contents to the Reviewing Official marked “Disapproved”. 
5.  Due Dates/Deadlines

· For ARS, Deputy Area Directors or other designated Area officials will coordinate reporting for their Locations and forward semi-annual reports, prior to the due dates above, to the TRSB, FMD. 
6.  Contact List/Helpful Links/P&Ps
· P & P 341.2, Acceptance of Travel Funds from Non-Federal Sources          http://www.afm.ars.usda.gov/ppweb/341-02.HTM
· Report of Funds Received from Non-Federal Sources http://www.afm.ars.usda.gov/ppweb/341-02.HTM
· Foreign Travel Checklist, MWA SOP http://www.arsnet.usda.gov/pastg/sop/travel/CHECKLIST.pdf 
· Outside Funds Letters (Domestic & Foreign), MWA SOP http://www.arsnet.usda.gov/pastg/sop/travel/index.html 
7.  Forms -    N/A

8.  FAQs


9.7 TRAVEL – Foreign Travel 

1.  Introduction
It is ARS policy to pay for any foreign travel that is in the best interest of the government, whether it is related to collaboration with other scientists to further mission related science, or if it is required to attend professional society meetings or to present papers as an invited speaker.  Approval for this travel must be initiated as soon as possible through the ARIS Foreign Travel Information System (FTIS) process and will also require that a federal passport be obtained for use by the authorized employee.  Most foreign travel requires 60 to 90 days to process depending upon the passport and visa applications.  Scientists who are representing the U.S. government overseas need to have country clearance; ATAs work with the Foreign Agricultural Service and the Embassy for this approval.  
2.  AO Responsibilities

· Maintain the passports of all Location travelers in a secured fireproof safe or lockable cabinet and maintain a log to document when they are released to the Area, FAS or the traveler and returned.  The traveler must sign the log that they received/returned their passport.

· Assist Research Unit, Area and or HQ travel personnel with tracking passports through ARIS and paperwork prior to travel.

· Assist new employees with obtaining federal passports when requested, and renewing current employee passports when required.  Renewal takes a minimum of 30 to 90 days, new passports require 60 to 90 days depending upon availability of personal passport.  
· Ensure federal passports are returned when employees separate as passports are accountable federal property.
3.  Flowchart   - N/A
4.  Process/Procedures

· The Management Unit office Secretary/Program Assistant will initiate all foreign travel authorization requests based on input from the scientist once the approvals from Headquarters program staff and the Research Leader are confirmed in ARIS.  The AO maintains control of the passports at the Location when they are not being used by the traveler, or pending action at Area or HQ during the visa process.  It will be the responsibility of the traveler to contact the Location Travel Coordinator or Unit Secretary/Program Assistant within the Research Unit to follow-up on the status of travel documentation 2 to 3 weeks before the scheduled trip.

· Headquarters sends travel direction through the ATA which is then forwarded to Location Offices.  Foreign travel passports and country clearances are coordinated through the ATA.  
· The ATA is the Location point of contact for foreign travel.  The traveler should begin contact with the Location Travel Coordinator (LTC)/Unit Secretary, 90 days prior to the anticipated departure date, or more lead time if they do not have an official passport.  This will allow the Location time to enter ARIS/FTIS, the ATA time to review and process the documents, and provide ARS Headquarters the required 60 days to work with the Foreign Agricultural Service and the Embassy for approval.    

· Accurate and completed travel packages submitted to the ATA will result in faster processing and receipt of travel documents for the traveler. 

· New Passport Issuance/Renewal:  Submit form AD-121 90 days in advance.  Check with your ATA, they may process this form electronically.  Send the Foreign Checklist (see link below) along with the Correct passport application (DSP-11 for new passport, when personal passport is not available for identity, DSP-82 to renew, this forms requires either a personal passport (must be expired for less than 15 years) or an expiring GOV passport, two current, recent, photos (and existing passport, if renewal).  If passport request is in conjunction with a planned trip, the AD-121 form should be submitted with the complete foreign travel package.  Remember:  You cannot travel with your personal passport, plan ahead on getting your official passport issued or renewed before you need it.
· Visas:  The LTC must first verify in ARIS or the FAS website (see link below) if a visa application is required for the trip.  If required, application that traveler fills out should be obtained from the ATA (online forms are generally for non-official travel).  The form must be completed and included in the travel package.  This is very important and sometimes omitted. 

· Approval Process:  Following final approval and processing of all required documents, ARS Headquarters Transportation Assistant will forward documents to the ATA, who will forward final documents to the Location Travel Coordinator who distributes to traveler.  Traveler should not depart without all required documents in hand, including country clearances. Traveler should carry country clearances with them, some country officials may request to see it.  In reality, often these country clearances may not arrive before a traveler leaves; work with your ATA if this situation occurs.  

· Feedback to Traveler:  In some Areas, the ATA may send an E-mail to the LTC/Unit Secretary notifying when the complete travel request documentation has been forwarded to the ARS Headquarters Office. This will vary from Area to Area.
· Foreign travel that combines official travel with personal travel (annual leave in conjunction with foreign travel must not be more than 3-5 days).   Refer to Policy and Procedure 344.2 Foreign Travel Plan. 
Failure to follow the above guidelines and timeframes may result in late issuance of passports.  If you need more information on foreign travel, foreign informational web sites, or how to fill out the travel authorization with the correct codes, you can reference Midwest Area Travel – Foreign (see link below). 

5.  Due Dates/Deadlines
· Initiate foreign travel paperwork at least 90 days prior to departure to ensure completion of Federal passport Visa requirements.

6.  Contact List/Helpful Links/P&Ps
· Currency Converter,  http://oanda.com/convert/classic
· Passport and Visa Information  http://www.state.gov/www/perdiems/idex.html
· Foreign Per Diem Rates,  http://www.state.gov/m/a/als/prdm
· Travel Warnings and Consular Information Sheets (Dept of State),  http://www.cdc.gov/travel/index.htm
· 343.6 Use of U.S. Flag Air Carriers for Foreign Travel, http://www.afm.ars.usda.gov/ppweb/343-06.htm  
· 344.2 Foreign Travel Plan, http://www.afm.ars.usda.gov/ppweb/344-02.htm  
· 345.1 Foreign Travel Itineraries, http://www.afm.ars.usda.gov/ppweb/345-01.htm     
· 345.3 Passport, Visas & Security Clearances for Foreign Travel, http://www.afm.ars.usda.gov/ppweb/345-03.htm  
· 346.4 Foreign Relocation Allowance for Predeparture Temp Qtrs, http://www.afm.ars.usda.gov/travel/policy.htm 

