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1 Oveview

A
Handbook
Purpose

B
Applicability

C
Sour ces of
Authority

7-5-01

Par. 1
Part 1 Basc Provisions

This handbook provides policies and instructions on County Office:

* position classification
* employment
e pay administration.

The provisions in this handbook are applicable to all permanent and temporary
non-Federal County Office employees.

Sources of authority for County Office personnel management programs are:

* Soil Conservation and Domestic Allotment Act (16 U.S.C. 590), as amended
o 7 CFR Part 7, which governs FSA County and Community Committees.

Continued on the next page

27-PM (Rev. 1) Amend. 1 Page 1-1



1 Overview (Continued)

D
Related
Handbooks

7-5-01

Par. 1

The following FSA handbooks relate to County Office classification, employment,

and pay.
Handbook Purpose

12-A0 workload and work measurement information

15-A0 County and Community Committee elections

16-A0 State and County Office organization and administration
3-AS forms and graphics management

25-AS records management

28-AS County Office acquisition management
3-BU reporting County Office combinations or decombinations
1-CM State and county codes and check digits

3-INFO Privacy Act operations

1-FI CCC check information

115-Fl County Office fiscal management
6-PM training, including the COT program
7-PM awards, including QSI’s
8-PM disciplinary actions, in_cluding dismissal for violations of

safety and health requirements

17-PM leave administration

22-PM benefit programs for County Office employees

28-PM County Office personnel processing requirements

27-PM (Rev. 1) Amend. 1

Page 1-2



2 Handbook Supplementation

A State Office Supplements

Par. 2

State Offices may issue the following materials:

e amendments to this handbook, according to 1-AS
e notices, according to 1-AS
e memoranda about personnel policy and procedure.

B Supplementation Requirements

Thistable lists the actions required for State Office supplementation of this handbook.

Responsible Office Action
State Office Send, to DAFO, 2 copies of each issuance in subparagraph A.
DAFO e Ensure that supplements comply with DAFO policy.
¢ Notify State Office when supplements do not reflect DAFO
policy.
e Submit 1 copy of each approved supplement to HRD for review.
HRD e Review supplements for compliance with national policy and
procedure.
e Notify State Office, through DAFO, of supplement deficiencies.

3-14 (Reserved)

4-17-06
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Par. 15
Part 2  General Postion Classification

15 County Office C& PP
A C&PP Features

The County Office C& PP:

covers all permanent and temporary non-Federal County Office positions
e ismade of 2 partsthat include C&PP for:

e CED's
e subordinate county positions

e ensures consistent pay for employees with similar duties and responsibilities
e usesgrade levels and salaries comparable to Federal classification and pay
e provides for periodic national review of classification criteriato determine:

e appropriateness for evaluating county positions
e accurate application by State and County Office personnel.

B Responsibilities
DAM directs the development and maintenance of standards for C& PP.
DAFO responsibilities include:

e ensuring that C& PP provides adequate position evaluation criteria
e providing the final determination on classification appeals and waiver requests.

Specific classification responsibilities of State and County officials are in Parts 3 and 4.

4-17-06 27-PM (Rev. 1) Amend. 12 Page 2-1



16 Position Descriptions

Par. 16

A Componentsof Position Descriptions

This table lists the major parts of position descriptions for subordinate County Office and

Field Office positions.

Part Content
Heading Title and grade of the position.
Introduction Purpose of the position and type of work assigned.

Primary Duties

Major duties assigned to the position that are performed on a
regular, recurring basis.

Supervision Received

e Supervisory controls exercised over the position.
e Postion’'s level of responsibility.
e Extent to which work is reviewed.

Knowledge Required | Knowledge, abilities, and other qualifications required to perform
the work.
Certification CED and DD agreement that position description is accurate.

*--If the position description includes FLP duties, FLM shall also
certify that it is accurate.--*

Note: No certification is required on CED position descriptions.

B Postion Descriptionsfor COT sand CED’s

Standard position descriptions are i for the following:

COT, CO-5
COT, CO-7
COT, CO-9
CED, CO-11
CED, CO-12.

4-12-02
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Par. 16

16 Position Descriptions (Continued)

C
Collateral Duties

D

County Office
Filing
Requirements

E

Using Standard
Position
Descriptions

17-30 (Reserved)

12-4-02

Collatera duties:

» areperformed in addition to the duties that determine the title and grade of a
position

+ shall be documented in an addendum attached to all copies of the employee’s
position description

*--Note: See Exhibit 4]4 for addendum to CED’s position description when FLP
loan approval authority has been delegated.--*

* do not influence the title or grade level of the position.

For al non-Federal County Office positions, CED’s shall:

» attach 1 copy of the position description to the employee’s copy of SF-50-B
that documents the assignment or change in duties

* maintain afile of position descriptions, including descriptions for vacant
positions:

* Dbytitleand grade
» for 2 years after positions have been vacated.

Standard position descriptions:

» areprovided in this handbook for positions that have similar duties and
responsibilities in many County Offices

* may be dightly modified as long as grade-controlling duties are not affected
» require CED certification and DD concurrence

» do not require an evaluation statement prepared by the State Office.

27-PM (Rev. 1) Amend. 8 Page 2-3






Par. 31
Part 3 Classifying CED Positions

Section 1 CED Classfication and Pay Plan

31 CED C&PP Features

A
Criteriafor CED  Criteriafor CED grades are announced in official updates of CED C& PP.
Grades

B
Basic Factors Five elements are used for CED grade determination:
¢  management responsibility
e program variety
e crop production
* program participation
e economic impact.
Exhibit 4.5|shows:
» elementsused for CED classification
* definition of each element at CO-11 and CO-12.
Additional details are provided with each C& PP update.
C
Data Used to CED grades are determined by using:
Determine
Grades » the County Office's yearend workload report, BU-533R, Report 1, for the base
years before each official update
o*_-data provided by ITSD on:--*
* program participation
* program payments.
D
CED at Large [Exhibit 5lincludes CED at Large positions.
Positions
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Par. 32

32 CED Grade Changes

A

*—-Full
Performance
Leve

B
Grade
Determination

C
Policy on Grade
Change

D
Downgrades

E
Qualification
Requirements

9-19-01

The full performance level for CED positionsis either CO-11 or CO-12.

To support CO-12, the CO-12 criteria of:

o elements 1 and 2 must both be met
o atleast 1 of the remaining elements must be met.

If the criteriafor CO-12 are not met, the authorized grade for the County Office is
CO-11.

CED positions shall be upgraded only when authorized by HRD.

Each C& PP update shall provide processing requirements for effecting grade
changes.

CO-12 positions that do not meet the CO-12 requirements in a C& PP update will
be re-evaluated by HRD when vacant to determine grade at which the positions
shall befilled. Immediate downgrades are not required.

CED'’s shall meet time-in-grade requirements before being promoted to a
higher-graded position.--*

Continued on the next page
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Par. 32
32 CED Grade Changes (Continued)

F

Reviewing CED *--CED grades will be reviewed annually based on the most recent data available.
Grades

The criteria of C& PP will be updated as needed to reflect current programs and
responsibilities.

Reclassification of CED positions will be authorized on a county-by-county basis
as mgjor changes in CED responsibilities occur.--*

33 (Withdrawn-Amend. 2)
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Par. 34

34 Performance Requirementsfor Upagraded CED Positions

A
STC
Determination

B
Satisfactory
Performance

C
Unsatisfactory
Performance

D
Performance
I mprovement
Period

STC shall make the final determination as to whether CED’s performance is
satisfactory or unsatisfactory.

COC, DD, and STC sndll:

+ agreethat CED’s performance is satisfactory before converting CED to a
higher grade

* submit documentation of satisfactory performance determination to the State
Office.

If COC, DD, and STC determine that CED’s performance is unsatisfactory, CED
shall not be upgraded.

STC shdl inform CED’s, in writing, of:
»  specific deficiencies in performance

» training plans and performance improvement period to provide CED an
opportunity for improving performance.

CED whose performance was unsatisfactory may be upgraded after successfully
completing a performance improvement period. The assessment period shall not
last longer than 6 months.

If CED does not demonstrate satisfactory performance at the end of the
assessment period, CED may be separated or placed in another position for which
qualified. CED may appeal the separation notice according to appeal procedures.

35 (Withdrawn-Amend. 2)

9-19-01
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Par. 36
36 Correcting Misactions

A Correcting Grade

*--If CED position is improperly graded during implementation of a C& PP update, take
corrective action.--*

B Effective Date

Corrective actions shall be retroactive to the announced effective date of the C& PP update.
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Par. 37
37 Classification Appeals

A Appeal Procedures
CED may appeal the grade of his or her position to DAFO at any time.

COC and STC shall sign CED appeal requests to indicate concurrence before submission to
DAFO.

B Appeal Documentation
The appeal shall:
e state clearly the reasons the appellant feels the position is graded incorrectly
e address specific CED C&PP classification elements
¢ include facts supporting the appeal.
C FactorsNot Considered
Appeals shall not be based on:

e nonrecurring activities such as disaster or other ad hoc programs

e farmloan responsibilities unless CED has full FLP management responsibility and loan
approval authority

e personal characteristics or interests of the incumbent CED

e comparison to other positions

e County Office errors in workload reporting

e County Office staffing

e work not performed during the years covered by the most recent CED C& PP update.
D Effective Date

The effective date of a grade change resulting from a classification appeal will be specified in
the appeal response.

E Final Decisions

DAFO decisions on classification appeals are final.
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Par. 38
38 Grade Changes Between C& PP Updates

A Gradesfor New Combinations
When County Offices combine between official updates of C& PP, HRD shall:

e determine the authorized grade for combined offices according to C& PP criteria
¢ notify the State Office, through DAFO, of the authorized grade for the combination.

B Gradesfor New Decombinations
When County Offices decombine between official updates of C& PP:

e County Offices shall provide data needed for grade determination to HRD
e HRD shall:

e determine authorized grades

¢ notify the State Office, through DAFO, of the authorized grades for the decombined
County Offices.

Note: See paragraph 54 about the impact of discontinuing a shared management operation.

39-51 (Reserved)
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Par. 52
Section 2 Shared M anagement Program

52 Program Features and Reguirements
A Basic Program Features

The Shared Management Program results when one CED manages 1 full-time County Office
and 1 or more full-time suboffices.

The suboffice in a shared management operation does not have CED or Program Technician
in Charge.

B Agreement With NASCOE

ec Exhibit 8lfor the agreement between FSA and NASCOE concerning the Shared
Management Program.

C Approval Requirements
STC's have authority to act on all shared management requests. After STC receives a
reguest for the implementation of shared management, STC or its representative shall meet
and work with the affected COC’ s to:

e Obtain their concurrence
e determine which county shall be designated as the headquarters office.

STC’ s and SED’s shall document the following in the STC minutes:

e reasons for shared management
e dtatement that all requirements have been met in the implementation process.

Any affected COC may request and receive afull review of the process or STC decision by
DAFO.

Before STC approval of the establishment of a shared management operation, SED shall
consult with the NASCOE State affiliate.

Note: The Secretary or the Administrator, if designated, has the authority to mandate or

veto the closing or establishment of any office, with or without the agreement of the
officials and offices listed in this subparagraph.
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Par. 52

52 Program Features and Requirements (Continued)

D Separating CED’s

4-17-06

If establishing a shared management operation will result in the separation of CED, COC's
shall separate CED using RIF procedures after:

e mutualy interviewing CED’s
e determining which CED is best qualified for retention.

Note: Sge paragraph 327 for RIF procedures.

State Office Responsibilities

State Offices shall:

e notify DAFO, BUD, and HRD of establishment of shared management operations
e show consolidated operations on FSA-467, as required by 3-BU.

County Office Responsibility

County Offices shall transmit approved changes in shared management officesto KCAO
through the State Office.
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Par. 53

53 CED Gradesfor Shared M anagement Operations

A Workload Requirements

B
C
D

4-17-06

There are no minimum workload requirements for the Shared Management Program.
Grade Level

The authorized CED grade for all shared management operations is CO-12. CED must meet
time-in-grade and performance requirements before being promoted.--*

Temporary Shared Management Operations

For temporary shared management operations that are expected to last more than 30 calendar
days, upgrades for CED’s should be effective on the beginning of the first pay period
following the effective date of the shared management operation. The temporary promotion
should not exceed 120 calendar days. If the temporary shared management operation lasts
for more than 120 calendar days, SED and STC shall meet with COC to work out a
permanent option.

When a temporary shared management operation is terminated, CED shall:

return to the former grade and set salary according tosubparagraph 700ID.

receive any WGI that may have otherwise been due during the intervening period

not lose any waiting time for WGI because of the temporary promotion

not be eligible for grade and pay retention.

Upgrades are not authorized for CED’ s in temporary shared management operations that last
fewer than 30 calendar days.

Time Limitation on Temporary Shared M anagement Operations
Temporary shared management operations shall not exceed 120 calendar days.

If atemporary shared management operation is expected to last for more than 120 calendar
days, STC or SED shall meet with COC to work out a permanent option.

Exceptions to the 120-calendar-day limitation shall be approved in advance by DAFO.
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Par. 54
54 Discontinuing Permanent Shared M anagement Operation

A Discontinuing Operation
A shared management operation is discontinued when any of the following actions occur:
e the CED position in the suboffice isfilled

e responsibility for managing the suboffice is moved to another headquarters County
Office

e thesuboffice is closed.
B Approval Required

STC approval isrequired to discontinue a permanent shared management operation.
C Notification Requirements

State Offices shall notify DAFO, BUD, and HRD when discontinuing a permanent shared
management operation.

D Impact on CED in Headquarters Office

When a permanent shared management operation is discontinued, HRD will determine
grades of affected CED positions.

If CED is downgraded, the time not used to grant WGI shall be credited toward the WGI
waiting period when placing CED in the lower grade.

Sed subparagraph 719|C.
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Par. 54
54 Discontinuing Permanent Shared M anagement Operation (Continued)

E
Impact on Other Subparagraph:
Positions
* 133 D describes the impact of discontinuing a shared management operation
on Program Technician positions in the affected offices

* 134 F describes the impact of discontinuing a shared management operation on
the Chief Program Technician position in the office.

55 Involuntary Discontinuance of Shared M anagement Operation

A
Policy If discontinuance of a shared management operation is mandated during Agency or
Departmental restructuring, CED in the headquarters County Office shall:

* revert to hisor her former grade
» have pay set according to paragraph 700/ or 719 as appropriate.

56-66 (Reserved)
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Par. 67
Section 3 CED Reportsand Appeals

67 Reports
A
Reporting to HRD shall provide each State Office with:
State Offices
» areport for each C& PP update indicating authorized CED grades
» criteriaused in determining authorized grades.
B
Reporting to *--|TSD and State Offices shall provide HRD with data as needed to monitor--*
HRD CED grades.

68 (Withdrawn-Amend. 2)

69-101 (Reserved)
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Par. 102
Part4 Classifying Subordinate County Positions

Section 1 Classification and Pay Plan

102 C&PP for Subordinate Positions

A
C&PP C&PP for subordinate positions provides:
e anarrative system for describing and evaluating permanent and temporary
positions
o grade level criteria that conform to OPM classification standards
» position descriptions for jobs that have been standardized on a nationwide
basis.
B
Basic Factors C&PP basic classification factors that apply to all subordinate County Office and

field positions are listed in this table.

Factor Element Included
Nature of e Purpose of the position
assignments » Kind of work performed
Position e Duties assigned to the position
characteristics * Variety and complexity of work activities
Supervision Level of responsibility, including:
received

e independence in performing the work

e decisionmaking authority

e nature of instructions from the supervisor
e manner in which work is reviewed.

Knowledge e Subject matter knowledge required

required e Procedural knowledge required

e Judgment required to apply procedural guides
e Ability required to solve problems

Continued on the next page
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Par. 102

102 C&PP for Subordinate Positions (Continued)

C
Additional
Factors

D
Consistency in
Applying Factors

E
Titlesand
Grades

F
Classifying
Mixed Positions

7-5-01

C& PP provides additional classification factors that apply to Chief Program
Technicians, Program Technicians in Charge, and Chief Field Assistants.

Exnhibit 11

* includes questions and answers about the classification of County Office
positions

* should be used to ensure consistency in using factors provided by C& PP.

Exhibit 5|provides authorized titles and FLSA status for County Office and
field positions.

Mixed positions are those that include a combination of office and field
responsibilities. Classify mixed positions according to this table.

IF themajority of an
employee' stimeis
spent performing... THEN...

field work * assign the appropriate field position job title
» apply the criteria for classifying field positions.

office work * assign the appropriate office position job title
* apply the criteriafor classifying office positions.
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Par. 103
103  Classfication Responsbilities

A
CED CED’s shall:
Responsibilities
* assign duties and responsihilities to subordinate employees to ensure efficient,
economical operations
* use BU-533R, Report 14 as a guide to:

* make work assignments
e identify significant programs in the County Office

*--Note: Work in asignificant program would normally occupy at least
25 percent of the employee’s time--*

* prepare job descriptions for County Office and field employees by:
» selecting an appropriate standard job description
* writing ajob description if a standard description does not apply

» certifying the accuracy of new position descriptions and obtaining DD
concurrence

* obtaining FLM certification on position descriptions that include FLP
responsibilities

» reviewing sample position descriptions i Exhibit 12
* determine and recommend the following to COC:
¢ positions needed

o gradelevels
» reclassifications based on permanent changes in assigned responsibilities

Continued on the next page
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Par. 103

103 Classfication Responsibilities (Continued)

A

CED
Responsibilities
(Continued)

B
cocC
Responsibilities

7-5-01

* ensurethat position descriptions are accurate by:

* reviewing duties and responsibilities of all County Office and field positions
at least annually

* rewriting position descriptions within 30 calendar days of program
reassignments

* submitting rewritten job descriptions through COC and DD to State Office
for classification certification

» take action to downgrade positions if grade level criteria are not met

» rgustify Chief Program Technician positions when vacant or when major
program or policy changes occur.

COC's ghall:
» evaluate position recommendations made by CED

» ensure that acceptable performance is documented in the COC'’ s executive
minutes before promoting any subordinate employee, according to

Lparagraph 378

* obtain DD concurrence on position recommendations

» submit approved recommendations and personnel action requests through DD
to the State Office, and include:

position title

acopy of the job description

justification for Chief Program Technician position
recommended grade

certification by CED and DD.

Continued on the next page
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Par. 103
103 Classification Responsibilities (Continued)

C State Office Administrative Officer Responsibilities
Chief, Administrative Division, State Office, shall:

e classify County Office and field positions based on job descriptions submitted by CED
through COC and DD

e review proposed:

e positions to ensure conformance with staffing guides
e grade changes for conformance with C& PP

¢ *--gign classification certification as shown in Exhibit 12
Note: Adminigtrative Officersin State Offices that use AD-332 may sign in item 29 to
certify that the position has been classified according to the criteriain this
handbook.--*

e maintain current records of all authorized positions for each County by position title and
grade level

e ensurethat CED's;

e conduct annual position reviews
e maintain accurate position descriptions for County Office employees

e ensure appropriate personnel actions are processed.
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Par. 103
103 Classification Responsibilities (Continued)

D In Absence of Administrative Chief

If the Chief, Administrative Division is absent, SED shall designate a representative at GS-7
or above to carry out functions in subparagraph C.

E STC and SED Responsibilities
STC'sand SED’ s shall:

e provide guidance and direction on C& PP policy
e use classification authority as an overruling action
e reguest assistance from DAFO as needed to resolve difficult classification questions.

F HRD Responsibilities
HRD shall conduct:

e reviews of County Office position descriptions
e onsite desk audits with County Office employees.
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104  Classifying Positions

A
Classification
Process

4-7-04

Par. 104

The Chief, Administrative Division, or designee, shall follow this table when
classifying positions.