· National Association of Countries (NACo) Website, http://www.naco.org/template.cfm?section=find_a_country&template=cffiles/counties/usamap.cfm
· MWA PASTG Homepage, Foreign Travel Checklist http://www.arsnet.usda.gov/pastg/sop/travel/CHECKLIST.pdf
· VISA Requirements http://www.fas.usda.gov/scriptsw/visa_requirements/default.htm
· MWA PASTG Homepage http://www.arsnet.usda.gov/pastg/sop/travel/index.html
7.  Forms
· AD-121, http://www.afm.ars.usda.gov/forms/TRAVEL/ad121.PDF 

· DSP-11, http://foia.state.gov/forms/passport/ds0011.pdf 

· DSP-82, http://foia.state.gov/forms/passport/ds0011.pdf 

· MWA PASTG Homepage, Foreign Travel Checklist http://www.arsnet.usda.gov/pastg/sop/travel/CHECKLIST.pdf
· REE Forms https://reeforms.ars.usda.gov/REEForms/ 
8.  FAQs


9.8 TRAVEL – Relocation Travel 

1.  Introduction
This section covers general entitlement and allowances that may be authorized to current federal employees, new hires/appointees and new hires under Demonstration Project (DEMO) authority that are authorized a transfer of station by the Federal government, when relocation is to a new duty station within the 48 continental United States (CONUS).  
2.  AO Responsibilities

· Work with Location and Area Management to determine need to pay relocation costs for new or current employees in discussions with supervisor prior to the vacancy being advertised.  Assist with processing the appropriate forms for approval, REE-11 for new or DEMO hires, or REE-14 for current federal employees.

· Work with Area Travel Assistant (ATA) to determine specific costs to be obligated and reimbursed once approval has been received to prepare Transfer of Station Authorization.

· Work with HRD Staffing Specialist and the ATA to ensure new employee has received the Enter on Duty (EOD) letter, has complete instructions for relocation, and that the Service Agreement is signed prior to incurring relocation costs.

· Assist the employee with preparing and processing 616R reimbursement voucher and Relocation Income Tax (RIT) Claims with proper documentation.  Check with your ATA, who may complete these forms for the Location.
· Work with the ATA to deobligate remaining relocation funds once transfer of station has been completed, or at year end to deobligate expenses for portions of the relocation that have been completed.

3.  Flowchart   - N/A

4.  Process/Procedures
· The request for Payment of Relocation Expenses (form REE-11) initiated by the supervisor requires the approval of the Research Leader, Area Budget and Fiscal Officer, and the Area Director.  
· Confirmation of payment of these expenses will be coordinated with the servicing Personnel Specialist who will provide information in the Entrance on Duty (EOD) letter sent to the successful applicant filling the vacancy.  
· It is critical that determination to authorize payment of travel and transportation expenses be made before the new appointee incurs any relocation expense.  

· Once the REE-11 and HRD offer letter is received by the ATA, the ATA (in most Areas) completes the AD-202 for Area Directors signature.  Then a package of information is sent to the relocating employee.  

· To claim reimbursement for allowable relocation expenses, the employee must file an AD-616R, Travel Voucher (Relocation) and other required forms for documenting Temporary Quarters Expense (AD-569) or Buying and Selling of a Home (AD-424).  
· Travel vouchers should be prepared as the expenses are incurred.  In most Areas the ATA does the vouchers; check with your Area Office. 
· Normally the employee has two years to complete his relocation, and the costs are charged to the fiscal year in which the relocation authorization is signed.  
· In most Areas the ATA sends RIT claim packages out to employees around May or June and collects the completed paperwork and forwards to NFC; check with your ATA on the proper procedure.  

· Once all claims (and reclaims that were initially denied payment by NFC) have been reimbursed, the final RIT claim closes the activity to the original authorization obligation and remaining funds should be deobligated. Contact your ATA for specifics.
· Relocation Vouchers are always processed manually by NFC and do not go through the NFC On-Line Travel system.  
· Copies of all documentation, including possible Voucher Difference Statements issued by NFC and any subsequent Reclaim vouchers, should be provided to the ATA or kept by the ATA, the employee, and also filed in an official employee relocation file in the Location Administrative Office. 

· Newly appointed employees, or individuals not yet employed who have received a written offer of appointment and have signed a Service Agreement, REE-12, may be eligible for travel and transportation expenses.  
· When a new hire, not under the ARS Demonstration Project, is authorized payment of travel and transportation to the first post of duty, the Agency must pay all travel and transportation expenses in accordance with the Federal Travel Regulations.  
· A new hire under the ARS Demonstration Project may receive any, all, or none of the allowable travel and transportation expenses. The Management Unit Head must make a determination as to what travel and transportation expenses will be authorized and document this on the REE-11 submitted for approval.
· All current employees appointed without a break in service or former Federal employees with less than a three-day break in service or employees separated as a result of a reduction-in-force or transfer of functions within the last year to a position in a different commuting area or whose duty station is changed to a different commuting area may be entitled to travel and transportation expenses. 
· This includes employees moving from one agency to another. 
· Travel and Transportation expenses will not be paid to anyone selected from a vacancy announcement only opened to applicants in the local commuting area.
5.  Due Dates/Deadlines

· Normally all Relocation reimbursements must be claimed within a two year period after the authorization is signed.  Exceptions will be granted based on a formal written request from the employee through the Area Director to the Director of FMD, and must be submitted within 30 days prior to the expiration of the relocation authorization.  

6.  Contact List/Helpful Links/P&Ps
· AFM Website on Relocation http://www.afm.ars.usda.gov/travel/relocate/index.htm
· P & P 412.5 Recruitment and Retention Incentives and Other Special Pay  http://www.afm.ars.usda.gov/ppweb/412-05.htm
· Bulletin 05-412.5 Update to P&P 412.5 Section 8 - Relocation Bonuses and Section 7 - Relocation Expenses for Current Federal Employees http://www.afm.ars.usda.gov/ppweb/Bulletins/05-412-5.pdf 
7.  Forms
· REE-11 http://www.afm.ars.usda.gov/forms/employ/ree11.PDF
· REE-12  and REE-14 check with ATA