Step Action

1 Review the job description to identify major duties assigned to the

position.
2 Determine the type of assigned work by comparing major duties with

those described in the following factors:

* nature of assignment

* position characterigtics.
3 Assign appropriate title.
4 Review grade distinguishing factors for the type of position being

classified.
5 Compare factorsto the work described in the job description.
6 Consider specific grading criteriafor:

o Chief Program Technicians

* Program Techniciansin Charge

o Chief Field Assistants.
7 Assign appropriate grade.

*--8 | Ensurethat grade is based on responsibilities in significant program

areas.--*
9 | Certify that the position is correctly classified according td paragraphl

or of this handbook.

Note: Evaluations are not required when standard job descriptions
are used without change.
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Par. 105
105  Qualification Requirements

A
Policy on Employees shall meet minimum qualification requirements for the position and
Qualification grade level to which they are assigned. See Part 5, Section 5.

Requirements

106-123 (Reserved)
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Par. 124
Section 2 Classifying Program Technician Positions

*1-124 BU-533R, Report 14, County Office Workday Summary--*

A
Using Report 14 Report 14 is used as a guide to:

* make Program Technician assignments
o identify significant programsin a County Office
+ assurethat work is balanced to achieve efficient operations.

B

County Report 14 shows consolidated workload data for combined County Offices,
Combinations including shared management operations as of the end of the FY.

C

Comparison to Report 14 is not identical to|Exhibit 14| Only use the programs in[Exhibit 14
Exhibit 14 which are significant in the County Office, to classify Program Technician

positions. Seé subparagraph 103 A.
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Par. 125
125 Contents of Report 14

A
Work Categories  Report 14 shows major work categories. The work items in each category are
determined by HRD annually.

B
Annual FY Data Report 14 shows computed NWD’s for each work category for the 3 most recent

years.
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Par. 126

126 Factors Applicableto All Grade L evels

A
Natur e of Program Technicians perform office activities related to 1 or more programs.
Assignments
B
Terms Relating Thistable lists terms used in describing and grading Program Technician positions.
to Program
Technician
Positions
Term Definition
Assists Provides clerical or technical support to 1 or more higher graded employees.
Works Carries out assignmentsin 1 or more programs.
independently
Applies broad working knowledge of assigned programs sufficient to complete
most program transactions without supervisory assistance.
Isthe expert Has primary responsibility for assigned program operations and requirements.
Applies thorough knowledge of assigned programs sufficient to:
* handle afull range of standard and nonstandard assignments
* resolve avariety of nonrecurring problems independently
* process difficult and complicated transactions
* interpret and apply regulatory and procedural requirements
* berecognized by County Office employees, CED, COC, DD, and program
participants as the County Office’ s technical specialist in assigned programs.
Continued on the next page
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Par. 126
126  Factors Applicableto All Grade L evels (Continued)

C
Position Typical Program Technician duties include:
Characteristics

* assisting producers by:

explaining FSA programs

outlining program application procedures and accepting applications
determining program eligibility

computing and issuing program payments

* maintaining program files and records, including automated activities
¢ updating and maintaining program handbooks

¢ composing letters and informational material

» performing office compliance work, including:

preparing county maps before flights

scheduling compliance checks

reviewing and digitizing aerial photographs
notifying producers of determined acreage

« performing administrative work, including:

maintaining bank account and financial registers
reviewing and submitting personnel documents
preparing and transmitting T&A’s
requisitioning office supplies

processing election documents

calculating travel costs and reimbursements

Continued on the next page
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Par. 126
126  Factors Applicableto All Grade L evels (Continued)

C
Position * processing and servicing agricultural credit loans, including:
Characteristics
(Continued) * providing information to borrowers
* accepting loan applications
¢ conducting lien searches
» collecting and processing loan payments
e maintaining related records
e Operating computer console
* maintaining effective contacts with individuals and businesses
¢ assisting other employees.
D
Exhibit 16 Exhibit 16|summarizes grade distinguishing factors for Program Technician

positions.
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127

CO-3 Program Technician Positions

Par. 127

A
Factorsfor CO-3
Positions

Thistable lists the general characteristics and grade distinguishing factors for
permanent and temporary Program Technician positions at the CO-3 level.

General
Characteristics

Supervision
Received

Knowledge
Required

The CO-3 Program
Technician serves at the basic
trainee level and works on
different assignments as
required.

The employee:

+ works under close
supervision

+ makes decisions on routine
matters only

+ refers problemsto a higher
graded employee

* receives detailed instructions
on assigned tasks and job
priorities

* submits completed work to a
higher graded employee.

The work requires:

* limited working knowledge
of assigned program
provisions

» knowledge of office clerical
procedures

 abhility to perform routine
aspects of the work and to
recognize problems that
need to be referred to others

 ability to assume additional
responsibility in assigned
programs.

7-5-01
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128

A

Factorsfor CO-4

CO-4 Program Technician Positions

Par.

Thistable lists the general characteristics and grade distinguishing factors for

Positions permanent and temporary Program Technician positions at the CO-4 level.
General Supervision Knowledge
Characteristics Received Required
The CO-4 Program Technician The employee: The work requires:

typically serves at the advanced
trainee level and:

* assists higher graded employees
in avariety of programs

* acquiresincreasing knowledge
of assigned program operations.

Note: The Program Technician at

this level may carry out
segments or specific tasksin
1 or more programs, but is
under closer supervision
than istypical of higher
grade levels.

e carriesout recurring

assignments independently

* makesroutine decisions
according to established
procedures and guides

o worksunder general
supervision, referring
unusual situationsto CED
or other higher graded
employee

* submits completed work
for supervisory review.

» working knowledge of
assigned program
provisions

* genera knowledge of
procedural aspects of
the assigned programs

* judgment to select and
apply guidelines

 abhility to solve recurring
problems independently
using established
precedents and guides.

7-5-01
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Par. 129
129  CO-5Program Technician Positions

A
Factorsfor CO-5  Thistable lists the general characteristics and grade distinguishing factors for
Positions permanent and temporary Program Technician positions at the CO-5 level.
General Supervision Knowledge
Characteristics Received Required
The CO-5 Program Technician: The employee: The work requires:
* sarvesat the first independent » works independently * broad working knowledge
working level according to accepted of assigned program
practices and procedures provisions
o performs segments or specific
tasks within 1 or more * resolves most standard * detailed knowledge of
programs. problems procedural aspects of

assigned programs
* receives specific

instructions on * judgment to locate and
assignments that do not select the most
have clear precedents appropriate guidelines for

specific situations

* submits completed work
for supervisory spot » ahility to resolve avariety
check. of standard problems.
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Par. 130

130  CO-6 Program Technician Positions
A
Factorsfor CO-6  Thistable lists the general characteristics and grade distinguishing factors for
Positions permanent and temporary Program Technician positions at the CO-6 level.
General Supervision Knowledge
Characteristics Received Required
The CO-6 Program The employee: The work requires:
Technician works

independently in asingle
program.

Note: The CO-6 Program
Technician with
responsibility in 2 or
more programs has
progressed beyond the
first independent
working level, but
works under closer
direction than required
at the CO-7 level.

» workswith considerable
independence according to
accepted practices and
procedures

* resolves most day-to-day
operating problems

* receives guidance or
supervisory instructions
only on assignments that
do not have clear
precedents

* has occasional spot check
of completed work.

broad working knowledge of
assigned program provisions

general knowledge of
relationships with other
programs

detailed knowledge of the
procedural aspects of the
assigned program

judgment to locate and select
the most appropriate
guidelines for specific
Situations

ability to resolve a variety of
day-to-day operating
problems without supervisory
assistance.

7-5-01

27-PM (Rev. 1) Amend. 1

Page 4-41



Par. 131
131  CO-7 Program Technician Positions

A

Introduction This paragraph covers the 2 types of CO-7 Program Technician positions.

B

Factorsfor CO-7  Thefollowing table applies to permanent and temporary CO-7 positions with
Positions That multiple program responsibility.

Are Not Experts

General Supervision Knowledge
Characteristics Received Required
The CO-7 Program The employee: The work requires:
Technician has full
independent responsibility | ¢« works with considerable * broad working knowledge of
in 2 or more programs. independence according to assigned program provisions
accepted practices and
Note: Thislevel is not procedures * genera knowledge of
appropriate for relationships with other
positions whose * resolves most day-to-day programs
only responsibility operating problems
iSto assist or serve * detailed knowledge of the
as backupto 1 or * receives guidance or procedural aspects of assigned
more higher graded supervisory instructions only programs
positions. on assignments that do not
have clear precedents * judgment to locate and select
the most appropriate
* has occasional spot check of guidelines for specific
completed work. stuations
» abhility to resolve a variety of
day-to-day operating
problems without supervisory
assistance.

Continued on the next page
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131

C
Factorsfor CO-7
Expert Positions

CO-7 Program Technician Positions (Continued)

Par. 131

There may be no more than 1 expert in a program. See|subparagraph 133 C for
expert designation in shared management offices.

Thistable lists the general characteristics and grade distinguishing factors for
permanent and temporary CO-7 program expert positions.

General Supervision Knowledge
Characteristics Received Required
The CO-7 Program The employee: The work requires:
Technician is
recognized as the o worksunder very limited * thorough knowledge of
expert in 1 or more supervision, but keeps the assigned program operations,
programs. supervisor informed of activities requirements, and
and potential problems characteristics
» carriesout work independently, | e thorough knowledge of
including resolving most relationships with other
problems or conflictsthat arise programs
* receivesfew specific * judgment to interpret and apply
instructions, but may request regulatory and procedural
assistance when no clear requirements applicable to the
precedents are available assigned program
* receivesonly acursory review of | « ahility to resolve most problems
completed work. in the assigned program,
including seeking alternative
solutions based on analysis of
program requirements.
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Par. 132

132 Counter Program Technicians

A
Establishment
Criteria

B
Limiting Grade
Level

7-5-01

Counter Program Technician positions may only be established in offices where
there is a significant need for a program generalist to serve at the counter.

The following must agree that establishing a Counter Program Technician position
is justified:

« CED
« DD
« COC.

The highest authorized grade for a Counter Program Technician is CO-6. Use
CO-5 only when an employeeisin a progression to the CO-6 level. Thisincludes
situations in which the employee:

* does not meet qualification requirements for the CO-6 level
* worksunder closer supervision than istypical of the CO-6 level.

CO-6 counter work may be combined with full independent responsibility in a
specific program to achieve a CO-7 grade.

Continued on the next page

27-PM (Rev. 1) Amend. 1 Page 4-44



Par. 132

132  Counter Program Technicians (Continued)
C
Factors This table lists the factors applicable to Counter Program Technician positions.
Applicableto
Counter
Program
Technicians
Nature of Position Supervision Knowledge
Assignments Characteristics Received Required
The purposes of the Typical dutiesinclude: The employee: The work requires:
position are to:
* greeting visitorsat the | « works under * broad knowledge
* Serveasaprogram counter limited of the provisions
generalist supervision and procedural
e answering a broad aspects of all
* work at the range of program » carriesout work programs
counter in the inquiries and resolves administered
County Office problems through the
e providing general independently County Office
e provide information on
information and program requirements | ¢ independently o ahility to project
assistance to and benefits performs most of acordia and
County Office the genera friendly public
visitors. * resolving standard or counter work in relations attitude
recurring problems. the County Office to County Office
visitors
* receivesonly a
cursory review of | « ahility to resolve
completed work. varied standard
or recurring
problems
independently.
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Par. 133

133 Program Techniciansin Shared M anagement Offices

A
Grade Leve and
Documentation

B
Limiting Grade
Leve

C
Expert
Designations

7-5-01

One Program Technician position in the headquarters office and the subofficein a
shared management operation may be:

* designated by CED as the lead Program Technician
+ graded 1 level higher than the grade determined by applying the criteriain

paragraphs 128 through up to the CO-8 level, if al of the following
conditions are met:

» the Program Technician is designated as being responsible for al activities
in the headquarters office or the suboffice when CED is absent

o CED isabsent at least 40 percent of the time
* time-in-grade requirements are met.

Note: CED shall document reasons for selecting a particular employee for alead
Program Technician position in the COC executive minutes.

No lead Program Technician positions in shared management offices shall be
graded above the CO-8 level.

One Program Technician in the headquarters office and the suboffice in a shared
management operation may be designated as the expert in any program areain
except the administrative area.

Note: Only 1 Program Technician shall be designated as the administrative
expert.

Continued on the next page
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Par. 133

133 Program Techniciansin Shared M anagement Offices (Continued)

D

Impact of
Discontinuing
Shared

M anagement
Operation

E

Exception to
Program
Technician
Downgrading

F

Temporary
Shared

M anagement
Operations

7-5-01

A Program Technician who is credited with a higher grade, based solely on the
office’ s participation in the Shared Management Program, shall revert to former
grade when the shared management operation is discontinued.

Note: Salary shall be set according td subparagraph 719/C.

The time not used to grant WGI shall be credited toward the WGI waiting period
when placing the employee in the former grade.

If discontinuance of a shared management operation is mandated during Agency or
Departmental restructuring, a Program Technician who is credited with a higher
grade, based only on the office’s participation in the Shared Management Program,
shall have pay set according to[paragraph 700]or 719, |as appropriate.

For temporary shared management operations that are expected to last more than
30 calendar days, upgrades for lead Program Technicians should be effective on
the beginning of the first pay period following the effective date of the shared
management operation. The temporary promotion should not exceed 120 calendar
days. If the temporary shared management operation lasts for more than 120 days,
SED and STC shall meet with COC to work out a permanent option.

When atemporary shared management operation is terminated, lead Program
Technicians shall:

* return to the former grade and step if shared management operation lasted less
than 90 calendar days

* receive any WGI that may have otherwise been due during the intervening
period

* not lose any waiting time for WGI because of the temporary promotion

+ if shared management operation exceeded 90 calendar days, set pay upon
discontinuance according ta_subparagraph 700 D.

Upgrades are not authorized for lead Program Technicians in temporary shared
management operations that last fewer than 30 calendar days.
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Par. 134

134  Chief Program Technicians

A
Establishment
Criteria

4-12-02

A CO-9 Chief Program Technician position may be established ina* * * County
Officeif:

o it servesasafull assistant to CED in managing the programs and subordinate
staff of the County Office

» the program variety, complexity, and staffing in the County Office require that
the employee spend at least 50 percent of the time in such areas as:

* providing training and guidance to other employees
» coordinating employee work activities

* ensuring that resources are available to accomplish the work of the County
Office

* itisresponsible, asdesignated, for al office and field activities when CED
IS absent.

Note: The employee may also be assigned program responsibility. The
primary duty of the Chief Program Technician isto assist CED in
managing the County Office.

Continued on the next page
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134  Chief Program Technicians (Continued)

B

*-.-Consderations

Establishment of
a Chief Program
Technician
Position

C
Justification and
Concurrence

10-8-02

Par. 134

County Offices shall consider the following befor e requesting a Chief Program
When Requesting  Technician position be established.

IF...

THEN...

there are less than 6 full-time Program
Technicians in the office including the
proposed Chief

a Chief Program Technician
position is probably not needed.

most of the Program Techniciansin the
office have independent program
responsibility or are considered experts

a Chief Program Technician
position is probably not needed.

the Chief Program Technician spends the
majority of his’her time in an assigned
program area

the Chief Program Technician
designation is not appropriate.

CED’s shall:

* justify establishment of new Chief Program Technician positions based on

factors, such as:

program variety and complexity
staffing levels

other County Office characteristics

frequency of regular, recurring CED absences

* obtain COC's approval to establish and fill the position

« obtain DD’s approval with establishing and filling the position

* submit the following items to the State Office for classification certification:

* position description
¢ position justification

o statements of approval by COC and DD

* rgustify avacant Chief Program Technician position before filling the position.

27-PM (Rev. 1) Amend. 7

Continued on the next page
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Par. 134
134  Chief Program Technicians (Continued)

D
Grade Levels This table lists the authorized grade levels for Chief Program Technician positions.
Employees must meet time-in-grade requirements before being promoted from
CO-7to CO-9.
IF... THEN...
the position is at the full the authorized Chief Program Technician
performance level grade is CO-9.
the employee isin a career the authorized Chief Program Technician
ladder to CO-9 grade is CO-7.
E
Position The Chief Program Technician position shall be established as a standard position.
Description ee Exhibit 15]
F
Chief Program Chief Program Technician positions may be used in shared management offices if
Technician staffing levels and program activity justify establishment of positions that train and
Positionsin coordinate the work of subordinate employees at least 50 percent of the time.
Shared
M anagement The following options are available to shared management operations:
Offices

» establishment of a Chief Program Technician position in both the headquarters
office and the full-time suboffice if both positions fully meet the criteriain
subparagraph A

» establishment of 1 Chief Program Technician position and 1 lead Program
Technician position or 2 lead Program Technician positions, depending upon
the needs of the offices involved

Continued on the next page

10-8-02 27-PM (Rev. 1) Amend. 7 Page 4-50



Par. 134

134  Chief Program Technicians (Continued)

F

Chief Program
Technician
Positionsin
Shared

M anagement
Offices
(Continued)

G

Downgrade of
Chief Program
Technician

H

Filling Chief
Program
Technician
Position

10-8-02

establishment of a Chief Program Technician position based on the
consolidated staffing of both the headquarters office and the full-time
suboffice. A lead Program Technician shall not be established in the same
County Office where the Chief Program Technician is established. The Chief
Program Technician position shal be rejustified if the shared management
operation is discontinued. If the criteriain subparagraph A are not met, the
employee shall:

* revert to former grade
* receive salary according tp subparagraph 700 D or 719 C as appropriate.

The time not used to grant WGI shall be credited toward the WGI waiting
period when placing the employee in the former grade.

Note: If discontinuance of a shared management operation is mandated during
Agency or Departmental restructuring, the Chief Program Technician
based solely on consolidated staffing shall have pay set according to

paragraph 700 or, as appropriate.

All lead Program Technician and Chief Program Technician positions shall be fully
justified in terms of the criteriain Subparagraph 133JA or[134|A, as appropriate.

The Chief Program Technician shall be downgraded if the criteriain
subparagraph A are no longer met. The downgrade shall be effective within
30 calendar days.

See paragraph 719 for grade retention provisions.

See paragraph 461 when filling a Chief Program Technician position.
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Par. 135

135  Program Technician in Charge

A
Establishment
Criteria

B

Shared

M anagement
Offices

C
Grade Levd

D
Position
Description

A Program Technician in Charge position shall only be established:
* toserveasacting CED in unusual cases, such asif CED:

* isinnonpay status

* isabsent for an extended time period

* position is vacant

¢ asatemporary position.

aragraph 379|for requirements on temporary promotions.

A Program Technician in Charge shall not be established in a shared management
office when CED has been given responsibility for managing the headquarters
County Office and the full-time suboffice.