· AD-616R http://www.afm.ars.usda.gov/forms/TRAVEL/AD-616R.PDF 

· AD-569 http://www.afm.ars.usda.gov/forms/TRAVEL/AD569.PDF 

· AD-424 http://www.afm.ars.usda.gov/forms/TRAVEL/AD569.PDF 
8.  FAQs


Appendix 1
AGENCY ABBREVIATIONS
AAD 


Associate Area Director 

AAPC


Area Agency Program Coordinator

ABFO 


Area Budget & Fiscal Officer 

AC 


Administrators Council 

ACRM 


Area Civil Rights Manager 

ACUC


Animal Care & Use Committee

AD 


Area Director or Agriculture Department; e.g., AD-332 

ADA 


Associate Deputy Administrator 

ADA 


Americans with Disabilities Act of 1990

ADA


Associate Deputy Administrator

ADO 


Authorized Departmental Officer 

ADODR 

Authorized Department Officer’s Designated Representative 

A&E 


Architect & Engineering 

AEP 


Affirmative Employment Program 

AES 


Agricultural Experiment Station 

AFGE 

American Federation of Government Employees 

AFM 


Administrative and Financial Management 

AFMC

Administrative & Financial Management Council

AIMS

Agreements Information Management System
AM 

Administrative Management 

AITS

Area Information Technology Specialist

ALP

Aspiring Leader Program

AMP

Asset Management Plan

APD

Acquisition & Property Division

APHIS 

Animal Plant Health Inspection Service 

APO

Accountable Property Officer

APP 

Annual Performance Planning 

ARIS 


Agricultural Research Information System 

ARMPS 

Annual Resource Management Planning System 

ARS  

Agricultural Research Service 

ARSHS 


Agricultural Research Service Homeland Security 

ARSNET

ARS Network

ASHEM

Area Safety, Health & Environmental Manager

ASAP 

As Soon As Possible 

ASST AD 

Assistant Area Director 

ATA

Area Transportation Assistant

ATCA

Assistance Type Cooperative Agreement

AWOL

Absent Without Leave

B&F 

Budget & Fiscal 

BA 

Beltsville Area 

BARD 

Binational Agricultural Research and Development 

BBP

Building Block Plan

BCP

Business Continuity Plan

BCCP

Business Continuity & Contingency Plan

BoA

Bank of America

BOCC

Budget Object Classification Code

BOC

Budget Object Code

BPA 

Blanket Purchase Agreement 

BPMS 

Budget Program Management Staff 

BRCOM 

Biosafety Special Classification Code 

BRDC 

Biotechnology Research & Development Corporation 

BTER 

Biotechnology Environmental Release  

C&A

Certification & Accreditation

CAD 

Contracting & Assistance Division 

CAM

CRIS Activities Module
CARE

Consolidated Assistance, Review, Evaluation

CAT 

Category 

CATEX


Categorical Exclusion

ATS 


CRIS Allocation Tracking System 

CBA 

Corporate Billing Account 

CCB

Configuration Control Board 

CR

Central Contracting Registration

CD 

Center Director 

CDSO 

Collateral Duty Safety Officer 

CERT

Certificate of Eligibles

CFC 

Combined Federal Campaign 

CFR

Code of Federal Regulations

CIO

Chief Information Officer

CO

Contracting Officer

COB 

Close of Business 

CONUS

Continental United States

COOP

Continuity of Operations Plan

CPAIS

Corporate Property Automated Information System

CPIC

Capital Planning & Investment Control

CPRP

Capital Project & Repair Plan

CR 

Civil Rights 

CRADA 

Cooperative Research and Development Agreement 

CRAS 

CRIS Resource Allocation Schedule 

CRIS 

Current Research Information System 

CS 

Contract Specialist 

CSREES 

Cooperative State Research Education Extension Service 

CSRS 

Civil Service Retirement System 

CSS

Communications Services Staff

CTAP 

Career Transition Assistance Program 

CWU 

CRIS Work Unit 

CY 

Calendar Year 

DA 

Deputy Administrator 
DAD 

Deputy Area Director 

DAEA 

Designated Area Ethics Advisor 

DAAFM

Deputy Administrator Administrative & Financial Management

DE  

Data Entry 

DEMO
Demonstration Project

DEO
Delegated Employment Officer

EAD
Extramural Agreements Division

EAP 
Employee Assistance Program 

EEAC 
Equal Employment Advisory Council 

EEO 
Equal Employment Opportunity 

EMS
Environmental Management System

EPP
Emergency Preparedness Plans

EPA
Environmental Protection Agency

EPP
Employee Personal Page

EPS 
Environmental Protection Specialist 

ER
Employee Relations

ERRC 
Eastern Regional Research Center 

ERS 
Economic Research Service 

FAM
Field Acquisition Manual

FAR
Federal Acquisition Regulations

FAS 
Foreign Agricultural Service 

FEGLI 
Federal Employees’ Group Life Insurance 

FEHB 
Federal Employees’ Health Benefits 

FERS 
Federal Employees’ Retirement System 

FDW

Financial Data Warehouse (NFC)

FFIS 

Foundation Financial Information System 

FISMA
Federal Information Security Management Act

FLTCIP
Federal Long Term Care Insurance Program

FMD 
Financial Management Division 

FMM
Financial Management Manual

FOB
Fiscal Operations Branch, FMD

FOIA 
Freedom of Information Act 

FPL 
Full Performance Level 

FSA
Flexible Spending Account

FSS
Federal Supply Schedule

FTE 
Full Time Equivalent 

FTR
Federal Travel Regulations

FY 
Fiscal Year 

FYI 
For Your Information 

GAO 
Government Accountability Office 

GBL 
Government Bill of Lading 

GCP 
Grade Category Problem 

GOV 
Government Owned Vehicle 

GPO 
Government Printing Office 

GPRA 
Government Performance & Results Act 

GPS
Global Positioning System

GS 
General Schedule 

GSA 
General Services Administration 

GVTS
Government Vendor Transportation System

HPRL 
High Priority Requirements List 

HQ 
Headquarters 

HRD 
Human Resources Division 

HRIS
Human Resources Information System

HRM 
Human Resource Management 

IAS 
Integrated Acquisition System 

IATO
Interim Authority to Operate 

IBC 
Institutional Biosafety Committee 

IDP 
Individual Development Plan 

IPSC 
Indirect Program Support Costs 

IR 
Invention Report 

IRC
Indirect Research Costs

IS 
Information Staff 

ISSP
Information Systems Security Plan

ISSPM
Information Systems Security Program Manager

IT
Information Technology 

L/A
Letter of Authority

AO 
Administrative Officer 

LAPC
Local Agency Program Coordinator

LC 
Location Coordinator 

LD 
Laboratory Director 

LEAD
Leadership Evaluation & Development Program

LEO
Location Environmental Officer

LERB 
Labor Employee Relations Branch 

LOI
Letter of Intent

LS 
Lead Scientist 

LSS
Location Support Staff

LTC
Location Travel Coordinator 

LTC
Long Term Care

LWOP
Leave without Pay

M&IE
Meals & Incidental Expenses

MMOU 
Master Memorandum of Understanding 

MOU
Memorandum of Understanding

MSA 
Mid-South Area 

MSPB
Merit System Protection Board

MU 
Management Unit 

MSDS
Material Safety Data Sheets

MWA 
Midwest Area 

NAA 
North Atlantic Area 

NACOP 
National Advisory Council for Office Professionals 

NAL 
National Agricultural Library 

NASS 
National Agricultural Statistics Service 

NEPA
National Environmental Policy Act

NFC 
National Finance Center 

NFCA
Non-funded Cooperative Agreement

NFMP 
National Facilities Management Plan 

NIMSS 
National Information Management and Support System 

NLP
New Leader Program

NOB 
Northern Operations Branch 

NPA 
Northern Plains Area 

NPL 
National Program Leader 

NPPC 
National Patent Program Coordinator 

NPS 
National Program Staff 

NTE 
Not to Exceed 

NTIA
National Telecommunications Information Administration

OA 
Office of the Administrator 

OCI 
Office of Cooperative Interactions 

OCIO 
Office of Chief Information Officer 

OEP
Occupant Emergency Plan

OF 
Optional Form 

OGC 
Office of the General Counsel 

OGE 
Office of Government Ethics 

OICD 
Office of International Cooperation & Development 

OIG 
Office of Inspector General 

OIRP 
Office of International Research Programs 

O&M
Operations and Maintenance (or OM)