The grade levels of Program Technician in Charge positions are ir Exhibit 5

The Program Technician in Charge position shall be established as a standard
*--position. Se¢ Exhibit 15.}-*

136-150 (Reserved)

9-19-01
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Par. 151
Section 3 Classifying Field Positions

151  Factors Applicableto Nonsupervisory Field Assstants

A
Nature of Field Assistants perform field activities related to 1 or more programs.
Assignments

Field Assistant work may involve:

» gpecia physical requirements

* exposure to inclement environmental conditions.
B
Position Thistable liststypical Field Assistant duties.
Characteristics

Duty Elements I ncluded
Works with producers * Explaining program requirements

Providing program instructions

Obtains ground measurements Staking and referencing

Establishing boundaries

Recording field measurements

Marking tracts and boundaries on agerial photographs

Remeasuring fields after planting

I nspects storage facilities and Obtaining and recording measurements
stored commodities » Determining quantity and quality of stored commodities
» Collecting samples

Continued on the next page
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Par. 151

151 Factors Applicableto Nonsupervisory Field Assistants (Continued)
B
Position
Characteristics
(Continued)
Duty Elements | ncluded
I nspects fields Checking maintenance of conservation program practices

Ensuring proper cover and weed control

Ensuring compliance with haying and grazing provisions
Witnessing commodity disposition

Verifying production

Verifying prevented planting or failed acreage
Performing appraisals and computing payments

Performs DRPP, LFP, and
EFP spot checks

incidental office work

Investigates possible * Gathering and recording data
program violations » Helping STC and OIG personnel with field visits
Performs other field and Serving as a member of an aerial observation team

Performing marketing quota program work

Verifying AFIDA data

Training other field employees

Using digitizer or planimeter as required to measure acreage
Maintaining records and preparing reports

7-5-01
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152  Grade Distinguisning Factorsfor Field Assistant Positions

Par. 152

A
Factorsfor CO-2  Thistable lists the grade distinguishing factors for CO-2 Field Assistant positions.
Positions
General
Characteristics Supervision Recelved Knowledge Required
The CO-2 Field The employee: The works requires:

Assistant worksin a
learner or limited

is usually accompanied by a

some knowledge of field

performance status, higher graded employee procedures
performing routine,
repetitive tasks. * receivesdetailed instructionson | « familiarity with work
all assignments terminology
+ refers problemsto a higher o ahility to learn proper use of
graded employee equipment
» submits work for close review. * no FSA program knowledge.
Continued on the next page
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Par. 152

152 Grade Distinguishing Factorsfor Field Assistant Positions (Continued)

B
Factorsfor CO-3  Thistable lists the grade distinguishing factors for CO-3 Field Assistant positions.
Positions
General
Characteristics Supervision Recelved Knowledge Required

The CO-3 Field The employee: The work requires:

Assistant works

independently on » performsroutine work independently | « limited working knowledge of

routine, recurring
tasks.

according to specific guidelines

receives detailed instructions on new
assignments

makes decisions on routine matters

refers problems to a higher graded
employee

submits completed work for
Supervisory review.

procedures and terms used in
the field

basic knowledge of FSA
program provisions

basic skill in using a digitizer
and planimeter

ability to perform routine
aspects of the work and to
recognize problems requiring
referral to others.

7-5-01
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152

Grade Distinguishing Factorsfor Field Assistant Positions (Continued)

Par. 152

C
Factorsfor CO-4
Positions

This table lists the grade distinguishing factors for CO-4 Field Assistant positions.

General
Characteristics

Supervision Recelved

Knowledge Required

The CO-4 Field
Assistant works
independently on 1 or
more programs,
including explaining
program requirements to
producers.

The employee:

carries out assignments
independently according to
general instructions

makes routine decisions
according to established
procedures and guides

refers complex problemsto
the supervisor for
assistance

submits completed work
for spot check.

The work requires:

working knowledge of procedures

and terms used in the field

general knowledge of program

provisions and requirements

skill in using a digitizer and
planimeter

ability to explain program
requirements to producers

ability to solve a variety of recurring

problems.

7-5-01
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152

D

Factorsfor CO-5

Par. 152

Grade Distinguishing Factorsfor Field Assistant Positions (Continued)

Positions

This table lists the grade distinguishing factors for CO-5 Field Assistant positions.

General Characteristics

Supervision Received

Knowledge Required

The CO-5 Field Assistant serves
at the full operating level and
works independently on 1 or
more programs.

The employee:

has greater responsbility for
working directly with
program participants and
resolving problems than at
lower levels

The employee:

» works independently
according to accepted
practices and procedures

* determines appropriate
work procedures and job
priorities

* may refer difficult or
unusual problemsto the
supervisor

The work requires:

broad working knowledge of
procedures and terms used in
the field

detailed knowledge of
program provisions and
reguirements

skill in using a digitizer and
planimeter

* may berequired to train o ahility to explain program
lower graded field * haslimited spot checks of requirements to producers
employees. completed work.

» abhility to resolve avariety of
standard problems.
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Par. 153
153  Chief Fied Assistant

A

Natur e of Chief Field Assistants supervise work performed by subordinate field employees.
Assignment

B

Establishment A Chief Field Assistant position may be established if it supervises several field
Criteria employees whose combined work time approximates at least 3 full workyears.

C

Position The Chief Field Assistant position shall only be established as a standard position.
Description *--Se¢ Exhibit 15| page 8.--*

D

Grade The grade of a Chief Field Assistant position is based on the number of field

employees supervised over a 12-month period.

* CO-6isestablished for supervision of 3 to 6 employees.
o CO-7 isestablished for supervision of 7 or more employees.
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Par. 154
154  CO-6 Field Specialist

A
Establishment A CO-6 Field Specialist position shall only be established if the:
Criteria
* position isresponsible for all compliance field work for the County Office * * *
» compliance field work includes at least 2 of the following:
* production adjustment compliance
* price support compliance
» conservation compliance.
*--The CO-6 Field Specialist may train and supervise lower graded field
employees.--*
B
Position The CO-6 Field Specialist position shall only be established as a standard position.
Description ee Exhibit 15]

4-7-04 27-PM (Rev. 1) Amend. 10 Page 4-108



Par. 155
155  Digtrict Compliance Assistant

A Nature of Assignment

District Compliance Assistants are permanent, full-time positions that perform office and
field compliance checksin 1 or more DD districts.

B Position Description

The District Compliance Assistant shall only be established as a standard position. See

C Required Approval

New District Compliance Assistant positions shall be approved by DAFO.
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Par. 156
156 Aerial Compliance Assistant

A Establishment Criteria
Aerial Compliance Assistant positions:

e shall be used only in County Offices that are directly responsible for aerial compliance
activities

e areintermittent positions, and shall be established under a temporary appointment only.
B Nature of Assignment

Aerial Compliance Assistants take or assist in taking 35mm slides from the air to determine
program compliance. The employee shall serve as either an observer or camera person.

C Postion Characteristics
The duties of the Aerial Compliance Assistant:
e include:
o preflight preparations
e inflight operations
e podgflight operations
e ghall not include any other office or field assignments.

D Postion Description

The Aerial Compliance Assistant position shall only be established as a standard
*--position. See Exhibit 15}-*
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Par. 156
156 Aerial Compliance Assistant (Continued)

E

Grade Levels The authorized grades for an Aerial Compliance Assistant position are CO-5 and
CO-6.
Aerial Compliance Assistants are exempted from experience requirements as
described inparagraph 458.] Employees may be promoted to the CO-6 level after
1 calendar year.

F

Employment Aeria Compliance Assistants must be at least 18 years of age.

Restriction
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Par. 157
157  Tobacco M arketing Recorder

A

Natur e of Tobacco Marketing Recorders record tobacco warehouse sales under the
Assignment marketing quota program.

B

Position The Tobacco Marketing Recorder shall only be established as a standard position.
Description *--See Exhibit 15.--*

C

Grade Levels The authorized grades for a Tobacco Marketing Recorder position are CO-3,

CO-4, and CO-5.

158-170 (Reserved)
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Par. 171

Section 4 Additional Subordinate County Positions

*:-171 Diaitizing Equipment Operator

A
Establishment
Criteria

B
Position
Description

C
CO-2
Requirements

D
CO-3
Requirements

E
*--CO-4
Requirements

10-8-02

Digitizing Equipment Operator positions are:

» authorized for al County Offices serving as digitizing centers
¢ temporary positions.

The Digitizing Equipment Operator position shall only be established as a--*
standard position.

To be eligible for the CO-2 level, a candidate:

* does not need actual work experience
o ghdl:

* meet State employment requirements
* beaproficient typist.

To be eligible for the CO-3 level, a candidate shall:

* meet all the CO-2 level requirements
* have at least 6 months of office-related experience.

To be eligible for the CO-4 level, a candidate shall:

* meet all the CO-3 level requirements
* haveat least 1 year of office-related experience.--*

27-PM (Rev. 1) Amend. 7
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172 Loan Specialist

A
*_-Establishment

B
Position
Description

C

Basic
Requirementsfor
Receiving Loan
Approval
Authority

12-4-02

Par. 172

Generally, Loan Specialists will be established as GS positions because technical
FLP guidance istypically provided by Federal Farm Loan Managers.--*

The County Office Loan Specialist position shall only be established as a standard
position. See Exhibit 15

*--Note: These requirements apply to CED’s as well asto Loan Specialists. See
Exhibit 4.4 for addendum to CED’s position description.--*

Requirements for receiving loan approval authority are determined by DAFLP.
See applicable FLP notices and 1-FLP.

Once these requirements are met, approval authority may then be granted. Farm
Loan Chiefs will continue to monitor the loan making and servicing activity of
employees with delegated authorities to ensure that actions meet State credit
quality standards.
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Par. 173
173 Other Authorized Positions

A
Positions With These positions have standard descriptions and grades:
Standard
Positions and » Office Clerk, CO-2
Grades o Student Traineg, CO-3, CO-4, and CO-5
¢ Loan Assistant (FLOT), CO-5 and CO-7
* Program Technician in digitizing centers, CO-5, CO-6, and CO-7
o*--Computer Assistant, CO-4, CO-5, CO-6, and CO-7.--*
B
Committee See paragraph 699 for payroll information for committee members and alternates.
Members

174-190 (Reserved)
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Section 5 Classification Appeals

191  Appeal Policy for Subordinate County Positions

A
What May Be
Appealed

B
What May Not
Be Appealed

7-5-01

Par. 191

County Office employees may appeal the:

grade and title of their positions

accuracy of their job description as it affects the classification of the position.

County Office employees may not appeal the:

classification criteriain C& PP
work assignments made by CED.

27-PM (Rev. 1) Amend. 1
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Par. 192
192  Informal Appeals

A

Requirement County Office employees shall discuss position questions informally before filing a
formal classification appeal. Discussions shall be held with the following, in the
order listed:

supervisor
CED
COoC

DD.
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193

7-5-01

Par. 193

Appealsto the State Office

A Actions Required on Formal Appeals

If informal discussion does not resolve the appeal, the employee may make a formal written
appeal to the State Office.

This table lists actions required on formal appeals.

Responsible
Official

Required Actions

Employee

Submit formal appeal through the officials in[paragraph 192
Provide:

e 1 copy of the position description

e adetailed description of assigned duties and responsibilities, if not
adequately covered in the position description

¢ reasons why the employee believes the job is improperly described
or classified

e other information the employee feels is pertinent to the appeal.

SED

Instruct CED to provide information about an appellant’s duties and
responsibilities.

Designate the Chief, Administration Division to investigate and report
findings.

Review facts and make a decision on the appeal.

Provide written notification to the employee and officials in
[paragraph 192|of:

e thedecision
e thebasis for the decision.

Note: The notification shall be made within 15 workdays after
receiving the appeal.
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Par. 194
194  Appealsto DAFO

A ActionsRequired on Appealsto DAFO
An employee may appeal the State Office decision to DAFO.

This table lists actions required on appeals to DAFO.

Responsible Official Required Actions

Employee e  Submit written appeal within 15 calendar days after
receiving the State Office decision.

e Document appeal according t@ paragraph 193

Representatives from: Review all pertinent facts, including the:

e DAFO e documentation presented by the appellant

e HRD e determination made by SED.

DAFO Notify the appellant, through the State Office, of the decision
on the appeal.

B Final Determination
DAFQ’'s determination is final.

195-300 (Reserved)
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Par. 301
Part 5 Basic Employment Policies

Section 1 Employment Requirements and Restrictions for County Office Employees

301 FSA Nondiscrimination Reguirement

A
Equal All persons shall be given equal consideration in:
Consideration

* employment

e promotions

» other personnel actions.

B

Vacancy All vacancy announcements shall contain the following statement:

Announcements
Candidates will be considered without discrimination for any nonmerit reason
such asrace, color, nationa origin, sex, religion, age, disahility, political
beliefs, sexual orientation, and marital or family status. This Agency provides
reasonable accommodations to applicants with disabilities. The decision on
granting reasonable accommodation will be on a case-by-case basis.

C

EEO Statement All newspaper advertisements for vacancies shall contain the following EEO

nondiscrimination statement:

FSA is an Equal Employment Opportunity Employer.
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Par. 302
302 Nepotism

A

Purpose The nepotism requirement is to prevent preferential treatment by prohibiting
employment of relativesin County Offices.

B

Prohibited Supervisors or managers shall not:

Hiring Practices
» employ relatives
* influence the employment of relatives.

Use this table to determine prohibited hiring practices because of nepotism.

*--|F an employeeis... THEN they shall not...--*

COC, CED, DD, or FLM hire or have relatives employed in the respective
County Offices.

SED or STC hire relatives, influence the hiring of relatives, or
have relatives employed in State or County
Offices.

C
Placing CED’sor Do not place CED’s or COT’'sin CED vacancies in a County Office where
COT’s relatives are employed.

Continued on the next page
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Par. 302
302 Nepotism (Continued)

D Déefinition of Relative
Relative means father, mother, son, daughter, brother, sister, uncle, aunt, first cousin,
nephew, niece, husband, wife, father-in-law, mother-in-law, son-in-law, daughter-in-law,
brother-in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother,
stepsister, half brother, or half sister.

E Exceptions
The following isalist of exceptionsto the policy in this paragraph.

e Employment of relatives is permitted in the County Office on atemporary appointment,
NTE 30 calendar days, to meet urgent needs resulting from an immediate threat to life or

property.

e The State Office must approve these appointments.
e One 30-day extension may be approved by DAFO.

e Relatives of SED’s or STC members who were on the rolls before SED'sor STC
member’ s appointment may be retained.
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Par. 303

303 Removed, Convicted, or Disqualified Persons

A In€ligible for Employment

County Offices shall not employ a person who has been:

separated for performance, misconduct, or inefficiency from an FSA position or from any
public office, see subparagraph B

convicted of any fraud, larceny, embezzlement, or felony
dishonorably discharged from any branch of the Armed Forces

disqualified for future service by STC according to 22-PM.

B Separated for Performance, Misconduct, or I nefficiency

A person is considered separated for performance, misconduct, or inefficiency if, asa COC
or CMC member, delegate, advisor, alternate, CED, or other employee, the person was
separated for any of the following reasons:

not performing the duties of the office or employment

committing, attempting, or conspiring to commit fraud

incompetence

impeding the effectiveness of any program administered in the county

refusing to carry out civil rights or EEO policy or interfering with other employee’s
effortsto carry out policy.

C Waiver

STC may, with DAFO approval, waive employment ban in subparagraph B for COC or CMC
members, advisors, and alternates. Place copy of the waiver in OPF.

4-17-06

27-PM (Rev. 1) Amend. 12 Page 5-4



304

Par. 304
Probationary Periods

A Basic Probationary Period

All employees hired after April 30, 1985, under a permanent appointment shall serve a 1-year
basic probationary period.

B Break in Service

Employees who have served the basic probationary period are not required to serve again
even if thereisa

e break inservice
e move to another County Office.

C Managerial Probationary Period

*--Employees selected as CED’ s who have not previously completed a managerial probationary
period shall serve a 1-year managerial probationary period,beginning with the date they--*
are placed in the CED position. The basic probationary period and the managerial
probationary period may be overlapping.

D Separation During Probationary Period

All probationary employees may be separated if work performance or conduct does not
demonstrate fitness or qualifications for continued employment. See 22-PM.

E Nonpay Status

Employees placed in a nonpay status while serving any probationary period will have the
time period extended on a day-for-day basis.

F Resignation

Employees who resign before completing any probationary period will be required to serve
the entire probationary period again if they accept an appointment with FSA later.
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Par. 305

305 National Agency Check Inquiry and Credit Check

A Requirements

4-17-06

NACI shall be completed on all new permanent CO employees.

If the employee held a prior Federal position, which required clearance under Executive
Order 10450, no additional clearance is required. The security clearance information can be
obtained when the service record for the Federal employment is requested.

Discontinuing Employment

The investigation will be conducted after the employee has begun working. Employees who
do not passthis investigation may be separated from employment based on the severity of the
findings.

Final adjudication will rest with HRD, Employee and Labor Relations Branch.

County Office Responsibility

County Offices shall ensure that all new permanent CO employees complete the following
forms:

e FSA-675, with original signature and current date
e SF-85, follow instructions on front cover of form
e SF-86A, if acontinuation of SF-85 is needed

* *

o*--AD-2050
e OF-306--*
e FD-258.

Notes: Thisisan original only. Do not make a copy.
Fingerprints can be taken by the local police department.

Mail all completed formsto the State Office.
State Office Responsibility
State Offices shall ensure that the forms are complete and accurate and forward package to:
*--OPM, FIPC--*

PO BOX 618

BOY ERS PA 16018-0618.

Forms must be received by OPM within 120 calendar days of the date on SF-85.
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Par. 305

305 National Agency Check Inquiry and Credit Check (Continued)

D State Office Responsibility (Continued)

State Offices shall complete top portion of SF-85 before submission to OPM according to the
following table.

Item Title Instruction
A Type of Investigation ENTER “02B”.
B Extra Coverage *--ENTER “2".--*
C Nature of Action Code ENTER “CON”.
D Date of Action Enter the effective date of appointment action.
E Geographic Location Enter the GSA Geographic Location Code of the
employee’'s duty station.
F Position Title Enter the employee’ s official title.
G SON Enter the 4-digit OPM-issued submitting office
number.
Note: Usually the same as the Federal POl number.
H SOl ENTER “AGO06”".
I OPAC-ALC Number ENTER “12060000".
J Accounting Data and/or Enter:
Agency Case Number
o*--for FY 2006, 68493184020000
e for FY 2007, 78493184020000--*
e same for each successive year.
K Requesting Official Enter:
e name and telephone number of the person
submitting the request
Note: Contact if OPM has questions.
e current date.

4-17-06
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Par. 305
305 National Agency Check Inquiry and Credit Check (Continued)

E Acquiring Forms
*--County Offices shall order forms from the State Office.

State Offices shall order FD-258 from the Beltsville Service Center warehouse.--*
F Recordkeeping

After completion of the investigation, OPM will return the following:

e SF-85
e FSA-675
e Certificate of Investigation Naotice.

FSA-675 and the Certificate of Investigation Notice shall be filed on the right hand side of
the employee’ s OPF.

4-17-06 27-PM (Rev. 1) Amend. 12 Page 5-8



Par. 306

*1-306 Cyber Security

A Background

4-17-06

OCIO isresponsible for the following:
e establishing and maintaining secure computer systems operations

e ensuring employees that have access to USDA systems are who they say they are and
only have access to the systems needed.

Important:  Security clearances are required for all employees.

HRD isresponsible for personnel security. The responsibility of cyber security is
multi-functional.

Temporary Employees With Appointments Less Than 6 Months

NACI is not required for temporary employees with less than a 6-month appointment. To
satisfy cyber security requirements, temporary employees who are on appointments for less
than 6 months will be required to obtain OFl Form 86C's to satisfy cyber
Security requirements.

Note: OFI Form 86C is available on the FFAS Employee Forms Online web site at
http://165.221.16.90/dam/ffasfor ms/forms.html by:

e clicking “Find Current Forms Using Our Form Number Search”
e selecting “Misc” from the “Forms Prefix” drop-down box
e entering “OFIB6C” in the “Form Number” box.

OF Form 86C’s are offered through OPM and is a quick way to secure a preliminary check
of an employee and reduce the risk and exposure to FSA from employing an individual with
acriminal history. State Offices will receive a5 to 7 day response from OPM with a case
closing transmittal sheet indicating whether the employee has a record with FBI, and if so,
the arrest record will be attached.

Employee must complete AD-2050, FSA-675, FD-258, and SF-85. The servicing HRO,
upon receiving the completed AD-2050, FSA-675, FD-258, and SF-85, will complete
OFI Form 86C and submit the required forms to OPM according to[Exhibit 31]

The servicing HRO shall file AD-2050 and SF-85 in the employee’s security folder. These
forms are not sent to OPM but are required for documentation of the employee’'s
authorization for release of information.