OJT
On the Job Training

OMB
Office of Management & Budget

OMSP 
Occupational Medical Surveillance Program 

OPF
Official Personnel File


OPM 
Office of Personnel Management

OSHA
Occupational Safety & Health Administration

OSQR 
Office of Scientific Quality Review 

OTT 
Office of Technology Transfer 

OWCP 
Office of Workers’ Compensation Program 

P&P 
Policies and Procedures 

PA 
Program Analyst and Purchasing Agent
PAA 
Program Analyst Assistant 

PAO 
Procurement Assistance Officer 

PASTG 
Program Administrative Support Task Group 

PC 
Personal Computer 

PCMS 
Purchase Card Management System 

PD 
Position Description 

PDL
Payroll Detail Listing

PDRAM 
Program Direction and Resource Allocation Memo 

PEAK 
Professional Excellence and Knowledge 

PFT 
Permanent Full Time 

PG
Project Grant

PI 
Principal Investigator 

PIED 
Policy, Innovation, & Employee Development 

PIP 
Performance Improvement Plan 

PIV
Personal Identity Verification

PM 
Program Management 

PMO
Property Management Officer

POAM
Plans of Action & Milestones

POL
Position Organization Listing

POV 
Privately Owned Vehicle 

PP
Performance Plan

PPT 
Permanent Part Time 

PROP
Personal Property Database (NFC)

PSP 
Position Staffing Plan 

PWA 
Pacific West Area 

QSI 
Quality Step Increase 

R&D 
Research & Development 

R&J
Recruitment & Justification (Form)

R&M 
Repair & Maintenance (or sometimes RM)

RAP 
Research Apprenticeship Program 

RCA
Reimbursable Cooperative Agreement

REE 
Research, Education & Economics 

RGEG 
Research Grade Evaluation Guide 

RIF 
Reduction in Grade 

RIT
Relocation Income Tax 

RL 
Research Leader 

RPES 
Research Position Evaluation System 

RPMO
Real Property Management Officer

RPS 
Research Project Statement 

RSA 
Research Support Agreement 

RU 
Research Unit 

SAA 
South Atlantic Area 

SAMS 
Salary Allocation Management System 

SBG 
Scored Below Grade 

SBIR 
Small Business Innovation Research Program (same as SBG fee) 

SCA
Specific Cooperative Agreement

SCD 
Service Computation Date 

SCEP 
Student Career Experience Program 

SEC 
Secretary 

SES 
Senior Executive Service 

SET 
Service Employees Team 

SEU 
Special Examining Unit 

SF 
Standard Form 

SHEM 
Safety Health & Environmental Management 

SIP 
Summer Intern Program 

SIR 
Statutory Invention Registration 

SLP 
Salary Lapse Policy 

SOF
Status of Funds

SOP 
Standard Operating Procedures 

SPA 
Southern Plains Area 

SRC
Shared Research Costs

SSRS 
Senior Scientific Research Service 

ST 
Scientific and Technical Positions 

STAR 
System for Time & Attendance Reporting 

STCA
Standard Cooperative Agreement

STEP 
Student Temporary Employment Program 

STP 
Strategic Plan 

SUSF
Suspense Table (NFC)

SY 
Scientists (Scientist Year) 

TMACO
Telecommunications Mission Area Control Officer

T&A 
Time & Attendance 

TDL
Transaction Detail Ledger (NFC)

TDY
Temporary Duty Travel

TELE
Telecommunications Vendors System

TFCA
Trust Fund Cooperative Agreement

TFT 
Temporary Full Time 

TOD
Tour of Duty

TPS 
Target Percent in Salaries 

TPT 
Temporary Part Time 

TSP 
Thrift Savings Plan 

TUMS
Telecommunications & Utilities Management System

USDA 
United States Department of Agriculture 

VPN
Virtual Private Network

WG
Wage Grade

WGI 
Within Grade Increase 

Appendix 1.V
AO Leadership Competencies
The following AO leadership competencies have been segmented into three categories.  Category A competencies must be demonstrated to meet the requisite baseline performance level of an AO.  Category B competencies would be demonstrated at the next higher performance level; and Category C would be demonstrated at the highest performance level.  

CATEGORY A  


· Interpersonal effectiveness / Negotiating 
-Persuades others; builds consensus through give and take; gains cooperation from others to obtain information and accomplish goals; facilitates win-win situations.
-Builds productive and constructive professional relationships with key customers, peers and staff. 
- Considers and responds appropriately to the needs, feelings, and capabilities of different people in different situations; is tactful, compassionate and sensitive, and treats others with respect. 
-Manages and resolves conflicts and disagreements in a positive and constructive manner. 
· Effective Communications
- Makes clear and convincing oral presentations to individuals or groups; listens effectively and clarifies information as needed; facilitates an open exchange of ideas and fosters atmosphere of open communication.
- Expresses written facts and ideas in a clear, convincing and organized manner.
· Customer service
-Works to establish clear service expectations with customers.
-Provides consistent, reliable, precise, and responsive service that meets the needs of customers.
-Balances interests of a variety of customers and adjusts priorities to respond to pressing and changing client demands.  
-Seeks input from customers on how service can be improved. 


· Technical competence & credibility
-Understands, defines, and appropriately applies procedures, requirements, regulations, and policies related to efficient day-to-day operations within that Location.  
-Understands linkages between administrative competencies and mission needs.
-Understands, adopts and effectively utilizes information technology systems to accomplish the work of the Location. 
-Ensures the day-to-day business of the Location gets done correctly and on schedule.


· Flexibility/adaptability
-Is open to change and new information; adapts behavior and work methods in response to new information, changing conditions or unexpected obstacles.  Adjusts rapidly to new situations that warrant attention and resolution.


CATEGORY A (Continued)

· Results oriented / Accountability 
-Assures that effective controls are developed and maintained to ensure the integrity of the organization.  Holds self and others accountable for rules and responsibilities.  Can be relied upon to ensure that projects within areas of specific responsibility are completed in a timely manner and within budget.  Monitors and evaluates plans, focuses on results and measuring attainment of outcomes.
-Uses data to track and understand performance improvement progress.  