When the appropriate paperwork has been submitted to OPM, the servicing HRO will
complete AD-2049, and submit to ITSD’s Security Office for access to needed systems.--*
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Par. 306
*--306 Cyber Security (Continued)

C Permanent Employees and Temporary Employees With Appointments of 6 M onths or
More

All CO positions are designated as Public Trust Positions and require a NACI background
investigation to determine suitability to occupy the position. State and County Offices shall
follow processing instructions for background investigations through NACI according to
[paragraph 305]

State Office, upon receiving completed AD-2050, FD-258, SF-85, and copy of FSA-675
from County Offices, shall submit the required forms to OPM according toExhibit 31}

When the appropriate paperwork has been submitted to OPM, the State Office will complete
AD-2049 and submit to ITSD for access to needed systems.

Notes: State and County Offices shall retrieve the following from the FFAS Employees
Forms Online web site at http://165.221.16.90/dam/ffasfor ms/for ms.html:

AD-2049
AD-2050
FSA-675

OFI Form 86C
SF-85
SF-86A.

FD-258 shall be ordered from the Beltsville Service Center warehouse
D Documentation
The State Office will:

e receive certificates when Bl’s are completed
o filecertificates in the employee’s security file in the appropriate servicing HRO.--*
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Par. 306
*--306 Cyber Security (Continued)

E Basic Filing Requirements
The State Office shall use either of the following options to file investigation forms:

e combine security forms with existing employee’s payroll folder
e create aseparate security folder for filing security forms.

File signed, original investigation forms in the security and/or payroll file.
Upon completing the investigation, OPM shall:

e send the servicing HRO a pending investigation notice to be filed on the left side OPF
o filethefinal Certificate of Clearance from OPM on the right side of OPF.--*

307-326  (Reserved)
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Par. 327
Section 2 Staffing Policies

327 Reduction in Force
A Causeof RIF's

RIF is carried out when employees must be separated because of areduced workload or a
decrease in administrative funds. See 22-PM for RIF separation policies.

B Who lsRetained

In RIF's, retain employees who are best qualified to perform the remaining assignments. |If
selection must be made between persons of equal ability and potential, consider:

e attaining EEO goals
e length of past satisfactory service.

C Documenting Selection
Document, in the COC executive minutes:

e thereasons for selecting the employees to be terminated
e why employees who are retained are best qualified.

If STC selects CED from incumbents in a county combination, document reasons for
selection and nonselections in STC minutes.

Maintain these records on file to support the action taken.

D NASCOE Consultation
State Offices shall consult with NASCOE and the particular State affiliate, if applicable, on
any plans for amajor County Office RIF. A major RIF is one that affects a significant
percentage of County Office employees in a State.

E Career Transtion
Upon request, managers or supervisors shall provide employees who have been identified for
separation, at least 40 hours of “on-the-clock” time for career transition activities. Additional
time may be granted on a case-by-case basis by coordinating a request with DAFO and HRD.
Interviews within USDA and the local commuting area should be considered official time.

Managers and supervisors should make use of their authority to grant administrative leave for
job interviews within or outside of the Federal Government.
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328

7-5-01

Par. 328

Re-employment Rightsfor Displaced Employees

A Re-employment Rights

Displaced permanent employees who want to continue employment shall have 2-year
re-employment rights to positions at the same or lower grade that is like the position from
which they were separated.

CED’ s shall have re-employment rights for CED positions outside of their State as described
in subparagraph C.

Other employees have re-employment rights within their State only.

Vacancies for permanent positions shall be filled with employees having re-employment
rights, unless none request consideration.

Defining Displaced Employees

Displaced employees are employees who have 1 of the following:

e received awritten notice of RIF

¢ been RIFed and have re-employment rights

o failed to report for a directed reassignment outside of the established commuting area.

Note: Displaced employees may be offered and decline 1 permanent appointment to a
position for which they applied without losing re-employment rights. If adisplaced

employee declines more than 1 offer to a position for which they applied, they lose
re-employment rights. See subparagraph G.
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Par. 328

328 Re-employment Rightsfor Displaced Employees (Continued)

C

Priority Priority consideration for displaced CED’ s begins on receipt of RIF letter.
Consideration Displaced CED’s:

for CED’s

* have re-employment rights for 2 years after date of separation
* must apply for CED vacancies to receive re-employment priority rights.

Priority consideration is provided for all CED vacancies in the following order.

Category

Priority Considerations

1

Displaced CED’swithin the State receive first consideration for
CED vacancies for which they apply.

Displaced CED’s outside the State receive second consideration.
To receive priority consideration for out-of-State CED vacancies,
displaced CED’s:

« shall submit applications for CED vacancies they are interested in
* should provide a copy of the written notice of separation.

If no displaced CED’ s apply, other qualified candidates within the
State, including COT’s. States may also choose to equally consider
candidates in category 4.

4

Qualified candidates from outside the State who apply.

Notes: Displaced CED’sreceive priority consideration only for CED vacancies at
the same or lower grade as the grade level from which they were displaced.
Priority consideration is not provided for CED vacancies at a higher grade

level.

Displaced employees may be offered and decline 1 permanent appointment
to a position for which they applied without losing re-employment rights.
If a displaced employee declines more than 1 offer to a position for which
they applied, they lose re-employment rights. See subparagraph G.

7-5-01

Continued on the next page

27-PM (Rev. 1) Amend. 1 Page 5-31



Par. 328

328 Re-employment Rightsfor Displaced Employees (Continued)

D

Priority
Consideration
for
Nonsupervisory
Employees

E

Exercising
Priority
Consideration
Rights

7-5-01

Priority consideration for displaced permanent nonsupervisory employees begins
on receipt of separation letter. Displaced employees have re-employment rights
for 2 years after date of separation.

Displaced employees must apply for vacancies to receive re-employment priority
rights. Priority consideration for displaced permanent nonsupervisory employees
IS:

» provided for positions within their State at the same or lower grade that is like

the position from which the employee was separated

» extended to neighboring counties in an adjacent State if these neighboring
counties are included in the local commuting area.

Note: Theloca commuting area includes surrounding localities in which
people live and can reasonably be expected to travel back and forth
daily to their usual employment.

To receive priority consideration, displaced employees:
» ghdl provide their State Office with current forwarding address

* must apply for vacancies at the same or lower grade that is like the position
from which they were separated

Note: Displaced employees may be offered and decline 1 permanent
appointment to a position for which they applied without losing
re-employment rights. 1f a displaced employee declines more than
1 offer to a position for which they applied, they lose re-employment
rights. See subparagraph G.

» should provide a copy of the written notice of separation.

Continued on the next page
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Par. 328
328 Re-employment Rightsfor Displaced Employees (Continued)

F
State Office State Offices shall:
Responsibilities
» establish and maintain a list of displaced employees within the State

» mail copies of vacancy announcements to in-State displaced employees for
positions for which they are qualified 3 working days before the opening
date of the announcement

» review applications and contact applicant’s home State Office to ensure and
confirm applicant’ s re-employment priority consideration

» notify the Administrative Officer in the displaced employee’ s home State if the
displaced employee is offered and declines a permanent appointment for a
position to which they applied that is at a grade no lower than their previous
grade.

Note: The Administrative Officer in the home State shall remove the
employee from the re-employment priority list if the displaced
employee is offered and declines more than 1 permanent appointment
for a position to which they applied that is at a grade no lower than
their previous grade. See subparagraph G.

G
Removal From Displaced employees with re-employment rights will be removed from the
Re-employment re-employment priority list when any of the following occurs:
List
» employee accepts a CO or GS permanent appointment at the same or higher
grade

» employee declines more than 1 offer of a permanent appointment for a
position to which they applied that:

* isat agrade no lower than their previous grade

* hasawork schedule that is comparable to their schedule at time of
separation

Note: Employees declining offersthat do not meet these requirements will not
lose their re-employment rights.

» employee has been separated for over 2 years.
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Par. 329

329 Restoration to Duty From Military Service

A
Reinstatement
Eligibility

B

Not Qualified
Because of
Disability

C
Retention Rights

7-5-01

An employee who is called to active duty, for a period in excess of that covered in
military leave policiesin 17-PM, shall be reinstated to the previous position or to a
position of similar seniority, status, and pay if the employee:

left a position under permanent appointment

served no more than 4 yearsin the military service

is qualified to perform the duties of the position
applied for reinstatement within either of the following:

* 90 calendar days after leaving the Armed Forces
* 1 year after discharge, upon release from hospitalization.

If employee is not qualified to perform the duties of the former position by reason
of disability sustained during military service but is qualified to perform other
duties, employee shall be:

* re-employed in a position for which qualified

» provided with seniority, status, and pay equivalent or as close as possible to the
former position.

Employees who exercise re-employment rights shall:

* have special retention rights for 1 year after re-employment
* not be removed except for performance or misconduct
* not be reduced in grade or otherwise adversely affected.
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Par. 330

330  Typesof Appaintments and Authorized Tours of Duty

A
Permanent
Appointments

B

Toursof Duty for
Permanent
Appointments

7-5-01

Use permanent appointments for the employment of all employees who are
expected to work indefinitely. Employees under permanent appointments are
eligible for:

leave

life insurance

health insurance

retirement (CSRS or FERYS)
TSP.

Permanent appointments can have any of the tours of duty listed in thistable.

Hours Worked
(Not Including Overtime) Tour of Duty
16 to 32 per week Part-time
32 to 64 per pay period Part-time compressed
40 per week Full-time
80 per pay period Full-time compressed

Continued on the next page

27-PM (Rev. 1) Amend. 1 Page 5-35



Par. 330

330 Typesof Appointmentsand Authorized Tours of Duty (Continued)

C
Temporary
Appointments

D

Toursof Duty for
Temporary
Appointments

7-5-01

Use temporary appointments for the employment of employees who are expected
to work for any period up to 1 year.

Temporary employees may be eligible to earn leave according to 17-PM, but
generally would not be covered for life insurance, health insurance, or retirement
plans other than Social Security. See 22-PM.

Note: Sede paragraph 353 for exceptions.

Temporary employees can have any of the tours of duty listed in this table.

Hours Worked
(Not Including Overtime) Tour of Duty
16 to 32 per week Part-time
32 to 64 per pay period Part-time compressed
40 per week Full-time
80 per pay period Full-time compressed
Varied, see subparagraph E Intermittent

Continued on the next page
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Par. 330
330 Typesof Appointmentsand Authorized Tours of Duty (Continued)

E
Intermittent An employee with an intermittent tour of duty does not work:
Tour of Duty
+ afixed number of hours
» fixed daysor hours.
The employee shall not work:
* more than 28 consecutive workdays without a break of at least 1 day
Note: Weekends and holidays are not considered a break.

» aregularly scheduled tour of duty as this would make them appear to be other
than intermittent employees

* morethan 1,040 hoursin a service year. See subparagraph F.
* A serviceyear is 1 caendar year from the date of the appointment.

Note: A break in service does not start the service over at the time of the
subsequent appointment unless the subsequent appointment begins
more than 1 calendar year after the prior appointment began.

o After anintermittent employee has worked 1,040 hours during a service
year, the employee must be either separated from the position or converted

to an appointment with an established tour of duty.

Note See 22-PM.

Continued on the next page
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Par. 330
330 Typesof Appointmentsand Authorized Tours of Duty (Continued)

F
Waiver of Waiver of the 1,040-hour limitation in subparagraph E may be requested, in
1,040-Hour writing, from the State Office by CED. A waiver request memorandum shall
Limitation include all of the following:
* what caused the additional need
* how many field employees are currently employed by the County Office
* why position is not established as full-time or part-time tour of duty
* how long of an extension will be required.
G
Changesto Tour County Offices shall submit a personnel action request to the State Office to
of Duty request changes to tour of duty.
H
Re-employed Re-employed annuitants may be appointed to permanent or temporary appointment
Annuitants depending on the type of position being filled.
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Par. 331
331  Extending Temporary Appointments

A
Extension If atemporary employee will be needed for more than 1 year, CED shall submit a
Request request to the State Office for approval. The request shall include:

» required length of additional tour of duty or service time
* justification
o SF-52. See?28-PM.

7-5-01 27-PM (Rev. 1) Amend. 1 Page 5-39



Par. 332

332 Dual Appointments

A
Prohibited
Appointments

B

Workingin
Multiple County
Offices

C
Committee
Members
Serving as
Employees

7-5-01

Dual or concurrent appointments are not authorized either in the same County
Office or in different County Offices.

Employees may physically work in more than 1 County Office if they hold only
1 appointment, and combined work time does not exceed 1 of the following:

* 8 hours per day

o 40 hours per week

¢ 80 hours per pay period.
CED’s must agree on:

» which County Office is the employer

Note: The employer isresponsible for maintaining T&A’s and all personnel
and payroll activities.

» theauthorized saary.

All committee members, including alternates and advisors, are prohibited from
serving as a County Office employee.
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Par. 333

333 Combined County Offices Operations

A
NASCOE
Consultation

B
Choosing CED’s

C
Choosing County
Office Employees

7-5-01

FSA will consult with NASCOE if policy requires combining County Office
operations.

If it becomes necessary for combined county operationsin 2 or more County
Offices and more than 1 of the CED positions in those County Offices isfilled at
the time of the combination, COC’s of each County Office will have equal voting
rights in selecting the person to serve as CED of the combined County Office
operations.

+ |f COC'scannot reach a mgjority decision, STC will select CED from
incumbents in the county combination.

* Follow paragraph 327 to make the determination.

Notes: Before determining which CED to retain, COC's shall jointly interview
CED’s. Using STC to break ties, also appliesto selecting new CED’sto
fill vacancies in combined county operations offices.

Seg paragraph 53|for grade classification of CED’ sin shared management
offices.

If the combination of 2 or more County Offices results in a decrease in County
Office positions, CED shall do both of the following:

* give equal consideration to all County Office employees during County Offices
combinations

¢ document the determination of which employees are best qualified and consult
with DD.

Employees in County Offices subject to RIF s do not displace employeesin
County Offices outside the combination.
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Par. 334

334  Janitorial Services

A
Obtaining
Services

Employees cannot be hired to perform janitorial services. Obtain professional
janitorial services through contract. See 28-AS.

335 Temporary Assgnments of CO Employeesto Other Offices

A
Policy

B
Funding
Procedures

7-5-01

SED’s may require CO employees to temporarily work in other FSA offices within
the State. Volunteers from overstaffed offices will receive first consideration when
assigning employees to work in other offices.

State Offices who wish to assign CO employees to work temporarily in other
offices shall use the following guidelines:

* inall cases, maintain payrolling activities for the temporarily assigned employee
in the home office

* authorize applicable travel and per diem according to existing travel
regulations

+ dlocation adjustments between County Offices within a State may be made at
the State Office's discretion.
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7-5-01

Par. 336

Directed Reassignments of Program Technicians

A Policy

STC’'s may direct the reassignment of an employee to correct imbalances between
overstaffed and understaffed offices.

An employee shall not be reassigned to a position at a higher grade or to a position with
higher potential than the position they held.

Identifying Offices for Reassigning Employees
SED’s shall:

e identify overstaffed and understaffed County Offices
e notify affected CED’s.

CED’s in understaffed County Offices have either of the following options:

e accept reassignment of an employee for a permanent position
¢ handle the workload with the current staff.

Identifying Employees for Reassignment

Employees from an overstaffed office within the local commuting area shall have the first
opportunity to volunteer to transfer to a similar position.

If no employee volunteers from within the local commuting area, employees from other
identified overstaffed County Offices within the State:

e must be notified of vacancies available in the understaffed County Offices
e may volunteer for reassignment.

If more than 1 employee, described in this subparagraph, volunteers for a single position, the
gaining CED shall interview and select an employee.

If no volunteers are received from an overstaffed County Office, SED shall determine which
County Office will:

¢ have an employee reassigned
e receive the reassigned employee.
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Par. 336

336 Directed Reassgnments of Program Technicians (Continued)

D

337-352

4-17-06

Selecting Employee and Documenting Selection

When CED in an overstaffed County Office is notified that an employee needs to be
reassigned, the losing CED shall select and document which employee is to be selected for
reassignment. The documentation shall:

e be prepared and placed in the COC executive session minutes

e show which employees are retained and which employees are released, based upon which
ones are most essential to the effective and efficient operation of the losing office at the
time of reassignment.

Directing Employee Reassignment

After CED determines which employee shall be reassigned, STC shall issue a letter of
directed reassignment to the employee. This letter shall provide the employee a 60-calendar
day notice before the effective date.

If an employee chooses not to accept the reassignment, separate the employee according to
22-PM.

Employees may appeal reassignments to DAFO for review.

Note: If an employee is separated after an offer within their commuting area, the employee
is not entitled to severance pay or re-employment priority placement rights.
However, not accepting a position outside of an employee’s local commuting area
will not affect the employee’ s entitlement to severance pay or re-employment priority
consideration.

L ocal Commuting Area

A local commuting area, for the purpose of directed reassignments, is the geographic area
that includes surrounding localities in which people live and can reasonably be expected to
travel back and forth daily to their usual employment. STC’s shall determine each local
commuting area in conjunction with the KCAO Personnel Division and COC.

(Reserved)
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Par. 353
Section 3 Miscellaneous Employment Policies for County Offices

353 Fringe Benefits Coverage for Continuous Service

A
Continuation of County Office employees who convert from a permanent appointment to a
Coverage temporary appointment without a break in service of more than 3 calendar days

shall continue to have the same fringe benefits coverage that the permanent
appointment had. See 22-PM. Benefits covered include:

retirement systems (CSRS or FERS)
life insurance

health insurance

TSP.
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Par. 354

354  Oath of Office

A
County
Employees

B
COC Members

C
Previous Oath of
Office

7-5-01

CED and all other County Office employees shall complete FSA-586 on or before
the enter on duty date.

COC members and alternates shall complete FSA-586:

+ after eection or regection
* before taking office.

FSA-586 executed while employed in a previous appointment does not satisfy
these requirements. Complete FSA-586 for each new appointment or reelection to
office.
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Par. 355
355 USDA Identification Cards

A County Offices
County Offices shall:

e issue AD-53 to employees requiring photographic ID cards
e order AD-53 from State Office on FSA-159 and provide:

e employee’ s name
e employee’s Social Security number

e color photograph of employee that measures 1 inch by 1 1/8 inches and is a full face
view with head and shoulders.

B State Offices

State Offices shall order AD-53 according to 3-AS.
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Par. 356
356 NASCOE Agreement

A Provide New Employees

After appointment, provide each new employee with a copy of the agreement between
USDA, FSA, and NASCOE.

B Agreement
The agreement between USDA, FSA, and NASCOE:

e coversthe relationships between NASCOE and various management segments of USDA
e provides for recognition at the State level.

*--Note: See Exhibit 35 for a copy of the agreement.--*
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Par. 357
357 Student Career Experience Program (SCEP)

A Purpose

Under SCEP (formerly referred to as the Cooperative Education Program), FSA recruits,
hires, and trains students from participating colleges and universities. SCEP provides
motivated students work experience in their field of study and strengthen professional,
administrative, technical, and other occupations in the Federal service.

B Objective
Objectives of FSA SCEP include:

providing arecruiting source for meeting long-range staffing goals
allowing selection for career jobs based on proven performance
building stronger relationships between educators and employers
allowing students to experience real world work

providing financial assistance.

C|_Exhibit 371 Reference

See FSA-53|(Exhibit 37) for acopy of the SCEP Statement of Understanding that must be
signed by the student and placed in OPF.
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Par. 357
357  Student Career Experience Program (SCEP) (Continued)

D State Administrative Officer Responsibilities

The State Administrative Officer shall:

e serve asthe State SCEP Coordinator

e obtain approval to participate in this program from DAFO

e emphasize hiring minorities and women

e initiate contact with and recruit from Historically Black Colleges and Universities,
Hispanic Association of Colleges and Universities, and other institutions with high
enrollments of under represented classes

e enter into written agreement

e select students for placement in State Office
Note: Process candidates according to Federal regulations.

e select students for placement in County Office
Note: Process candidates with temporary appointments that can be extended.

e ensurethat students are provided appropriate work experiences

e identify mentor or coach to help student fit in

e monitor program for compliance

o familiarize themselves with the SCEP Agreement

e convert studentsto permanent appointments.
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357  Student Career Experience Program (SCEP) (Continued)

Par. 357

E
Educational The educationa institution shall coordinate recruitment efforts by:
Institution
Responsibilities * providing agood source and pool of qualified candidates without
discrimination
* providing data about student’s academic field or study and standing
» notifying the Agency of any change in student status, such as change in major
area of study, academic standing, enrollment, etc.
F
Eligibility To be eligible for participation in FSA SCEP, students shall:

Requirements
* meet citizenship requirements

be at least 16 years of age or older

be enrolled in the school’ s Cooperative Education Program

* beingood academic standing with at least a 2.0 grade point average on a

4.0 scale and maintain a“C” at al timesin the major field of study

* bemajoring in agriculture, business, public administration, or some other field

of study that relates to FSA work

not be arelative to Agency personnel who:

» will provide direct supervision

* isinaposition to influence or control the student’ s appointment,

promotion, or advancement.

Continued on the next page
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Par. 357

357  Student Career Experience Program (SCEP) (Continued)

G
Sdlected Students

H
Work Schedules

7-5-01

Selected students shall:

meet eligibility requirements

be able to perform job requirementsin relation to studies

provide enough work hours needed before conversion, minimum 640
carry out terms of Agreement

complete FSA-53,

notify Agency of academic status.

Work schedules may be flexible according to the signed agreement. Students may
work a part-time or full-time schedule.

For apart-time schedule:

written certification must be received from school officials indicating that these
assignments are acceptable as aregular part of the students academic
cooperative education curriculum

students must work a minimum of 16 hours and be enrolled in school on a
full-time or part-time basis

students are covered by the Federal Employees Part-Time Career Employment
Act.

Continued on the next page
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Par. 357

357  Student Career Experience Program (SCEP) (Continued)

H

Work Schedules

(Continued)

7-5-01

For afull-time schedule:

students may work alternating periods of work and study

students work an equivalent semester and go to school the next semester;
unless followed by a summer session

students must work the following minimum hours for conversion to permanent
appointments:

* undergraduate, 640 hours
¢ graduate, 640 hours
« all others, 640 hours

work experiences may not be completed solely during summer sessions, or
during the 120-day period the student is eligible for conversion.

Continued on the next page
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Par. 357
357  Student Career Experience Program (SCEP) (Continued)

Basic Benefits These policies concerning basic benefits apply to students.
Benefit
Area Policy
Pay » Pay will be at step 1 of the current rate authorized by the agreement and

students will receive any authorized payment for overtime.
* Therate of pay will depend on the grade to which appointed.

* When not in pay status, students will be placed on LWOP.

Leave * During work periods, students are entitled to earn annual and sick leave
according to county leave regulations.

* Students are entitled to use earned leave on the same basis, and subject to the
same rules and regulations, as other County Office employees.

Holidays Students will be paid for legal holidays that fall within the periods of work, if they
meet the requirements under appropriate regulations for receiving this pay.

Retirement * FERS retirement coverage is required for students with appointments that
exceed 1 year.

* FICA (OASDI and HIT) retirement coverage is required for students with
appointments that are lessthan 1 year.

Lifeand Students may elect health insurance benefits and are eligible for Federal life
Health insurance coverage if they are expected to be in pay status for at least one-third of
Insurance the time covered by their appointment.

Performance | Students are covered under the Agency’s performance appraisal system and are
Management | eligible for WGI’'s, QSI’s, promotions, and awards.
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Par. 358
358 Federal FSA Vacancies

A
Notification of State Offices are required to advise County Offices of any vacancies that will be
Vacancies filled. Thisincludes appropriate State Office and National Office vacancies. All
Federal vacancies are also posted on OPM’s website at:  www.usgjobs.opm.gov.
B
State Office State Offices shall:
Action
* using e-mail, send a summary of the vacancy announcement to each County
Office; for example, title, grade, location, etc.
» provide full text vacancy announcements upon request.
C
County Office County Offices shall:
Action

* post ahard copy of the summary of vacancy announcements
» obtain and provide full text vacancy announcements upon request..
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Par. 359

359  County Office Employees Eligibleto Apply for Civil Service Positions
Under Pub. L. 105-277

A
Background

B
Applying for
Vacancies

C
Eligibility

7-5-01

The Omnibus Consolidated and Emergency Supplemental Appropriations Act for
FY 1999 (Pub. L. 105-277), section 765 granted permanent CO employees Federal
Civil Service status for the purpose of applying for USDA Civil Service positions if
employees were employed after September 30, 1998.

OGC has advised that the entitlements granted by this legislation is indefinite and
does not expire.

Permanent FSA non-Federal CO employees employed after September 30, 1998,
can apply for:

* FSA Civil Service vacancies for which they are qualified

» Civil Service vacanciesin other USDA agencies, if the area of consideration
includes FSA employees.

CO employees must be permanent CO employees after September 30, 1998, to be
eligible to apply for USDA Civil Service vacancies. CO permanent employees
who resigned or were separated during FY 1999 or later are also provided with
indefinite Civil Service status for the purpose of applying for USDA Civil Service
vacancies.

Example: Employees on the rolls after September 30, 1998, but not currently on
the rolls, are eligible for the entitlements of this paragraph.
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Par. 360

360  Converson Information

A
Appointment
Tenureof CO
Employee
Selected

B

Paysetting for
Promotion Into
Civil Service
Position

C
Transferring
Leave

5-23-02

CO employees selected for a Civil Service position under Pub. L. 105-277 will be
given a career-conditional appointment and must serve a 1-year probationary
period. After 3 years of service, employees will be eligible for conversion to career
status.

*--Provide the highest rate of pay allowable when an employee is promoted from a
CO position to a GS position. Therefore, the employee gets the benefit of the rate
found by setting either of the following:

* pay at the lowest rate of the higher grade that exceeds the existing rate of basic

pay by not less than 2 step increases of the grade from which the employee is
promoted

Note: If the amount is between 2 steps of a grade, set the pay at the higher
step.

» pay based on the highest previous rate.--*

If employee is moving to aleave earning Federal position without a break in
service of more than 3 calendar days, all accumulated annual and sick leave shall
be transferred.

Note: See 17-PM for details on earned leave.

Continued on the next page
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Par. 360
360 Conversion Information (Continued)

D

Earning Leave County Office employee’ s service will be creditable service for determining annual
leave earning rate for the Federal position.

E

Length of Service  County Office employee service, that is creditable for retirement, will be creditable

for RIF service for determining seniority during any Federal RIF.

F

3-Year Federal CO creditable service cannot count towards the 3-year Federa service time period

Service requirement.

Requirement

G

WGI Waiting CO employees must start a new WGI waiting period when appointed to the GS

Period pay system.

H

Contact Send any questions about this conversion entitlement through the appropriate State

Officeto HRD.
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Par. 361
361  Respongbilities

A State Office and SED Responsibilities
State Offices shall ensure that:

e employees are advised of this change in policy and its implications
e vacancy announcements are distributed to County Offices in atimely manner.

SED’s shall ensure that all other USDA directors, such as NRCS, Rural Development, and
FS, etc., in their State are advised of this entitlement.

B KCAO Responsibilities
KCAO, Personnel Division shall ensure that:
e vacancy announcements show that CO employees are eligible to apply for the positions

e all actions processed under Pub. L. 105-277 are coded properly. New processing codes
have been developed by NFC.

C HRD Responsibilities
HRD shall ensure that:
e vacancy announcements show that CO employees are eligible to apply for the positions

e adequate information is disseminated from OHRM to the other USDA agencies
personnel offices.

D County Office Employee Responsibilities
When applying for a USDA Civil Service position, non-Federal CO employees shall:

e attach acopy of this paragraph about eligibility to apply for USDA Civil Service
vacancies

e attach acopy of the most recent SF-50-B, showing permanent status with the application.
Statusis printed in the remarks section of SF-50-B.
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Par. 362
362  Converting Federal Vacanciesto Non-Federal Positions

A Background
To meet local needs, SED’s may convert:

e non-Federal vacanciesto Federal farm loan positions
e Federal farm loan vacancies to non-Federal positions

Only authorized positions listed i Exhibit 5lmay be used when establishing non-Federal
County Office and field positions.

B Consulting With Associations and Unions

SED’s shall consult with recognized employee unions and associations to obtain input in
developing a plan to be used when:

e assessing farm loan vacancies
e determining how best to meet local producers’ needs.

Union/NASCOE input is predecisional when developing a plan for converting Federal
vacancies to non-Federal positions. Union/NASCOE consultation is not necessary each time
the SED backfills a Federal vacancy with a non-Federal employee.

C Submitting Plansto DAFO

SED’s shall submit the plan, developed according to subparagraph B, for review and
approval by DAM, DAFLP, and DAFO.

D Informing DAFO
SED’s shall inform DAFO when converting a Federal vacancy to a non-Federal position.

DAFO shall provide copies of all conversionsto HRD and BUD.

4-17-06 27-PM (Rev. 1) Amend. 12 Page 5-74



Par. 362

362 Converting Federal Vacanciesto Non-Federal Positions (Continued)

E Changing Employment Ceilings

4-17-06

Any Federal vacancies that are converted to non-Federal positions require periodic
adjustments in the total County Office permanent employee ceiling and the FTE ceiling.

e HRD shall adjust State Office staffing plans on a monthly basis to reflect Federal FTE
changes.

e BUD snal:

e make appropriate adjustments in the County Office permanent employment ceiling
records by State

e increase County Office administrative allocations to reflect payrolling by County
Office funds rather than NFC.

Annual Report of Conversions

State Offices shall file an annual report of conversions (PE-172R) on FSA-206 by October 31
with DAFO. DAFO shall provide copies of FSA-206 to BUD and HRD.
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Par. 363
363 Checklists for Personnel Actions

A Type of Checklists
Checklists are provided in the exhibits for:
e appointments
e Separations

e ftransfers.

B Exhibit References

Type of Action Reference
Appointments DIt 38
Separations [Exhibit 39
Transfers:
e from 1 County Office to another without a break in service [Exhibit 40
e from a County Office position to a Federal GS position Exhibit 4
364-376 (Reserved)
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Par. 377
Section 4 Promotion Palicies

377 Eligibility for Promotion

A
GradesCO-1
Through CO-4

B
Grades CO-5
and Higher

C
Temporary
Appointments

7-5-01

Employees in positions graded CO-1 through CO-4:

* may be promoted when they meet the quaification requirements for their
position, see Part 6

» ghal not be promoted more than twice in 1 calendar year.

Employees in positions graded CO-5 or higher may be promoted to the next grade
when they:

* meet the qualification requirements for their position, see Part 6
* have completed at least 52 weeks of service at their present grade.

All employees serving under temporary appointment will be eligible for promotion
when they meet the minimum experience requirements in Part 6.

Note: Thetotal years required shall be based on 260 days in pay status, excluding
overtime, which is equivalent to a year of appropriate full-time
employment.

Continued on the next page
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Par. 377

377  Eligibility for Promotion (Continued)

D

Crediting Prior
Temporary
Service

7-5-01

Time served in grade in atemporary appointment shall be credited to the timein
grade requirement, if employee is later given a permanent appointment at the same
or lower grade.

Note: Prior temporary service at a grade higher than that of a subsequent
permanent appointment is credited asiif it had been performed at the level
of the permanent appointment.

Example: When an employee with a CO-5 temporary appointment is
given a CO-4 permanent appointment, the CO-5 serviceis
credited at the CO-4 level for applying time in grade
restrictions.
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378 Regular Promotions

A

Reason for
Regular
Promotions

B
Evaluating
Employee

C
Certification

D

Salary of
Promoted
Employee

7-5-01

Par. 378

Regular promotions are given because:

* thereisanincrease in difficulty of job duties being performed

* employeeis selected to fill avacancy.

When considering employees for promotion, evaluate their:

¢ past performance
* length of service.

Before promoting an employee:

» the position description must be certified by the appropriate officials

* astatement certifying acceptable service and a recommendation for promotion
must be placed in the COC executive minutes.

Use this table to determine who shall make the certification of acceptable service.

IF the County Office employee being
promoted is...

THEN the certification is
by...

an office or field employee

CED.

CED

COC.

Employees who are promoted shall receive a salary increase according to

[paragraph 701]

27-PM (Rev. 1) Amend. 1

Continued on the next page
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Par. 378
378 Regular Promotions (Continued)

E
Effective Date of Employees shall only be promoted on the first day of the pay period after:
Promotions

* the employeeisdligible

» all required paperwork is submitted to the State Office and the proposed
promotion is determined to meet all legal and regulatory requirements.

The effective date will be the first day of the next pay period after approved by the
State Office and after any applicable time-in-grade requirements are met.
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379

4-7-04

Par. 379

Temporary Promotions

A Reason for Temporary Promotions

Temporary promotions are limited to unusual cases and are used when it is necessary for an
employee to be temporarily promoted to a different position for a specified period. The
employee returns to regular duties at the end of the assignment. Examples of unusual cases
would be if CED:

e isinanonpay status
e isabsent for an extended period of time
e position is vacant.

Promotion Time Limit

The specified period of atemporary promotion shall not exceed 1 year. The promotion may
be terminated before 1 year.

Exception:  Temporary promotions resulting from temporary shared management
operations should not exceed 120 calendar days.

Acting CED

COC, with STC concurrence, may temporarily promote a Program Technician or Chief
Program Technician to serve as Acting CED. Only Program Technicians CO-5 and above
shall be temporarily promoted.

e Temporary promotions can be authorized after the 30th day that the employee has been
Acting CED. The effective date isthe first day of the following pay period.

e |f there are no Program Technicians eligible to be temporarily promoted, other
alternatives must be used, such as designating a neighboring CED.

o*--|f aneighboring CED is designated as Acting CED, the arrangement shall be designated
as atemporary shared management operation after 45 calendar days.--*
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Par. 379

379 Temporary Promotions (Continued)

D Memorandum of Agreement

4-17-06

COC shall have the employee, being temporarily promoted, complete a memorandum of
agreement.

e The agreement becomes a permanent part of the employee’s personnel record.
e Send 1 copy of the agreement to the State Office.

If DAFO approves an extension of atemporary promotion beyond the normal 1-year period,
anew memorandum of agreement shall be completed.

Note Sek Exhibit 43
Position Classification

Program Technicians who are temporarily promoted to serve as Acting CED’ s shall be
classified as Program Technicians in Charge.

IF Program Technician selected as Acting | THEN Program Technician in Charge
CED isat grade... position shall be at grade...

CO-6 CO-7.

CO-7 or CO-8 CO-9.

CO-9or CO-11 CO-11.

Assign salary rate for promotion according tg paragraph 701]
Note: See Exhibit 15 for position description.
Shared M anagement Operations

See the following for policies on temporary promotions resulting from temporary shared
management operations:

e [subparagraph 53|C, for CED positions
e [subparagraph 133 F, for lead Program Technician positions.
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Par. 380
380 Terminating Temporary Promotions

A
Returning to When CED position isfilled or if CED returnsto duty, Program Technician in
Former Position Charge shall:

* return to the former grade and step

* receive any WGI that may have otherwise been due during the intervening
period

* not lose any waiting period time for WGI because of the temporary promotion.

B
Requesting County Offices shall submit to the State Office arequest to return employee to the
Personnel Action  proper grade and step when temporary promotion ends. Grade and pay retention

do not apply.
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Par. 381
381  Processing SF-52 for Temporary Promotions

A

Processing County Offices shall submit SF-52 for temporary promotion to the State Office
Temporary according to 28-PM.

Promotion

B

WGI’'s WGI’ s for the former lower graded position will not be processed while on a

temporary promotion. At the time the employee is returned to the former grade,
the step of the grade will be set based on any WGI that would have occurred had
the employee not been on atemporary promotion.

If the temporary promotion is extended beyond a year, WGI’s may be authorized
within the temporary position provided the appropriate WGI waiting period has
been served.

382-396 (Reserved)
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Par. 397
Section 5 Qualifications and Suitability:

397  Minimum Qualification Standards

A
General All County Office employees shall:
Requirements

be citizens of the United States, according ta_paragraph 403

be high school graduates, or have GED

have a Social Security number

be at least 18 years of age, or 17 years of age for high school graduates.

B
Specific Use this table to determine the paragraphs in Part 6 that contain the specific
Qualification minimum qualifications standards for different County Office positions.
Reference
Position Paragraph
coT [480!
CED 454
Subordinate office and field employees 458
C
Exceptionsto STC shall not increase the national minimum qualification standards for any
Minimum County Office position.
Qualifications
Standards
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Par. 398
398  Crediting Experience

A

Determining Determine eligible credit for experience and education according tq paragraph 397
Credit for and Part 6.

Experience

B

Multiple An applicant shall not receive more than 1 month of credit for a month of
Experiences experience.

Examples.  Anapplicant for a COT position serves as a COC member while
operating afarm. Credit experience as a COC member or asa
farmer, but do not give credit for both for any individual month.

An applicant for a County Office position has creditable education
as well as experience on afarm while attending school. Credit
education or farm experience, but do not give credit for both for
any individual month.
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Par. 399

399  Disqualified During Previous County Office Employment

A

Previous
Employment
Record

B
Reviewing OPF

7-5-01

If an applicant is, or has been, a COC member or employee, review all available
records to determine whether applicant should be disqualified. See paragraph 303
and 22-PM. The records should include:

o audit reports
* investigations reports

* personne information available in the County Office where previously
employed.

Note: 3-INFO requirements apply.

The State Office shall review the applicant’s OPF to determine whether it contains
FSA-362.
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Par. 400

400  Suitability Inquiries

A
Making Inquires

B
Formal
Education

C
Unknown
Applicant

D
Retaining
Inquires

7-5-01

Make written inquiries to obtain or verify needed information about the applicant.
Use OF-50 if written inquiries are not practical. Requests for review of this
information shall conform to 3-INFO requirements.

Verify formal education if it is afactor in selecting the applicant.

If applicant for permanent or temporary appointment is not known personally to
CED, or at least one COC member, make written inquiry about the applicant’s:

job performance and dependability

ability to get along with others

technical ability

supervisory ability and leadership qualities, if applicable
general attitude

health

character and reputation.

Use this table to determine when to retain written inquiry checks.

IF inquiry isfor... THEN...

applicant for employment retain written inquiries with the
applications of other qualified
candidates.

previous or current employee destroy written inquiries.
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Par. 401
401  Physical Requirements

A
Required A physical examination at the applicant’s expense is required if:
Physical

* thereisany question about the applicant’s ability to perform the duties of the
position
Note: Provide the physician making the examination with a written statement

of required duties.

» theapplicant had an active case of tuberculosis with the last 3 years. The
applicant shall not be considered if the examination results indicate that
performing the required duties may harm the applicant or others.

B
3-INFO Results of the physical examinations are subject to 3-INFO requirements.

Requirements
» Placeresultsin OPF if the applicant is appointed.
* Return examination results to the applicant if the applicant is not selected.
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Par. 402

402 Ineligibility of Current Employeesor Committee Members

A

COCand CMC

B
County Office
Employees

C
Responsibility
and Authority

D

Notifying
Employees of
Indigibility

7-5-01

COC and CMC members, delegates, and alternates are ineligible to hold office if
they do not meet 15-A0 requirements.

County Office employees are ineligible for continued employment if they do not
meet employee responsibilities and conduct requirementsin 22-PM or the
requirement in paragraphs:

« 302
303
« 403

If notified of a possible ineligibility, STC, COC, and CED shall act for employees
within their jurisdictions.

STC shall determine ineligibility if COC or CED does not act prompitly.

If the proven allegations would make the employee ineligible, notify employeein
writing of the:

* reasons
» conditions of ineligibility
* right to reply.

Employee’s reply must be within 15 calendar days after the date of the notice
stating the reasons for indligibility.