· Leveraging Diversity
-Partners with Location Leadership Team to recruit, develop, and retain a diverse high-quality workforce in an equitable manner.  Leads and manages an inclusive workplace that maximizes the talents of each person to achieve sound business results.  Respects, understands, values, and seeks out individual differences to achieve the vision and mission of the organization.  Develops and uses measures and rewards to hold self and staff accountable for achieving results that embody the principles of diversity.


CATEGORY B

· Service Ethic / Organizational Stewardship
-Creates and sustains an organizational culture which permits others to provide the quality of service essential to high performance.  Enables others to acquire the tools and support they need to perform well.  Shows a commitment to public service.  
-Influences others toward a spirit of service and meaningful contributions.
-Approaches problem solving with a clear perception of organizational and political reality, recognizes the impact of alternative courses of action.


· Continuous improvement; Continual learning
-Based on day-to-day operational knowledge and expertise, seeks ways to streamline and improve operational efficiency by reducing time to deliver service.  
-Grasps the essence of new information; masters new technical and business knowledge; recognizes own strengths and weaknesses; pursues self-development; seeks feedback from others and opportunities to master new knowledge.
-Participates in identifying, leading and contributing to teams tasked with improvement objectives.  

· Problem solving 
-Identifies and analyzes problems; distinguishes between relevant and irrelevant information to make logical decisions; provides solutions to individual and organizational problems


· Conflict management 
-Identifies and takes steps to prevent potential situations that could result in unpleasant confrontations.  Manages and resolves conflicts and disagreements in a positive and constructive manner. 


· Human Resource Management
-Is able to make sound hiring decisions and to address training and development needs. 
-Assesses current and future staffing needs based on organizational goals, budget realities, and mission-critical competencies.  Using merit principals, ensures staff is appropriately selected, developed, utilized, appraised and rewarded; takes corrective action. Builds or enhances a performance culture.


CATEGORY C

· Strategic Thinking
-Formulates Location-specific multi-year plans relating to budget and finance (ARMPS), staffing, facilities management, and regulatory compliance.      
-Examines policy issues and strategic planning with a long-term perspective.  Determines objectives and sets priorities; anticipates potential threats or opportunities (e.g., strategic human capital management)


· Creative thinking 
-Develops new insights into situations and applies innovative solutions to make organizational improvements; creates a work environment that encourages creative thinking and innovation; designs and implements new or cutting-edge programs/processes (e.g., effective change management).


· Emotional Intelligence
-Deals effectively with pressure; maintains focus and remains optimistic and persistent even under adversity.  Recovers quickly from setbacks.  Effectively balances personal life and work.
-Self motivated.  Recognizes and manages own emotions.  Recognizes emotions of others and take this factor into consideration when interacting with others.    


· Partnerships / Networking
-Develops networks and builds alliances, engages in cross-functional teams; collaborates across organizational boundaries ( ie, Universities, State, & and stakeholder entities) and finds common ground with a wide range of stakeholders.  Utilizes contacts to build and strengthen internal support bases.
-Inspires, motivates, and guides others towards goal accomplishments.  Consistently develops and sustains cooperative working relationships.  Encourages and facilitates cooperation within the organization and customer groups; fosters commitment, team spirit, pride and trust.  Develops leadership in others through coaching, mentoring, rewarding and guiding employees.
-Liaises with external organizations (University, State and stakeholder entities) for the purpose of serving the needs of the Location and the Agency.  Represents the RL as required with these organizations.    


· Provides Ethical & Decisive Leadership
-Exercises good judgment by making sound and well-informed decisions; makes effective and timely decisions, even when data are limited or solutions produce unpleasant consequences; is proactive and achievement oriented.
-Instills mutual trust and confidence; creates a culture that fosters high standards of ethics; behaves in a fair and ethical manner towards others, and demonstrates a sense of corporate responsibility and commitment to public service.

Appendix 2.18.1
A Quick Guide to AAMS-USDA
Background 

USDA is replacing the excess module of PMIS that was referred to as the Departmental Excess Personal Property Coordinator (DEPPC) with the General Services Administration’s Agency Asset Management System (AAMS).  AAMS is a module within GSA’s GSAXcess system.

The primary benefits of AAMS/GSAXcess are:    

· report excess for internal screening,

· report exchange/sale property, 

· link for submitting pictures,

· select data from several drop down menus,

· generate electronic transfer documents, 

· receive e-mail notifications, 

· access to on-line Help menu, and

· use of one excess system.  

AAMS collects the same reporting data as DEPPC.  However, AAMS displays the data in a different layout.  AAMS will not carry over property data from PMIS/CPAIS.   Users must key in required property data.  Areas/Locations will be responsible for allocating excess property that is requested only during USDA’s internal screening period.  

Establishing Users 

Headquarters (ARS, AFM, APD, PSSB) will establish Area/Location User-ID’s and passwords.  Users should follow any internal Area policy to request access to AAMS/GSAXcess.  Users may have multiple access levels.  Levels are:  

· Report, and 

· Search and Select

To request access, submit the following information, via e-mail to  Cheryl.Brumback@ars.usda.gov):    

· Name,

· E-mail address,

· Fax Number, 

· Telephone Number,

· Activity Address Code, and 

· Access level (report and search/select or search/select only)

When Headquarters establishes ID’s, the system will forward an e-mail notification directly to the new user.  The e-mail will include the new user’s identification code and temporary password.  

USDA has programmed the system to automatically delete any User ID for non-use during a 6-month period.  Users will have to request reinstatement through Headquarters, submitting all required information.

Reporting Excess

Users should follow internal Area/ARS policy prior to reporting excess, ensuring appropriate approvals and supporting documentation.  Prior to submitting excess reports, users should ensure they have adequate descriptive information to describe excess items.  The more accurate and descriptive information the user provides, the greater the opportunity for reutilization.

To report excess users will access AAMS through www.gsaxcess.gov
· click on the AAMS-USDA link at the top of the screen,  

· click on the “Create Report” link under Report Property, and 

· follow the field layout and key in the required information.

AAMS highlights mandatory fields in yellow and highlights fields that provide a drop down menu in blue.  Most fields are self-explanatory.  If users have questions regarding specific fields, click on the “Help” button, to the right of the screen, to access the on-line menu.      

The Item Control Number replaces the excess report number (ERN) previously used in DEPPC but uses the same format; activity code address, Julian date and line item number.  There is an additional suffix to the item control number for submitting pictures.

There is a separate section for property contact information and for the custodial/ technical contact.  Users must complete both the property contact information and the custodial contact information, regardless if the information is the same.  When updating, ensure all contact information is accurate, specifically accurate e-mail addresses and fax numbers.  AAMS sends e-mail notifications and users rely on fax numbers to process transfers.  The system default is to forward an e-mail notification to the property point of contact when excess reports transfer to GSA Sales and when the user changes the “drop after internal screening” field to “Yes” (for transfers under Computers for Learning, Stevenson-Wylder, etc.).  