Continued on the next page
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Par. 402
402 Inédligibility of Current Employeesor Committee M embers (Continued)

E
Determining STC, COC, or CED shall make the final determination of eligibility no later than
Eligibility 20 calendar days after mailing the notification to the employee. If employee

replies, consider this response. After eligibility is determined, follow this table.

IF employeeisdetermined... | THEN...

eligible notify employee in writing of dligibility.

ineligible notify employee in writing that the employee:
* isineligible for office or employment

» shall be eligible to be rehired if eligibility
reguirements are met.
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Par. 403

403 Veritying New Appointees Employment Eligibility

A

Immigration
Reform and
Control Act

B
FSA Policy

C

Using I1-9to
Verify Employee
Eligibility

The Immigration Reform and Control Act of 1986 provides that employers shall
hire only American citizens and aliens who are authorized to work in the United
States.

It is FSA policy to employ United States citizens only.

All employees hired after November 6, 1986, must complete I-9. See Exhibit 45
Each County Office shall:
* require each employee to complete I-9, Section 1

» check documents establishing employee’ s identity and eligibility to work and
complete I-9, Section 2

+ send |-9 to the State Office to be retained in the individua’s OPF while
employed.

Note: After separation, 1-9 must be retained in the State Office for 1 year.

[-9 shall be available at the State Office for inspection by an Immigration Service
or Department of Labor Officer upon request.

Note: [-9isnot required:

« for an employee on the rolls as of November 6, 1986, who movesto
any other non-Federal county position without a break in service

* upon re-employment of a person following a separation from
non-Federal county service if the OPF contains -9 completed within
the previous 3 years

¢ for COC meambers.

404-451 (Reserved)

7-5-01
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Par. 452
Part 6 Employee Selection

Section 1~ CED’sand Subordinate County Office Employees

452  Qverview
A Introduction

This section includes the policies and procedures concerning CED and subordinate County
Office vacancies and selections.

B How to Apply for Employment

*--All applicants for County Office employment shall submit a resumé or other written
application for employment to the office responsible for filling the vacancy.--*
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Par. 453

453  Authority for Approving Vacancies

A

4-17-06

Basic Requirements

All anticipated or actual vacancies, including CED, shall not be filled by permanent or
temporary appointment until:

e COC recommends and justifies it
e DD recommends it
e SED approvesit according to STC-established policies.

Permanent County Office Positions

SED may authorize filling a vacancy according to ST C-established policies after considering
COC, CED, and DD recommendations. When filling a permanent position, consider:

e the need for the position
e temporary employees as possible candidates
e actionstaken to locate minority candidates.

CED Positions
STC shall consult with DAFO:

e when it anticipates a CED vacancy
e before taking any action to fill the CED vacancy.

Note: See paragraph 454 for CED vacancies.
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Par. 454
454  CED Vacancies

A COC Responshbilities

COC shall notify STC, through DD, of any CED vacancy as soon asit occurs, or if COC
expects a vacancy to occur. |If avacancy exists, COC shall:

e hire CED’s from the Certificate of Best Qualified Candidates issued by STC
e submit appointment package as soon as possible after candidate is selected.

B STC Responsibilities
If STC expects a CED vacancy to occur within 6 months or less, STC shall:
e recruit for COT’sif necessary
Note: State Offices must check with DAFO to review ceilings before hiring COT’s.
e provide COC’swith a Certificate of Best Qualified Candidates. See subparagraph F.

Note: See subparagraph K for STC hiring authority when COC is unable to choose from the
Certificate of Best Qualified Candidates.

C Gradefor CED Vacancies

CED vacancies shall befilled at or below the grade authorized by the most recent CED
C&PP.

If more recent workload and program data than was used in the latest CED C&PP is
available, then contact HRD for CED grade determination.

D Advertisng CED Vacancies

*--All CED vacancies shall be posted with a nationwide area of consideration, unless DAFO
approves awaiver to restrict the vacancy announcement to a Statewide area of consideration
because of a State being above FTE staffing levels. CED’s vacancy announcements shall
clearly specify the area of consideration as nationwide or Statewide.

CED vacancies shall be advertised with a minimum area of consideration that is clearly
defined in the vacancy announcement to include the following:--*

e all current FSA supervisory or managerial employees, including CED’s, FLM's, State
Office Chiefs, etc.

e in-State COT'swho have successfully completed the COT program, or are within
30 calendar days of successfully completing the COT program.
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Par. 454

454  CED Vacancies (Continued)

D Advertisng CED Vacancies (Continued)

4-17-06

*--The following candidates may be considered in the area of consideration and included in the
vacancy announcement:--*

out-of-State COT’ s who have successfully completed the COT program
former CED’s or supervisory/managerial FSA GS employees
current Program Technicians, who:

e previously completed the COT program

* % *

e requested to remain on the STC register for a 1-year extension
o* --exceeded the combined 2-year time limit for the STC register.

State Offices may submit written requests to DAFO to waive nationwide area of
consideration.

Note: Candidates for CED vacancies must meet the minimum qualifications requirements

according ta paragraph 455 The minimum qualifications listed im paragraph 455 are
not applicable for CED’s hard-to-fill vacancies. See paragraph 458 for minimum

qualifications for hard-to-fill vacancies. for an example of a CED
vacancy announcements.

CEDKSA’s

KSA'’s should be directly related to the duties of CED as described in the position
description. The following KSA examples can be adopted, modified, or revised to be
included in CED vacancy announcements.

Ability to communicate both orally and in writing (including public speaking skills).
Ability to interpret and apply written regulations, including training of subordinates.

Ability to supervise and lead people; including directing and prioritizing subordinates
work, fairly evaluating performance, and dealing with problem employees.

Ability to use acomputer by listing software proficiencies.
Ability to identify and solve problems.
Knowledge of farming practices and customs for the location of the job being advertised.

Ability to plan, work, and make decisions independently.--*
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Par. 454

454  CED Vacancies (Continued)

*--E CED KSA’s(Continued)

e Evidence of the ability to lead and manage rapidly changing programs, work pressures,
and difficult situations.

e Knowledge of FSA programs.

e Ability to develop outreach programs to increase public awareness and participation in
programs.

Note: See Exhibits 48|and|48.1/for the recommended format for CED vacancy

announcements.

F Determining Best Qualified CED Candidates

After every CED announcement, the SME rating panel will:

e determine the best qualified applicants through a rating process and narrow the number of
candidates to areasonable number by bringing the best qualified candidatesto STC's
attention

Note: The SME rating panel will consist of the following:

4-17-06

SED (optional)

AO (facilitator)

Note: AO isresponsible for ensuring that the requirements of this procedure are
followed and to assist in expediting the process. AO cannot serve as arating
member.

DD

CED

FLM, Farm Loan Chief, or State Office Chief Program Specialist.--*
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Par. 454

454  CED Vacancies (Continued)

*--F  Determining Best Qualified CED Candidates (Continued)

4-17-06

The SME rating panel shall use the following rating instruments to determine a candidate’s
qualifications:

e review position descriptions and minimum qualification standards according to
| paragraph 455| and any other material gathered to identify the task and competency
requirements of the position

e review each applicant’s application, KSA’s, performance appraisal, related awards,
training, and self-development

Note: If 5 or less applicants apply for a CED vacancy, a SME rating panel will not be
required. AO will review the application materials for required documents and forward
directly to STC to serve as the rating panel before forwarding to COC for interviews.

Documenting the Rating Process

The SME rating panel is responsible for certifying and reaching a consensus decision to
certify 3 to 5 best qualified candidates for STC to review. Scores are combined and recorded
on FSA-1055 (Exhibit 48.2) by the SME rating panel.

A rating scale shall be used to rate each applicants KSA'’s by assigning points based on the
applicant’ s possession of each KSA. The point ranges are 5, 3, 1, and 0. The scoring key is
as follows:

Superior - 5 points
Satisfactory - 3 points
Minimally Acceptable - 1 point
No Evidence - 0 points.

FSA-1055 shall be used by each panel member to document the rating score and the review
of each applicant’s application, KSA’s, performance appraisal, related awards, training, and
self-development.

e Upto 10 candidates may be referred for each grade level of the vacancy announcement
if meaningful distinctions cannot be made among a smaller number.

e The names of the best qualified candidates from the SME rating panel shall be combined
and listed on FSA-1054 (Exhibit 48.3) by grade level in alphabetical order.--*
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Par. 454

454  CED Vacancies (Continued)

*--G Documenting the Rating Process (Continued)

4-17-06

A_noncompetitive referral is an appointment or placement in a position in the competitive
process that is not made by selection from an open competitive process and is usually based
on current service.

e Current CED’swho apply for current grade level CED vacancy announcements qualify
as anoncompetitive referral candidates.

e Failure onthe part of the applicant to submit the requested material from the vacancy
announcement will result in not being considered for the advertised position.

e FSA-1054-1 shall be used to document noncompetitive referral candidates by grade level.
e AO shall include any FSA-1054-1's with FSA-1054'sto COC for CED interviews.

Members of the SME rating panel shall protect the confidentiality of all information received
or reviewed during the committee process. The SME rating panel is accountable for
defending their final decision to any regulatory or investigative process.

When a large volume of applications are received, a prequalification review of applications
can be conducted by AO to expedite the process and to assist the SME rating panel. The
purpose of the pre-qualification review is to prescreen those applicants who meet the
minimum requirements. AO shall not determine which applicants are the “most qualified”.
Thiswill be done by the SME rating panel.

Note: COT’swho have completed their training program are automatically placed on
FSA-1054.

STC Certifying CED Candidates
STC hasthe final responsibility for determining best qualified candidates based on valid
position related criteria and the employee’' s application package. STC is accountable for

defending their final decision to any regulatory or investigative process.

STC shall review FSA-1054, applications, KSA'’s, and any other related material submitted
by the SME rating panel and issue afinal FSA-1054.--*
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Par. 454
454  CED Vacancies (Continued)

*--H STC Certifying CED Candidates (Continued)
STC may do either of the following:

o certify all eligible best qualified candidates
e interview all best qualified candidates and reduce the number of applicants to be referred.

Note: STC should follow the suggested interview instructions provided in Exhibit 48.5
If interviewed by STC, then candidates shall be informed of the date, time, and
location of the interview.

If STC certifies all eligible candidates, then STC interviews are not required. STC cannot
add candidates to the rating panel’ s best qualified list.

Note: STC may not remove COT’swho have successfully completed their training from
FSA-1054.

I Notification To Applicant
Applicants should be kept informed of the status of their application. After completing the
STC panel process, applicants should be notified of their eligibility for the appointment. A

written notification also serves as the applicant’ s record. Information listed on FSA-337
informs applicants if they are qualified for the position for which they applied.--*
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Par. 454
454  CED Vacancies (Continued)

*--J Hard-to-Fill Vacancy

A hard-to-fill vacancy existsif no or only 1 candidate is referred to COC and a selection
cannot be made after the first announcement with the area of consideration defined in
subparagraph D, the CED vacancy may be re-advertised with an area of consideration that
includes all candidates meeting the basic qualifications as listed in subparagraph 458|B. To
facilitate recruitment for the hard-to-fill vacancy, CED’s specialized qualification
requirements are waived.

The CED’s hard-to-fill recruitment process can be used in the following circumstances.

e CED announcement was advertised with a nationwide area of consideration according to
subparagraph D.

¢ No candidates applied for the CED vacancy announcement.

e Onequalified candidate isreferred to COC for selection.

e COC did not make a selection from FSA-1054.

e |f no selection is made, COC can request a re-advertisement of the CED announcement
as a hard-to-fill announcement with the “area of consideration” expanded in the

announcement to include the following:

e FSA Statewide area of consideration to include all permanent FSA CO and GS
employees in the State

e all candidates meeting the general qualifications standards listed i paragraph 458 at
CO-5-11 or CO-5-12, as appropriate, for an example of a hard-to-fill
vacancy announcement.

Note: COT’sor other best qualified candidates not selected in the first announcement

are automatically placed on the hard-to-fill FSA-1054. Candidates do not have to
re-apply to be considered.--*
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Par. 454

454  CED Vacancies (Continued)

*--K STC Authority on Nonselections by COC

4-17-06

IF COC does not hire a CED from FSA-1054 issued from STC or FSA-1054-1 within

30 calendar days after receiving either FSA-1054 or FSA-1054-1, then STC may fill the CED
vacancy or consider arequest to re-advertise as a hard-to-fill vacancy if none or 1 candidate
was referred. If STC failsto fill the vacancy, then DAFO may intercede and fill the vacancy.

COC Hiring Process

Panel interviews provide information on how candidates will perform in the target position.
Information is obtained by having each candidate describe, in detail, past and/or current
experiences that they believe demonstrate their ability to perform in the position for which
they have applied.

Conducting COC Interview

COC shall:

e review FSA-1054 which was developed by STC and/or FSA-1054-1 for selecting a CED
e notify candidates of date, time, and location of interview.

This process shall be conducted in close coordination with STC through DD.
The following are guidelines for interviewing and selecting CED.

e Questionsused in the interview must be developed before the interview. The same set of
questions must be used for all candidates.

e A COC member will lead the interviews by introducing the candidates and panel
members and giving an overview of the position and selection process.

e COC'sshall share the responsibility of asking interview questions.

e Questions used in the interview should not be arestatement of KSA’s. Questions must
be job-related and should be structured to determine to what extent the candidate possess
the knowledge, skill, or ability. COC’s should for suggested interview
instructions.

e Where 2 or more COC’s are involved in selecting CED, each COC will have equal voting
rights in the selection process

Note: A civil rights observer may be present to ensure that the evaluations and any
conversation about the process in not discriminatory in nature. The civil rights
observer will not take part in the interviews or attempt to influence the panel
discussion.--*
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454  CED Vacancies (Continued)

*--N COC Selection Process

Par. 454

Candidates shall be rated on their response to each question from the interview. At the
conclusion of each interview, COC’s shall assess the candidate using the scale of “High”,

“Medium”, and “Low” on FSA-1056.

The following is an example of FSA-1056.

This form is available electronically.

FSA-1056 U.S. DEPARTMENT OF AGRICULTURE
(04-19-08) Farm Service Agency
COUNTY COMMITTEE EMPLOYEE (CCE)
EVALUATION MATRIX

3. POSITION TITLE

1. ANMOUNCEMENT NUMBER

2, DATE iMM-DO-YYYY)

4. SERIES AND GRADE

5. DUTY STATION OFFICE

4-17-06

INSTRUCTIONS TO THE PANEL

The candidates shall be rated on their response to each question. Al the conclusion of each interview, the panel shall assess the candidates using the
scale of High, Medium and Low, using the Evaluation Matrix. FSA-1058, CCE Evaluation Matrix for each candidate interviewed must be attached with

the signed FSA-1054, CCE Compel:ltive Certificate or FSA-1054-1, CCE Non-Competitive Certificate and will be required at the conclusion of the

[

INTER\I"IEW.QUESTION
(For exampie, Briefly, summasize your work hisfory and educalion or Stmmarize one
o fwo of your important accomplishments)

B 4, 10,
HIGH MEDIUM | LOW
) " )

T
APPLICANT'S NAME

11. TOTAL SCORE

12A. SIGNATURE OF PANEL MEMBERS

12B. DATE (MM-DD-YYYY)

13A. SELECTING OFFICAL'S SIGNATURE

13B. DATE (MM-DD-YYYY)

Select the didate and d it why the didate was id

d to be most qualified in the remarks section.

14. REMARKS

The 5 o
onentation. genstsc

bazs of race, clor g, sty o, mackad stats s, rmigron, savimd
¢ or bec iy , i iheor appy B-al, ) "
2) 720 TEE). Tofle a complsi wrike I LSO, Dirwcior. Office of Cod Rights. 1400

reans o ‘s TARGET [C

st of prograr information (Ecadie, e prord. suclctape. ek |
@ dverum, 544, Washingion, D.C. 20250-0410; o call (B00) THE-JE7Z (vowce) or (202) 7206382 (TOOH
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Par. 454
454  CED Vacancies (Continued)

*--N COC Selection Process (Continued)
COC' s shall:

¢ select the candidate and document why that candidate was considered to be most
qualified in FSA-1056

Note: FSA-1056 and the signed FSA-1054 or FSA-1054-1 will be required at the
conclusion of the selection process.

e retain personal interview notes
e notify the State Office through DD of the selected candidate.

Important:  All candidates should be notified of COC’s decision in writing before
announcing the COC’ s decision.

O State Office Documentation

Members of the STC and COC panels shall protect the confidentiality of all information
received or reviewed during the interview process.

The following documents generated from the rating panel, STC process, and COC panel
interviews will become part of the official file maintained by the State Office:

copy of the vacancy announcement

FSA-1055 from each SME rating panel participant
FSA-1054 if applicable

FSA-1054-1 if applicable

copies of FSA-337

instructions to the panel members

FSA-1056

COC' s selection.

These documents shall be maintained as official records for 2 years after the panel interview
and filed according to 25-AS.--*
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Par. 454
454  CED Vacancies (Continued)

*--P  Training
Selectees for CED vacancies are subject to any additional training that STC considers
necessary. If the selectee is not a current or former supervisory employee or COT, then a
52-week training program similar to the COT program is required.
Note: Thistraining may be shortened with DAFO approval.
STC shall prepare IDP for each GS employee selected for a CED vacancy. See 6-PM.

Q Probationary Period

Employees selected for CED positions who have not previously completed a managerial

probationary period shall serve a 1-year managerial probationary period according to
[subparagraph 304|C.

R Re-Employment Rightsfor Displaced CED’s

Displaced CED’ s receive priority consideration according to paragraph 328.1-*
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Par. 455
*1-455 Minimum Qualification Requirementsfor CED’S

A Minimum Qualifications--*

To be eligible for advancement, CED shall meet the minimum qualifications in this table.

Grade L evel Qualifications
CO-9 Candidate shall have 1 year of specialized experience at the CO-7,
CO-8, GS-7, or GS-8 level and be selected for a CED position.
CO-11 Candidate shall have 1 year of specialized experience at the CO-9,
GS-9, or equivalent level.
CO-12 Candidate shall have at least 1 year of qualifying specialized
experience at the CO-11, GS-11, or equivalent level.

Note: Specialized experience is defined as experience that equipped the applicant with the
particular knowledges, skills, and abilities to perform successfully the duties of the
position, and istypically in or related to the work of the position being filled. To be
creditable, specialized experience must have been equivalent to at least 1 year in the
next lower grade level.
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456 Replacement CED

A

Acquiring a
Replacement
CED

B
Designating
Acting CED

C

Hiring
Replacement
CED

7-5-01

Par. 456

A replacement CED can be acquired by doing either of the following:

¢ designating an Acting CED
e hiring a CED.

COC, with STC concurrence, shall designate an Acting CED if any of the
following applies:

¢ CED isin nonpay status
* CED isabsent because of an extended illness
* CED position is vacant.

Note: Sae paragraph 379 for temporary promotions.

STC shal hire areplacement CED if filling the position is necessary for effective

operation. STC shall take the following action when hiring a replacement
* advise the appointee:

+ f thereisreason to believe that the incumbent CED will not be ret
duty

CED:

urning to

* that the appointment is subject to termination, if incumbent returns to duty

* indicate on personnel action, remarks section, that the appointment is subject

to termination if incumbent returnsto duty.

Note: Thisremark serves as a memorandum of understanding between STC,

COC, and the employee.
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Par. 457
457  Obtaining and Selecting CO Employees

A
Filling Vacancies  CED shall fill vacancies with the best qualified candidates. * * *

Employees may be reassigned from other County Offices by STC according to

paragraph 336!
B
Obtaining When filling vacancies, CED shall hire al subordinate CO employees. CED shall
Candidates take the following actions for each individual vacancy to obtain candidates.
Step Action

1 | Advise State Office of al vacanciesto befilled. State Offices shall
*--post permanent vacancy announcements according to

[paragraph 564.1-*

2 Provide public notice, through vacancy announcements, radio, or
newspapers, to ensure an adequate number of qualified and suitable
applicants for all permanent and temporary CO vacancies.

3 | Takeaction to notify minority and women organizations in their
supervised geographical area of all employment opportunities.

4 | Advise State employment office of all permanent and temporary office
vacancies. Only advise the local office of temporary vacancies.

5 | *--Obtain resume or written application for employment from each--*
applicant for positionsto be filled by permanent or temporary
appointment.

6 Consider only candidates qualified and suitable for the positions.

7 Delay filling vacancies with permanent appointments until after the
closing date on the vacancy announcement.

8 Follow the requirements for re-employment rights in paragraph 328

Continued on the next page
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Par. 457

457  Obtaining and Selecting CO Employees (Continued)

C Selecting Candidates

CED isresponsible for selecting candidates. CED shall take the following actions for each
individual vacancy to select a candidate for employment.

Step Action

1 | Review the qualifications and suitability of each applicant.

2 | Write “meets standards’ and sign resumés or applications submitted by applicants
who meet the qualification standards for the position.

3 | Select the best qualified candidate to fill the vacancy.

4 | Write “selected” and sign resume or application for the applicant who is selected.

5 |If applicant selected is a current FSA employee, persons promoted shall receive a
salary increase according td paragraph 701

6 | Retain resume or application for al qualified, eligible, and available applicantsin
the County Office files for at least 1 year for record purposes only. Dispose of the
files after 1 year, unless an EEO complaint or grievance isfiled. See 22-PM.

7 | Submit each selected employee’ s resume or application to the State Office. State
Offices will maintain resume or application in OPF.

8 | Obtain completed forms necessary for NACI and mail to the State Office according
tolparagraph 305!

9 | Certify by memorandum to SED that every effort was made in the recruitment
process to locate and solicit applications from minorities, women, and persons with
disabilities.

D DD Responsibilities

DD shall monitor the selection and placement of all Program Technician vacancies in each
assigned County to ensure that County Office workforce diversity goals are met.

E State Office Responsibilities

4-17-06

State Offices shall email County Office vacancy annoucements to HRD according to

[paragraph 564/

SED’ s shall take action to ensure that minority and women’s organizations, including
educational institutions, are notified of all CO and GS employment opportunities in their

State.

State Offices shall forward NACI forms according ta paragraph 305/
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Par. 458

458  Qualification Standardsfor County Office Employees

A

B

4-17-06

General Standards

In addition to qualification standards in Part 5, Section 5, selected candidates for positions
subordinate to CED must meet the specific qualification standards, described in this
paragraph, for the position at the applicable grade level.

Exception:  The high school graduation requirement, in Part 5, does not apply to:

o office postions filled by temporary appointment
e positions for which the duties are primarily performed in the field.

Hard-to-Fill General Standards

The specialized CED qualification standards required in paragraph 455 are waived to
facilitate recruitment for hard-to-fill counties. Candidates for CED hard-to-fill positions
must meet the basic experience requirements, described in this paragraph, for the position at
the applicable grade level.--*

Experience Requirements

All candidates for subordinate County Office positions must meet the experience
requirements listed in this table to be appointed at the indicated grade level.

Grade L evel Experience Requirements
CO-1 No experience required
CO-2 3 months of Type A
CO-3 6 months of Type A
CO-4 1 year of Type A
CO-5 1 year of Type B, equivalent to CO-4 or GS-4
CO-6 1 year of Type B, equivalent to CO-5 or GS-5
CO-7 1 year of Type B, equivalent to CO-6 or GS-6
CO-8 1 year of Type B, equivalent to CO-7 or GS-7
CO-9 1 year of Type B, equivalent to CO-7, CO-8, GS-7, or GS-8
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458

*--D TypeA and B Experience Requirements--*

4-17-06

Par. 458

Qualification Standardsfor County Office Employees (Continued)

Type A experience is general experience relating to office work or equal background in the
operations of a farm or ranch.

Type B experience is CO, GS, or other experience directly related to the functions of the
position to befilled or the following:

o for field positions only, experience in operating or managing a representative operating

farm or ranch

e experiencein FSA asa COC or CMC member.

Note: Excess Type B experience may be substituted for Type A experience.

Examples of Type A Qualifying Experience

This table contains examples of Type A experience.

Type of Work or
Employment

Type of Agency or Business

Knowledge Acquired in
Position

Farm or ranch of at
least representative
size and scope

e Practical farm experience

e Knowledge of agricultural
crops and livestock and
related marketing problems

Fertilizer
Farm Machinery

Elevators or warehouses for
farm products

Other businesses working with
farmers and farm-related
activities

County-, district-, |e¢ USDA agencies Operational phases of farm or
or State-level e State departments of agriculture | agricultural credit programs
positions e Stateor local extension services | carried out by the respective

e Vocationa agriculture schools | @gencies or ingtitutions
Manager of local e Feed Farm operations and problems
business

27-PM (Rev. 1) Amend. 12
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Qualification Standardsfor County Office Employees (Continued)

F Examplesof Type B Qualifying Experience

This table contains examples of Type B experience.

Par. 458

Type of Work or Previous Duties and Knowledge
Employment Responsibilities Type of Agencies Acquired
County-, digtrict-, | Equivalent to or no less e USDA agencies |Operational phases

or State-level than 1 grade lower than of farm or
positions the County Office job e State departments | agricultural credit
applied for of agriculture programs carried
out by the
Note: Employeeswith e Stateor local respective agencies
1 year of CO-7 or extension or institutions
GS-7 TypeB services
experience or
equivalent qualify |4 \/ocational
for CO-9 level agriculture
positions. schools
e STC member |Equivalenttoor noless FSA or predecessor | Operational phases
than 1 grade lower than Agencies of farm or
e COC member |the County Officejob agricultural credit
applied for programs carried
o State employee out by the
Note: Employeeswith respective agencies
e County Office 1 year of CO-7 or
employee GS-7 Type B
experience or
equivalent qualify
for CO-9 level
positions.

G Substituting Education for Experience

To substitute education for Type A or Type B experience, or both, academic study must have
been at an accredited college or university.

H Qualifying Grade Based on Education

Education above high school may be substituted according to the following.

Grade Level Amount of Education Required
CO-3 1 year above high school
CO-14 2 years above high school
CO-5 4 years above high school
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Par. 458
458  Qualification Standardsfor County Office Employees (Continued)

|  Special Requirements

County Offices may supplement the qualification requirements with either of 2 special

requirements when these abilities are needed. COC shall document and obtain STC approval

before using either of these special requirements.

e Performance Test. Applicants for positions requiring a keyboard or other office
equipment, or the ability to take and transcribe dictation, may be required to pass a
performance test.

e Language Requirement. In certain areas of the country, applicants may be required to:

e know alanguage other than English

e have an ability to work with groups of people for whom English is not the primary
language.

These cases should be clearly evident by the office location and the cultural, ethnic, or
social constituency of the farmer-producer clientele in the county.
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7-5-01

Par. 459

Selecting Federal Employees for County Vacancies

A Selecting Federal Employees

CED’s may select current or prior Federal employees to fill County Office vacancies.

Note: Itisimperative for State Offices to obtain previous service history. Failure to identify
the service at the time of appointment could result in the employee being placed in
the wrong retirement system. See Part 7.

Previous Transferred Federal Employee

If the selected candidate is a current Federal employee, State Office shall determine whether

the employee was transferred at U.S. Government expense in the previous 12 months of

Federal employment.

e InU.S. Government transfers, the employee agrees in writing to remain in U.S.
Government service for 12 months after transfer.

e Thistransfer agreement shall be honored by FSA County Office employment. If the
employee separates from the County Office while the service agreement is in effect, the
money spent by the U.S. Government is recoverable from the employee.

Transferring Federal Employee’s L eave

Federal employees, who move to a county leave-earning position without a break in service
of more than 3 calendar days, shall transfer all annual and sick leave. See 17-PM.

State Offices shall request the leave records and transcript of service for employees whose
OPF s are maintained in the respective offices.
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Par. 460
460 Recruitment and Retention I ncentives

A Incentives
* * * The following incentives are extended to County Offices:
e travel expenses for pre-employment interviews
e travel and transportation expenses for first duty station appointments
e recruitment bonuses of up to 25 percent of base salary
e relocation bonuses

e retention allowance of up to 25 percent of base salary for employees having completed 1
year of continuous service with the Agency

o*--Student Loan Repayment Program.--*

B Justification
If it isanticipated that any of these incentives might be used, State Offices shall prepare
written justification specifying why, in the absence of the incentive, the office would

encounter difficulty in filling the position with a highly qualified candidate.

e Send thisjustification and request for approval to DAFO before initiating the recruitment
effort.

e If approved by DFO and concurred by HRD, specify the incentive on the recruitment
announcement.
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Par. 461
*1-461 Filling Chief Program Technician Positions

A Establishing Chief Program Technician Positions

Establish Chief Program Technician positions according td paragraph 134!
B Selecting Chief Program Technician
CED shall:

e notify County Office employees within the county that a Chief Program Technician
position has been established

Note: CED’s have the option of advertising the position Statewide.

e solicit applicants from Program Technicians who are interested in applying for the Chief
Program Technician position

e interview applicants
e make selection

e document reasons for selecting a particular applicant for the Chief Program Technician
position in the COC executive minutes.--*

462-476 (Reserved)
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Par. 477
Section 2~ COT Program

477 Authoritiesand Responsgbilitiesfor COT Program

A STC Responsibilities

4-17-06

STC'sor SED’s shall:

under the direction of STC's, establish a COT program
e indetermining the number of COT positions to establish:

e estimate the number of anticipated CED vacancies for the near future
e establish positions for COT’s up to the number of DD’s in the State

Note: SED’smay, if justified, request additional ceiling for COT’sfrom DAFO.
e ensure that training County Offices are selected

Note: Consider scope of program activity that will provide COT’s with the most
extensive background in County Office operations.

e recruit, select, and place candidates in the COT program, see subparagraph F

e have responsibility, through DD’s, for supervising and training COT’s.
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Par. 477
477  Authoritiesand Responsibilitiesfor COT Program (Continued)

B DD’sResponsibilities
DD’s shall:
e work with SED’sto select County Officesto provide COT program training
e consider:

e thelocation of the training site
e whether program or administrative training is available within the county

e evaluate COT’s performance by consulting with CED who provided the specific training

e conduct periodic evaluations to provide COT’s who have deficiencies an opportunity to
improve before the training period ends.

C State Training Officers Responsibilities
State Training Officers shall:

e work with SED in developing COT training plans
e use FSA-600. COT’sshall have an SED-approved FSA-600 before training begins.

Note: See 6-PM for information about FSA-600.
D COC’sResponghbilities
*--COC’s shall continue to hire CED’s from the STC Certificate of Best Qualified Candidates

containing names of incumbent CED’s certified by STC, COT’s, and other eligibles based on
| paragraph 454.1-*

Note: See paragraph 454 on CED vacancies.
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Par. 477
477  Authoritiesand Respongbilitiesfor COT Program (Continued)

E

Allocation for COT’s shdl be on the payroall of the County Office sdected for COT'straining. The
COT Program County Office alocation will be increased to pay this expense.

F

Recruiting COT’s  When recruiting COT' s, State Offices shall:

C *--advertiseaminimum of 14 caendar days for established COT vacancies-* and
enaure that each County Office is advised in atimely manner

C useRegiond Recruitment Teamsto assigt in:

C recruiting for COT candidatesin locations where there is a significant number of
aoplicants to fulfill FSA’s EEO gods

C encouraging COC's, colleges, and State departments of agriculture to
recommend candidates for selections

¢ make minimum qualifications determinations according to paragraph 480

G
COT Rating A COT rating pand will:
Panel
C determine the best qualified gpplicants through arating process

Note: Theraing pand will consg of the following:

SED

AO

DD

CED

FLM or Farm Loan Chief.

D OO OO

Continued on the next page
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Par. 477

477  Authoritiesand Respongbilitiesfor COT Program (Continued)

*--G
COT Rating
Pand (Continued)

H
COT Interview
Panedl

C review each gpplicant’s application, KSA’s, performance gppraisa, related
awards, training, and self-devel opment

Note: Thesefactorswill be consdered in the evaluation process only to the extent
that they are clearly related to 1 or more KSA’sin the job being filled.

C rate each applicant for each KSA based on the following:

superior (5 points will be assigned)
satisfactory (3 points will be assigned)
minimally acceptable (1 point will be assgned)
no evidence (0 pointswill be assigned)

OO O OO

C certify 3to5 best qudified candidates to SED and STC for review. Upto
10 candidates may be referred for COT vacancy if meaningful distinctions cannot
be made among a smdler number.

A COT interview panel, made up of a least SED and STC, shdl interview best
quaified gpplicants as determined by the rating pand. STC shdll sdect the--* best
qudified candidate.

for guidelines on evaluating the candidates.

478 | COT Employment Restrictions

* * %

A
Committee
Membersas
COT's

7-10-02

Committee members shal resgn before being selected for a COT pogtion. This
includes the following:

¢ COC members
¢ COC dternates
¢ COC advisors.

* * %
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Par. 479

479  COT Program Palicies

A
Quialification
Requirements

B
CoT
Appointments

C
COT Job
Classification

D
COT Eligibility
for CED

7-10-02

*_-The COT rating panel shall screen COT candidates according to--4_paragraph 480
and[Exhibit 50] CED qualifications are in paragraph 455

COT’ sshdl sign FSA-227 (Exhibit 51). FSA-227 Hates:
C theconditions of the COT program

C that COT s may be separated if they decline more than 1 interview or job offer for
a CED podtion.

*--STC'ssdect COT's. COT’sshdl receive permanent appointments that--* have:

C aNTE date of 24 months from the enter on duty date
C dl benefitsthat apply to dl other permanent appointments.

Standard job positions for COT’s are described in[Exhibit 4] State Offices shall
develop additiona duties based on FSA-600 requirements. COT’ swho are
determined to be qualified may be assigned duties described i after:

C successfully completing the 52-week training period
¢ formd evduaion by the State Office.

A candidate shall successfully complete the COT program to qudify for CED.
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Par. 480

480  Qualification Standards

A
General
Standards

B
CO-5
Qualifications

8-16-02

In addition to sandards in Part 5, Section 5, selected candidates for COT positions
must meet the specific qudifications sandards in this paragraph.

Candidates shdl have a knowledge of farming practices and customs.

All candidates for COT, CO-5 shdl meet 1 of the sets of quaifications listed in this
table to be digible for the COT program.

Set Education or Experience
1 | A 4-year degree.
2 | *--Applicants shal have a least 1 year specidized experience equivaent to

the grade 5 leve or above.--*

Specialized experience is defined as experience that equipped the gpplicant
with the particular knowledges, skills, and abilities to perform successfully the
duties of the pogition, and istypicaly in or reated to the work of the position
being filled. To be creditable, specidized experience must have been
equivalent to at least 1 year in the next lower grade level.

Combination of education and experience described in set 1 or 2.

Substitution is based on 30 semester hours or 45 quarter hours per year of
academic study for 9 months of work experience.

Continued on the next page
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Par. 480
480 Qualification Standards (Continued)

C
CO-7 All candidates for COT, CO-7 shall meet 1 of the sets of qualifications listed in this
Qualifications table.

Set Education or Experience

1 | A 4-year degree with a grade point average of at least 3.0 on a 4.0 point
scale.

2 | *--Applicants shall have at least 1 year specialized experience eguivalent
to the grade 6 level or above.--*

Specialized experience is defined as experience that equipped the
applicant with the particular knowledges, skills, and abilities to perform
successfully the duties of the position, and is typically in or related to the
work of the position being filled. To be creditable, specialized experience
must have been equivalent to at least 1 year in the next lower grade level.

3 | Combination of education and experience described in set 1 or 2.

Substitution is based on 30 semester hours or 45 quarter hours per year of
academic study for 9 months of work experience.

Continued on the next page
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Par. 480

480 Qualification Standards (Continued)

D
CO-9
Qualifications

E
Evaluating
Candidates

12-4-02

*--All candidates for COT, CO-9 shall meet 1 of the sets of qualifications in this--*

table.

Set

Education or Experience

1

Master’s or equivalent graduate degree or 2 full years of progressively
higher level graduate education leading to such a degree.

Applicants shall have at least 1 year specialized experience equivalent to
grade 8, or be equivalent to grade 9 or above.

Specialized experience is defined as experience that equipped the
applicant with the particular knowledges, skills, and ahilities to perform
successfully the duties of the position, and is typically in or related to the
work of the position being filled. To be creditable, specialized
experience must have been equivalent to at least 1 year in the next lower
grade level.

Combination of education and experience described in set 1 or 2.

Substitution is based on 30 semester hours or 45 quarter hours per year
of academic study for 9 months of work experience.

STC shall rate candidates to determine the quality of experience and potential
based on the criteria in Exhibit 50
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Par. 481
481 COT Training

A Training Program

Each COT shall satisfactorily complete a minimum 52-week training program. A minimum
of 6 months training outside the county is required.

Exceptions: SED’s may submit arequest to DAFO for a shortened training period based
on prior experience with FSA or predecessor agencies. Each request shall
include a justification and specify the requested duration of the training
period.

When a Program Technician is selected as COT, the training County Office
may be the County Office in which the employee was employed as a Program
Technician only after DAFO approval because of exceptional circumstances.

B Unsatisfactory Completion of Program

COT’swho do not satisfactorily complete the required training shall be separated. See
subparagraph 483/ A for exception.

C Satisfactory Progressin Program

COT’swho make satisfactory progress will be scheduled for National CED Management
Training, given in 2 separate 1-week sessions.

e Thefirst session shall be scheduled, when possible, between the 12th and 28th weeks of
the COT program.

e There shall be at least 6 months, if possible, between the first session and second session.
The second 1-week session shall be scheduled when possible.

D Evaluating Training Program

Final evaluation about successfully completing the training isby STC. STC considers input
from the following about COT’ s performance:

SED

DD

State Training Coordinator
Program Specialist
previous CED trainers
previous FLM trainers.

4-17-06 27-PM (Rev. 1) Amend. 12 Page 6-45



Par. 481
481 COT Training (Continued)

D Evaluating Training Program (Continued)
If COT isat the CO-5 level, use this evaluation to determine whether COT shall:

e continue at CO-5 or be promoted to CO-7
e Dbe separated.

E COT’sRemaining at CO-5

CO-5 COT’s shall receive any additional training necessary to qualify them for a permanent
County Office position or CED trainee, CO-7.

e The additional training for reconsideration at CO-7 shall not last longer than 1 month.

e At theend of the additional training, State Office shall evaluate to determine whether
CQOT should be placed on the Program Technician list for selection by CED.
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Par. 481
481 COT Training (Continued)

F
COT Training Prepare and maintain a training program record showing the sequence of
Record administrative and program operations and demonstrated management skills that

each COT must have to complete the program.
» State training coordinator shall initially prepare the record.

o Trainer CED’s shall use therecord to indicate COT’s progress during the
training period.

* Thetraining coordinator shall maintain a master copy of COT’ s record, for
reviewing progress and evaluations with:

« COT
* responsible officias.
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Par. 482

482  Promoting COT’s

A

Upgrading CO-5

to CO-7

B

Placing COT’s
on STC
Certificate of
*--Best
Qualified--*
Candidates

C
Upgrading to
CO-9

D
Selecting CO-9
COT’s

7-10-02

COT, CO-5 who successfully complete 6 months of the training program shall be
promoted to COT, CO-7 if evaluated to have CED potential.

Current COT’ s who successfully complete training shal be placed on the STC
*--Certificate of Best Qualified Candidates.--*

The COT, CO-9 grade level is for use only when the COT candidate is currently
*--in a permanent position at the CO-9 or GS-9 level or higher, or has served in a
permanent position at the CO-8 or GS-8 level for at least 1 year. COT’s at the
CO-7 level shall not be promoted to the CO-9 level, unless they have been selected
by COC for a CED position.