Not all fields in the reporting module are required, such as “special description code and text”, “fair market value”, and “date manufactured”.  “Agency Location Code” and “Appropriation” fields are only required when reporting exchange/sale property.  When submitting excess reports, the system will list error messages if all required fields are not completed or in incorrect format.  We have included specific information for the following fields:

Upload Pictures.  Click on link for naming and transmitting pictures for on-line customers.  The name of your picture must match your report number (example:  12315962650001).  Picture files must end in “jpg”.  Users may also upload pictures after submitting the excess report by clicking on the option “upload pictures in the main AAMS/GSAXcess menu. 

When uploading pictures, users must enter the following user id and password:

User Name:  xcessupld

Password:  send2see

Property Type.   Most all property falls into the category of “Regular Utilization and Donation Screening”.  The exception is “exchange/sale” property (primarily for our vehicles).  If property is “excess”, the default is “no special requirements.”  ARS does not have special authority to retain sales proceeds from excess/surplus property.  ARS may only retain sale proceeds for exchange/sale property.  If property is “exchange/sale,” click on “Exceptions”.  After indicating “exceptions”, users will see additional selections.  Click on “exchange/sale (replacement authority). 
Special Instructions.   The default is “To Be Sold by GSA” (GSA Auction). 

Agency Control Number.  Key in the AG number (NFC-ID number) for accountable property.  For non-accountable property, users may leave blank or key in a number that is specific to your office.  

Federal Supply Class.  When users select Federal Supply Class 23, the system will display additional fields specific to motor vehicles.  Information includes:  number of cylinders, fuel type (with a drop down menu), body style (with a drop down menu) VIN, estimated mileage, make, and model.  

Item Name/Weapons List.  Key in the descriptive item name.  Users will have the opportunity to key in additional detailed information in “property description”.  If the item is a weapon, selection the descriptive option from the drop down menu.  

Drop After Internal Screening.  System default is “No”, which allows the report to transfer to GSAXcess after USDA screening.  If the user is reporting excess for USDA screening only (for transfers under Steven-Wydler, etc), change to “Yes”.  When changed to “yes”, the report will not be transferred to GSAXcess or GSA Auctions.

Excess Release Date.  System generated.  This is the date when 15-day internal screening is completed.  If the Area/Location has an urgent need to shorten this period, Area Property Management Officers may request permission to shorten the time frame through Headquarters.  Headquarters will request permission from the Departmental Coordinator for AAMS in USDA’s Office of Procurement and Property Management. 

Surplus Release Date.  The system will generate this date once the report transfers from internal screening to GSAXcess.  Items will remain in GSAXcess for 21 days.  

Property Description.  Key in the “serial number(s)” and additional detailed descriptive information as appropriate.

Click on “Submit” to submit the report. 

If users have multiple excess reports to process, AAMS offers an option after the first submission to “retain common data”, which is property and custodial point of contact, or “re-display all data”, which includes point of contacts and primary property data.   These fields are displayed at the bottom on the screen.

Users may submit similar lots of excess by grouping similar items together.  Users need to ensure they key in the correct quantity and the acquisition cost per unit. 

Under the “Report Property” menu, users may modify or delete excess reports as appropriate.  Follow the screen prompts.

Reporting Excess for USDA Internal Screening

When reporting excess for USDA internal screening (for transfers under USDA Donation Programs such as Stevenson-Wydler Technology Act, Computers for Learning, etc.) users will follow same prompts for Reporting Excess. However users must change field “Drop After Internal Screening Period” from No to “Yes”.  This will prevent the system from forwarding the report to GSAXcess.  The property contact will receive an e-mail confirming that the report has cleared internal screening.  The property contact can follow existing policies to process transfers under Donations Programs, etc.
Appendix 2.19.1

 Reporting Exchange and Sale Property
Background 

Following are specific instructions for reporting exchanges and sale of federal property.  Reporting sales and exchanges are required.  

· click on the AAMS-USDA link at the top of the screen,  

· click on “Create Report” link under Report Property, and

· follow the field layout and key in the required information.

Under “Property Type” click on “Yes” to indicate property is “Exchange/Sale.

The following fields are mandatory for exchange/sale property.  These fields indicate the Agency deposit symbol and appropriation fund where sale proceeds are credited.  For assistance in determining the appropriate codes, contact your Area Budget and Fiscal Officer.  

· Agency Location Code (Station Deposit Symbol)

· Appropriation or Fund To Be Reimbursed

Under “Special Instructions” the system default is “To Be Sold by GSA”.  If the Area/Location plans on selling the excess personal property themselves or through a contractor, the user will need to un-check this box.  Our primary resource for conducting sales is GSA Auction.  

Complete remaining fields as appropriate and finalize by depressing “Submit”.

Note:  Exchange/sale property will undergo a shortened screening period for both USDA and GSA, 3 days for each cycle.  Other USDA and Federal agencies may request exchange/sale property.  However, they are required to pay the fair market value for exchange/sale property.  The holding office determines the fair market value.  

Freezing Excess During Internal Screening Period

When a user places a freeze request on excess during the internal screening period, the user will receive an e-mail notification confirming the freeze and asking the user to verify the shipping address.  Within 24 hours, the system generates an electronic form SF-122, Transfer Order.  The user is required to obtain the appropriate approving official’s signature.  The approving official should be someone who is authorized to approve, or has authority to approve obtaining excess Government property for official Government business.  

The approving official must complete the form SF-122 with their signature and title and then fax the completed form to the reporting agency’s property contact.  Prompt completion and return of the transfer document is essential since alLocation is initially based on a first come first serve basis.  However, alLocation is not confirmed until the reporting agency returns a completed transfer document back to the requesting agency.  The requesting agency is responsible for paying transportation costs.  

To “Freeze” excess during internal screening, access AAMS through www.gsaxcess.gov 

· click on the AAMS-USDA link at the top of the page,  

· click on the “Search and Freeze” link, and 

· enter your search criteria (FSC, item control number, activity address code, description, state, etc.).

The system will display excess records that meet the search criteria.  To view details of a specific record, click on the item description.  The system will display detailed information regarding the item.  To “Freeze”

· click on “freeze”, 

· enter “freeze quantity” (users cannot request a freeze quantity greater than the number available),

· enter “approving official” data (name, e-mail, fax, ), 

· enter shipping address, and 

· click on “freeze” to finalize.

Deleting a Freeze  

It is extremely important to delete an inadvertent freeze or a freeze no longer wanted.  AAMS will not forward an excess report to GSAXcess if there is a pending internal freeze.  To delete a freeze, access AAMS through www.gsaxcess.gov 

· click on the AAMS-USDA link at the top of the page, and  

· click on “Delete Freezes” 

The system will display records that have been “frozen” by the user (identified by the User-ID),  The user will:   

· identify the property by the item control number,

· click on the “selection box” next to the item, and

· click on “delete”.

The system will display the number of “freezes” that have been deleted.  