CO-7 COT, selected by COC for a CED position, shall complete 52 weeks at
grade 7 level before promotion to a CO-9 CED position.--*

COT, CO-9 who is selected for a CED position shall be placed in a CED, CO-9
position at the same step if they have less than 12 months of COT experience at
the CO-9 level.

Promotion to the CED-11 level may occur when the employee has 12 months of
COT and/or supervisory/managerial experience at the grade 9 level.
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Par. 483

483  Return Rightsfor Office Employees Selected as COT’s

A Return Rights

County Office employees who are selected as COT’s shall have return rights to their former

*--positions at any time in the first 6 months of the COT training period.--*

7-10-02

Document personnel action for the Program Technician to show, in the remarks section, that
STC selected the employee as COT.

Replacing County Office Employees

Employees hired to replace Program Technicians hired as COT’s shall be given atemporary
appointment NTE 1 year.

e Document in personnel action, remarks section, to show that replacements will be
separated from their jobs if COT’s exercise return rights.

o*--1f COT successfully completes the first 6 months of the training program,--*
the replacement Program Technician may be given a permanent appointment if the
position was originally advertised as having the potential of being made permanent;
otherwise; advertise the position.

Employees may be temporarily promoted to replace Chief Program Technicians hired as
COT’s. Temporary promotions shall be competitive and not exceed 1 year. If COT
successfully completes the training program, the employee given the temporary promotion
may be permanently promoted to the Chief Program Technician position, if the Chief
Program Technician position was originally advertised as having the potential of being made
permanent. Otherwise, advertise the position.
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Par. 484
484  COT'sNot Placed After One Year

A Removal From STC Certificate of Best Qualified Candidates

COT’ s shall not remain on the STC Certificate of Best Qualified Candidates for morethan 1
year. If COT’s have been on the register for more than 1 year, STC shall:

e place COT’sin vacant Program Technician positions anywhere in the State if they
entered the COT program from a Program Technician position

e separate COT'sif they were not County Office employees before entering the COT
program. STC may give these COT’ s consideration for vacant Program Technician
positions for which they qualify.

Exception:  STC may extend time period with DAFO approval.
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485  Salary Changes

A

WGI of Program

Technician
Appointed as
CcoT

B
Promotions

C
Downgrades
From COT to
Program
Technician

D
Pay Retention
Authorization

E

Terminating Pay

Retention

7-5-01

Par. 485

The waiting period for WGI will not change for a Program Technician appointed
as COT at the same grade.

Set salaries according tolparagraph 701 [for County Office employees promoted to
COT.

Former County Office employees who are returned to the former position from the
COT position within 26 weeks will be returned to the grade and step of their
former position.

The time accrued in the higher grade for WGI purposes shall be credited toward
the WGI anniversary date of the lower graded position, in addition to the time
previously accumulated at the lower grade.

Employees entering the COT program who are downgraded shall have their salary
set at the step of the lower grade that most nearly matches their salary without
reducing their salary. If their current basic salary exceeds step 10 of the lower
grade, pay retention is authorized if they held their higher grade for at least 1 year.

Discontinue pay retention when the employee:

* recelves apromotion to a position and salary equal to or higher than the salary
held before demotion

e returnsto former position

* isseparated from the COT program.

Continued on the next page
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Par. 485

485 Salary Changes (Continued)
F
Promoting Promote COT’ s under pay retention according to this table.
Employees With
Pay Retention
Reason
for Pay
Retention Rate of Pay Additional Actions
Demoted After 1 year of CED Process as an administrative pay adjustment.
from experience at the CO-9 _
CO-11or | level, set basic pay at | F employee'sbasic salary
higher the step of CO-11that | rateis... THEN...
mo_st ;learly n.ﬁ:Ch? within the range of CO-11, | pay retention ends and a
eg'r . a%v.\" %lou steps 1 through 10 new WGI waiting period
reducing thar saiary. begins, effective with the
pay adjustment to CO-11.
higher than CO-11, step 10 | pay retention continues until
the employee is promoted
to agrade that will
accommodate the
employee' s saary.
486-550 (Reserved)
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Par. 551
Section 3 Employee Records

551  Establishing and Maintaining OPF’s

A

OPF’sat State State Offices shall establish and maintain OPF s for all CO employees and
Office committee members.

B

State Office The Chief Administrative Officer, or an official responsible for administrative
Action activities, shall:

* maintain county OPF s in the State Office according to OPM’s“The Guide to
Personnel Recordkeeping”

+ fileforms and records about health benefits and life insurance

» for employees whose OPF s are maintained in the State Office, advise County
Offices on matters affecting those employees, including:

* changein leave earning rates
o date WGI isdue.
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Par. 552

552  OPF Contents

A
Permanent
Forms

C

Permanent
Formsfor
Committee Only

4-12-02

The following forms are not listed in “The Guide to Personnel Recordkeeping” but
are considered permanent records:

« FSA-50
« FSA-67

« FSA-67A
« FSA-200
« FSA-282
« FSA-322

Note: Remove FSA-322 from OPF when employee terminates outside
employment or activity.

* FSA-586
o*--original resumée or application for employment--*
e -9

Exception:  Upon the employee’ s separation, remove |-9 and placein a

separate file. aragraph 403

o FSA annual pay status records.

The following forms are permanent records and are used for committeepersons
only:

* FSA-353
* FSA-362.
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Par. 553

553 Candidate With Previous County FSA Service

A
Candidate With
Previous Service

B

Person Elected to
COCor CMC
With Previous
Service

C
Flagged OPF’s

7-5-01

If candidate for employment had previous county FSA service, obtain OPF as soon
as possible from either FRC or previous State Office if OPF has not yet been sent
to FRC. See Part 7 for creditable service requirements.

* Do not make permanent appointment before reviewing OPF.

+ |f delay would adversely affect program operations, give the candidate a
temporary appointment.

If newly elected COC or CMC member has previous service, obtain OPF as soon
as possible after election. Previous service includes:

» former COC
o former CMC
* employee service.

If acandidate’ s OPF is flagged with FSA-362:
+ the State Office will notify the County Office

* do not give the candidate an appointment until the State Office provides advice
on the candidate

* and candidate has aready been given atemporary appointment, do not give a
permanent appointment until the State Office provides advice on the candidate.
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Par. 554
554  Candidate With Previous Federal Service

A

Obtaining If a County Office employee has previous Federal service that is not shown on
Previous Service service records in OPF, the State Office shall contact the former Agency for the
Record service record. See Part 7 for creditable service requirements.

B

State Office State Offices shall:

Action

* obtain an official statement of service from former Agency
* determine the statement’s credibility
* inform the County Office.

7-5-01 27-PM (Rev. 1) Amend. 1 Page 6-136



Par. 555
555  Providing Record of Employee's Service to Other Agencies

A

Employing The employing Agency is responsible for obtaining an employee’s record of
Agency creditable service. Requests for transcripts will normally be directed to FRC.
B

State Office When OPF has not yet been sent to FRC, the State Office shall:

Action

* respond to the request

* provide atranscript, upon request, if employee’ s OPF is retained in the inactive
files.
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Par. 556
*1-556 Limiting Accessto STC Certificate of Best Qualified Candidates

A

For Official Use The STC Certificate of Best Qualified Candidates, including any supporting--*

Only papers and comments, is for official use only. See 3-INFO for guidelines on
Privacy Act of 1974 (88 Stat. 1986) requirements.

B

Limiting Access Limit access to these records to persons who have official need for them.

» Protect information obtained in confidence, to preserve the relationship
between the candidate and the current or perspective employer.

* Genera information is not restricted.
Examples:  Number of candidates on a certificate.

Verifying that the candidate’ s name is on the certificate.

557-560 (Reserved)
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Par. 561
Section 4 County Office Vacancy Announcements

561-563 (Withdrawn--Amend. 3)

564  Posting and Distributing Announcements

A

Requirement for
Posting
Announcements

B
Responsibilities
for Posting
Announcements

4-7-04

All County Office vacancy announcements for permanent positions shall be posted
on the:

+ OPM USAJOBS web site
* HRD Employment Opportunities web page.

There is no requirement to post vacancy announcements for temporary County
Office positions on the web sites. County Office vacancy announcements for
temporary positions exceeding 90 calendar days may be posted on the OPM
USAJOBS web site or the HRD Employment Opportunities Web Page at the State
Office' s request.

County Offices shall follow State Office instructions to submit a request to the
State Office to fill a vacancy.

State Offices shdll:

+ create County Office vacancy announcementsin Word * * * format. See
Exhibit 61/for sample vacancy announcement

e usestraight text without tables or columns so that the announcement is
viewable on-line

» follow the requirements in paragraph 565

o*--post County Office vacancy announcementsto OPM USAJOBS website
according to requirements ir paragraph 565

* designate primary and backup individuals responsible for completing uploads
to USAJOBS

¢ obtain user ID and passwords for USAJOBS from HRD

Note: State Offices must notify HRD of any change in primary or backup
designations for issuance of new password.--*

Continued on the next page
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Par. 564

564 Posting and Distributing Announcements

B
Responsibilities
for Posting
Announcements

C

Responsibilities
for Distributing
Announcements

D
Web Locations

4-7-04

o*_-upload CO vacancy announcements to USAJOBS
Note:
* generate, review, and maintain record of job entry. See|Exhibit 63.t-*

Note: Submissions requiring additional information and/or corrections may
necessitate adjusting the original proposed opening and closing dates.

State Offices are responsible for ensuring proper distribution of al FSA vacancy
announcements within each State to both of the following:

« State Office employees
* County Offices.

CED'’s are responsible for ensuring that vacancy announcements are distributed to
all employees within the County Office by either of the following:

* posting them in a central location accessible to al employees
» distributing copies to each employee.

County Office vacancy announcements can be viewed and printed from 2 different
web locations.

» Current employees can access the announcements on the HRD Employment
*--Opportunities web page on the FFAS Intranet at http://hr.ffas.usda.gov.--*

» Employees and public job seekers can access the announcements at OPM’s
Governmentwide employment information system, USAJOBS. Access to
USAJOBS can be accomplished in any of the following ways:

on the web at http://www.usajobs.opm.gov

by electronic bulletin board at 912-757-3100

by telephone at 912-757-3000 or TDD at 912-744-2299

by using touch screen computer kiosks located throughout the nation at
OPM offices, Federa buildings, and some colleges and universities.

* k% *
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Par. 565

565 Announcement Content

A
Required
I nformation

4-7-04

Each announcement shall include:

announcement number which consists of the State abbreviation, the current
calendar year, and a sequential number from 0001 through 9999

opening date

closing date which shall be at least 2 weeks after opening date
area of consideration that is:

« nationwide for CED positions

» Statewide for subordinate CO positions, can be increased or decreased
*--with DAFO approval--*

Note: The area of consideration:

* can berestricted to asmaller area, such as Statewide FSA
employees from overstaffed counties

o*--shall be 1 of the following:
o al sources

o FSA Statewide (includes al permanent FSA CO and GS
employees in the State)

o FSA nationwide (includes all permanent FSA CO and GS
employees).--*

position title

pay plan (CO) and grade range of position which is the lowest and highest
possible grade of the position

Continued on the next page

27-PM (Rev. 1) Amend. 10 Page 6-149



Par. 565

*--565 Announcement Content (Continued)

A

Required
Information
(Continued)

4-12-02

location or duty station

description of duties which is general in nature; the specifics are in the position
description

general qualifications

KSA’s

how to apply

relocation expenses authorization statement

EEO statement.

Additional information can be added as needed. See Exhibit 61 for an example of
vacancy announcement formatting.--*

Continued on the next page

27-PM (Rev. 1) Amend. 3 Page 6-150



Par. 565
*--565 Announcement Content (Continued)

B

KSA's Vacancy announcements shall list 4 to 6 KSA’s. KSA'’s should be directly related
to the duties described in the position description. They are used as selective
factors in addition to, or more specific than, the minimum qualification standards.
The best way to determine KSA'’s of a position is to determine the 4 to 6 major
duties of the job; then, for each duty, determine KSA required to perform each
major duty.

* Knowledge is an organized body of information, usually of a factual or
procedural nature, which, if applied, makes adequate performance on the job
possible.

Example: Knowledge of FSA County Office administrative procedures.

o Skill isthe proficient manual, verbal, or mental manipulation of data, people, or
things. The difference between skill and ability is that skills are directly
observable. Skills are observable and quantifiable.

Example: Skill in operating a computer.

* Ability is the competence to perform an observable behavior or activity at the
present time. Also implied isalack of discernible barriers, either physical or
mental, to performing the activity.

Example: Ability to communicate in writing.

KSA’s are not behaviors such as work attendance nor are they personal
characteristics such as attitudes. Behaviors and characteristics are not normally
measurable so shall not be listed as KSA. The selecting official, however, may
take them into consideration during the interview process.

Applicant’s responses to KSA’s will be used by the selecting official as a means of
determining which applicants are the best qualified for the positions. No ranking
or rating of the KSA responses is required; they are required only to provide the
selecting official with more specific information concerning the applicant’s
qualifications than what might be present on an application alone.--*

566-576 (Reserved)
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Par. 577

Part 7 Determining Creditable Service and Figuring SCD’s

Section 1 Crediting Service for Retirement SCD’s

577 __Crediting Civilian Service

A
Creditable
Service

B

Creditable
Service for CSRS
and CSRS Offset
Employees

7-5-01

The following civilian service is creditable for CSRS and FERS employees:

service as an employee of an FSA County Office

Federal service performed in the executive, judicial, or legislative branches if it
meets the following test for Federal employment:

* engaged in the performance of a Federal function
* appointed or employed by a Federal officer
* under the direction of a Federal official.

The following service, meeting the requirements in subparagraph A, is creditable
for CSRS and CSRS Offset employees:

al service for which CSRS retirement deductions were withheld
refunded CSRS service

Note: Refunded service s civilian service during which CSRS retirement
deductions were withheld but later refunded to the employee.

nondeduction service.
Note: Nondeduction service is civilian service during which no retirement

deductions were withheld. Generally, this would be noncareer time,
such as temporary, indefinite, or intermittent.

Continued on the next page
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Par. 577

577  Crediting Civilian Service (Continued)

C

Creditable The following service, meeting the requirements in subparagraph A, is creditable
Servicefor FERS  for FERS employees:

Employees

all service performed on or after January 1, 1987, for which FERS retirement
deductions were withheld

all service performed between January 1, 1984, and December 31, 1986, for
which retirement deductions were withheld for the Interim Retirement Plan

nondeduction service performed before January 1, 1989

creditable CSRS service of an employee who transfers to FERS and will have
the time frozen and used in a CSRS component

Note: The employee will have 5 or more years of creditable CSRS time at the
time of transfer.

creditable CSRS service of an employee who is automatically covered by
FERS or transfers to FERS and will have the time redesignated as FERS time

Notes: The employee will have lessthan 5 years of creditable CSRS time at the
time of appointment or transfer.

When the CSRS service includes nondeduction time performed after
December 31, 1988, the nondeduction time is not creditable service for
FERS.

refunded CSRS service, if a deposit is made before final adjudication of
retirement claim

Note: Thisis civilian service during which CSRS retirement deductions were
withheld but later refunded to the employee, and the service is not
being used as a part of a CSRS component.

nondeduction service performed after December 31, 1988, when a FERS
employee is entitled to a CSRS component and the nondeduction time is
creditable under the CSRS component.

7-5-01

Continued on the next page

27-PM (Rev. 1) Amend. 1 Page 7-2



Par. 577

577  Crediting Civilian Service (Continued)

D

Noncreditable
Servicefor FERS
Employees

E
Other Creditable
Service

7-5-01

The following service is not creditable:

nondeduction service performed after December 31, 1988, that is not
creditable under a CSRS component

refunded FERS service.

Under certain circumstances, the following types of service are creditable for
retirement purposes.

DC Government service
volunteer service

contract service
Government-owned corporations
emergency relief agencies

service under other contributory retirements systems, such as Foreign Service
and DC Government police and firemen

Japanese-American employee credit
National Guard technicians
employees compensation
part-time flexible postal employees

temporary (casual) Christmas postal employees.

See Section 5 when an employee claims any of these types of services on
FSA-67A.
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Par. 578

578  Crediting Military Service

A
Creditable
Service

B
Exception

C
Active Military
Service

D
Honorable
Discharge

7-5-01

All honorable active military service, including active service as areservist, is
potentially creditable for retirement purposes.

If the individual receives military retired pay based on that military service, the
retired pay must be waived before the service can be used for retirement purposes.
State Offices may contact HRD for guidance on crediting the service of all retired
military employees.

Military service is duty in the uniformed forces of the United States thet is
performed on a full-time basis.

To be creditable for retirement purposes, active military service must have been
terminated under honorable conditions. The type of discharge determines whether
service was honorable.

Honorable discharge means any separation from active duty in the Armed Forces
under honorable or satisfactory conditions. If an employee has several enlistments
or commissions, each period of service is considered separately. The following
types of separations are considered to be under honorable conditions:

died in action

separated because of undue hardship

transferred to retired list because of age or disability
transferred to Fleet Reserve

furloughed to Reserve Forces

under honorable conditions

general discharge.

Continued on the next page
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Par. 578
578 Crediting Military Service (Continued)

E
Dishonorable The following types of separations are considered to be dishonorable or under
Discharges other than honorable conditions:
e undesrable
» acceptance of resignation for the good of the service
* bad conduct
e unfitness
o desertion
* clemency or “neutra” discharge.
F
Doubtful or State Offices may contact HRD for guidance when the discharge papers indicate:
Special Order
Discharges * separation because of fraudulent enlistment, such as misrepresentation of age,

marital status, etc.
* wholly retired

» acceptance of resignation if “under honorable conditions’ is not shown.

Continued on the next page
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Par. 578
578 Crediting Military Service (Continued)

G
Post 56-Military Include al post 56-military service in SCD for retirement regardless of whether a
Service deposit has been made.

H

Other Creditable  Under certain circumstances, the following types of service are creditable:
Military Service

military academy service

National Guard service

service qualifying for the Department of Veterans Affairs benefits
retired members

Naval Reserve Officers Training Corps

Army Reserve Officers Training Corps.

See Section 5 when an employee claims any of these types of services on FSA-67.

579-590 (Reserved)
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Par. 591

Section 2 Crediting Servicefor Leave Accrual SCD’s

591 Crediting Civilian Service

A

Creditable County Office and Federal service that is creditable for CSRS or FERS is
Service creditable for leave accrual purposes.

B

Additional The following specific statutes are applicable when crediting service for leave
Statutes accrual purposes.

*  Service during which an individual was subject to CSRS or FERS retirement
deductions is creditable for leave accrual purposes even if the individual later
receives arefund of those deduction.

*  Service during which an individual was not subject to retirement deductionsis
creditable for leave purposes if the service is subject to CSRS rules.

+ Civilian service under another retirement system for Federal employeesis
creditable under CSRS and, therefore, for leave purposes.

+ |If an FERS employee is entitled to a CSRS component in employee's FERS
benefit, then the service covered by the CSRS component is subject to CSRS
rules for crediting service.

Continued on the next page
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Par. 591
591 Crediting Civilian Service (Continued)

C
Other Creditable  Under certain circumstances, the following types of service are creditable for leave
Service accrual purposes:

VISTA and other action full-time service
Peace Corps Volunteer Service

DC Government service

temporary Christmas postal employees
nonappropriated funds employment
National Guard Technician Service
Cadet Nurse Corps Service

seasonal and on-call employment
employee compensation

restoration from military furlough.

See Section 5 when an employee claims any of these types of services on
FSA-67A.

592  Crediting Military Service

A

Creditable All military service that is creditable for CSRS or FERS is creditable for leave
Service accrual purposes.

B

Post 56-Military Credit al post 56-military service for leave accrual purposes regardless of whether
Service a deposit has been made.

593-612 (Reserved)
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Par. 613
Section 3 Crediting Servicefor TSP SCD’s