Allocating Excess

Agencies are responsible for allocating excess requested during the Internal Screening Period.  However, when excess passes to GSAXcess, GSA has sole responsibility for allocating excess personal property.

During the Internal Screening Period, USDA agencies and their sponsoring institutions have the opportunity to acquire excess before it becomes available in GSAXcess.  Examples of USDA sponsoring institutions are:

· 1862/1890 Land Grant Institutions, and

· Forest Service-FEPP Institutions, 

These institutions have the same eligibility as a USDA agency.  They have priority to acquire USDA excess before organizations eligible under “Computers for Learning” or “Stevenson-Wydler Technology Act”. All transfer requests must go through their sponsoring agency.  Follow agency policy to transfer to eligible institutions.

When allocating excess property, agencies will follow existing USDA Policy, which states alLocation is on a first come first serve basis.  If there are competing requests, use the following criteria for determining alLocation:

· emergency need, or 

· avoiding a new procurement.

When a user places a freeze on excess property, the user receives an e-mail notification forwarding the electronic form SF-122.  Without checking the system, the reporting agency is only aware of a “freeze” upon receipt of the transfer document.  After receipt of the transfer document, the reporting office will:

· review the transfer document, 

· approve the form by providing signature and title, 

· fax the completed transfer order to the requesting agency, and

· allocate the property in AAMS.

The reporting agency and the requesting agency will work together to process the transfer.  AlLocation will not occur until the reporting agency returns a completed transfer document back to the requesting agency.  The requesting agency is responsible for paying transportation costs.  

The reporting agency should notify the requesting agency if the request is denied, such as competing requests, withdrawing excess for internal use, etc.  

Allocating in AAMS.  After completing the transfer document, the reporting contact will allocate the transfer in AAMS through www.gsaxcess.gov 

· click on AAMS-USDA link at the top of the page,  

· click on the link to “Review and Transfer Multi Items” or “Review and Transfer Single Item” as appropriate,

· identify the property by the item control number,

· enter the quantity transferred, and

· click on “Transfer”.  

User will receive a confirming message that the transfer is completed.  

Note:  When allocating, users need to ensure they are aware of the eligibility status of USDA agencies and USDA sponsoring institutions and regulations covering alLocation criteria and competing requests.  Call the Personal Property and Support Service Branch for assistance.  

Additional AAMS Features 

AAMS offers other features that are not listed in this short guide.  Offices should explore the system to familiarize themselves with these features and determine how they may assist them.

Address questions using AAMS through Personal Property and Support Service Branch or through GSAXcess Help Desk.  
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Figure 9.3.8.2 – Leisure Travel in Conjunction with Official Travel


(Synopsis of Bulletin 05-304)








Travelers must reserve and ticket their official travel using FedTraveler.  The tickets should be for transportation directly to and from their official duty station to their temporary duty station(s).  �


To arrange leisure travel, the traveler must exchange the tickets issued for official travel directly with the airline and have the airlines reissue the tickets to add any non-official destinations.  





The traveler must pay any difference in cost between the cost of the official travel and the cost of the leisure travel with a personal credit card.  The difference in cost is the responsibility of the traveler and may not be reimbursed.  Any credit due if the reissued tickets are less costly should be credited to the form of payment (either the traveler’s individually billed account or the government transportation system account) used to purchase the official transportation tickets.





Travelers may not use government contract airfare for leisure travel; government contract airfare is for official travel only.  





Travelers are ineligible for per diem for personal days taken in conjunction with official travel. 





Travelers must have specific authorization for leave taken with official travel.








Figure 9.3.8.1 - RECONSTRUCTED TRAVEL








Drive POV instead of fly:    On a piece of paper, make three columns:





Estimated Costs of Travel�
Fly �
Drive Receipts�
�



Flying:�
�
�
�
Airfare Cost (per FedTraveler – refundable cost)�
$689.60�
�
�
Parking/Shuttle to airport�
20.00�
�
�
Shuttle to/from airport at TDY hotel�
30.00�
�
�



Drive POV en route expenses:�
�
�
�
Lodging (en route receipts not to exceed GSA rate)�
�
$150.00�
�
Tolls, etc�
�
$3.00�
�
Parking (at TDY hotel, etc)�
�
40.00�
�
Mileage (per Map Quest) 48.5 x mi.�
�
906.95�
�
Meals (en route lodging location per diem)�
�
156.00�
�
�
�
�
�
�
�
�
�
Total�
$709.90�
$1,255.95�
�
****The traveler will be reimbursed the lowest rate of the two.  Reimbursement is limited to the constructive cost of the authorized method of transportation.  Constructive cost is the sum of per diem and transportation expenses the employee would have reasonably incurred when traveling by the authorized method of transportation.





On the Authorization (202):


Field 23.  Expenditures/Subsistence:  (Only per diem AT the official destination TDY)


POV IND:  N


POV Rate:  leave blank


Common Carrier IND:  Y


Transportation Mode:  P


Estimated Amount:  $xxx   (Total from Fly column)


Page 3 remarks:  “Constructed travel at no additional cost to the government.” (Briefly explain)





On the Time Sheet:


	Charge leave for any duty hours that are missed as a result of travel by POV. 





On the Voucher:


Collect en route lodging receipts, complete the Drive Receipts column, and reimburse the traveler for the lesser of the two -- either the Fly column or the Drive column.  Place the total to be reimbursed in the airfare field.





FTR301-10.300 – 310


�









Final 1-08

Page 102

_1173763153.xls
Property

		

				DEMONSTRATION PROPERTY INFORMATION SHEET

		1		Agency:				Agricultural Research Service

				1a		Bureau:

		2		Project Name:				Western Cotton Research Laboratory

								4135 East Broadway Road

		3		City:				Phoenix

		4		State:				Arizona

				Zip Code				85040

		5		Acres:				7.61 Acres

				GSA Installation No.		Property ID		Property Name		Predominate Use		Total Acres		Acquisition Date		Acquisition Cost

				13097		534405L000		OWNED LAND, 7.61 ACRES		RESEARCH		7.61		04/08/1966		$1,763,585

		6		Gross sq ft:				53,824 sq. ft.

		7		Acquisition Date				1966

		8		Property Description/ Predominant Use:

				GSA Installation No.		Property ID		Property Name		Predom Usage		Gross        Sq. Ft.		Acquisition Date		Acquisition Cost ($)

				20141		534405B001		OFFICE/LABORATORY 001		RESEARCH		23,479		01/01/1970		$979,676

				20141		534405B002		TOXICOLOGY LAB 002		RESEARCH		2,610		01/01/1970		$121,084

				20141		534405B003		HEADHOUSE/GREENHOUSE 003		RESEARCH		8,010		01/01/1970		$204,855

				20141		534405B004		STORAGE BUILDING 004		STORAGE		961		01/01/1970		$9,900

				20141		534405B027		STORAGE & SHOP 027		STORAGE		3,200		01/01/1968		$19,762

				20141		534405B028		COTTON GIN BUILDING 028		RESEARCH		960		01/01/1974		$8,133

				20141		534405B030		LABORATORY - REARING 030		RESEARCH		3,922		01/01/1973		$142,195

				20141		534405B031		SERVICE BUILDING 031		SERVICE		960		01/01/1977		$26,185

				20141		534405B032		INSECTARY BUILDING 032		RESEARCH		450		01/01/1972		$800

				20141		534405B033		SERVICE COMPOUND 033		SERVICE		4,620		01/01/1970		$5,750

				20141		534405B039		INSTRUMENT BUILDING 039		RESEARCH		960		01/01/1972		$3,000

				20141		534405B063		EQUIPMENT SHED 063		STORAGE		3,400		01/15/1988		$8,596

				20141		534405B068		CHEMICAL STORAGE BLDG		STORAGE		146		12/29/1998		$53,992

				20141		534405B069		CHEMICAL STORAGE BLDG		STORAGE		146		12/29/1998		$53,992

												53,824				$1,637,921

		9		Approximate Value of land is $1.9 million ($250,000 per  acre).  Estimated Fair Market Value of land and buildings to be determined by independent appraisal at time of disposal.)

		10		Annual Operating Costs: $8 million annual operating budget for both the U.S. Water Conservation Laboratory and Western Cotton Research Laboratory including salaries, utilities, R&M, etc.
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ARMPS PLANNING PROCESS

BPMS Issues

CRIS Allocations



Area/HQ Issue 

ARMP Instructions

MU Develops

 ARMP



LAO Reviews & 

Notifies Area 

Area Office 

Reviews ARMPS

ARMPS Reviews

Conducted

BPMS Issues 

Final Allocations

MU corrects; 

LAO

Reviews

Area Final Review; 

Run HQ Reports

Area “Submits”

Area ARMPS to HQ

HQ Reviews ARMPS

Area Reviews with

Administrators



And then we start all over!



		BPMS issues CRIS Allocations

		Usually in early June

		Start with the last allocation from the previous Fiscal year

		Make adjustments once the allocation has been released, if needed

		These can be found in ARIS.  We can show you tomorrow how to find them.



2.   Area/HQ issue ARMPS Instructions:

		Area instructions always precede Headquarters instructions

		Headquarters “kick-off” usually not until June when we are already conducting reviews.  Therefore, we use the previous year’s information with any new preliminary information we may have and issue our kickoff memo in March.



3.   MU Develops ARMP

		Go into the next screen to show main components.

		BPMS Allocations – use current FY funding levels to begin ARMPS process

		LAO prepares salary projections for each MU

		LAO develops Location Indirect Research Costs (IRC)

		Secretaries and LAO use checklist and all attachments provided by Area to ensure all areas have been completed as instructed in memo





4.    LAO Reviews, does State of Location with LC, notified ABFO when Location packages are ready for Area review

		LAO uses checklist for all units to ensure all areas have been completed as instructed in memo

		No longer any need for consolidation or copying onto diskettes



5.   Area Office Reviews ARMPS

		Explain that we also use the Checklist as well as the Attachments to verify everything has been addressed:

		Are CRIS numbers correct and do they match allocations?

		Is everything addressed?

		Are all needed plans attached and completed correctly?

		Does the AOP match all the plans?

		If appropriate for this package, is the 4% RM reflected in the package correctly?

		Is the IRC package accurate and does the IRC distribution match the spreadsheet and individual packages?

		Is the PSP correct and all employees accurately reflected on the PSP?

		Are the positions footnoted accurately



6.   ARMPS Reviews Conducted

		Each AD has her/his own style but object same – does the MU have the capacity to accomplish the assigned mission”

		Capacity is reflected in financial resources, human capital, facilities

		If capacity is diminished in some way, discuss how we resolve the problem.

		  BPMS Issues Final Allocations

		Final allocations due in early August.  

		Locations are NOT to send final packages until after they have received the final allocations.

		Final package should reflect any changes per the Allocation from initial draft 

		   MU Submits final to LAO for Review, & Submission to Area

		Area expects comments and requested changes from draft reviews to be incorporated into the final.

		Secretaries and LAOs need to pay attention to these comments

		   Area Final Review; Run HQ Reports

		B/F office oversees reviews of all packages for Area aggregation and submission to HQ; have to thoroughly review every package again just as we did in initial review.

		Area reports run (go through these in the ARMPS program) to be sent with the Area ARMPS

		We have to validate all data; everything has to match to the dollar – all $140M! 

		  Area Submits Area ARMPS to HQ

		Now is October timeframe

		   HQ Reviews ARMPS

		   Area Reviews with Administrators

		Now are anywhere from November to March – after the budget has been approved

		Discuss the major issues within the Area; funding problems and strategize solutions

		Discuss HPRL issues; approves RM projects; estimates how much All Other HPRL we will receive

		Once review is complete, ARMPS is considered “approved”

		   Then we start all over!
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Property

		11		# Structures

				GSA Installation No.		Property ID		Property Name		Predominate Use		Structure Unit		Acquisition Date		Acquisition Cost

				13097		534405S034		CURBING/SIDEWALKS 034		OTHER		8,449 lin. ft.		01/01/1970		$4,200

				13097		534405S035		WELL		UTILITY		27,010 lin. ft.		01/01/1970		$7,678

				13097		534405S036		SEWER LINE		UTILITY		24,226 sq. ft.		01/01/1970		$50,943

				13097		534405S037		ELECTRICAL SYSTEM 016		UTILITY				01/01/1970		$750

				13097		534405S038		ELECTRICAL SYSTEM 017		UTILITY				01/01/1977		$12,549

				13097		534405S056		PARKING AREA 18		ROAD				01/01/1979		$2,100

				13097		534405S064		FENCING 019		OTHER				01/01/1995		$2,524

				13097		534405S066		LANDSCAPING 020		OTHER				01/01/1993		$29,767

				13097		534405S067		SHELTERED WALKWAY 021		OTHER		144 sq. ft.		01/01/1996		$1,493

				13097		534405S070		CARPORT 022		SERVICE				01/01/1999		$78,789

																$190,793

		12		Sq Ft Range of Structures  (see above list)

		13		Average Age of Structures  (see above list)

		14		Predominant Use of Structures:				(see above list)

		15		Number of Personnel Currently Housed:				131 for both U.S. Water Conservation Laboratory and the Western Cotton Research Laboratory

				15a		If 11 is > 0, detail relocation plan:

		16		Disposal Costs and Funding Source:

				16a		Environmental:  Environmental Site Assessment: $5,000  (No known environmental issues.)

				16b		Relocation:  $1 million for both the U.S. Water Conservation Laboratory and Western Cotton Research Laboratory includes relocation of communications, data equipment, furniture acquisition/relocation, moving costs, etc. (Unfunded)

				16c		Other:  (To be Determined)

		17		Other Items of Note:






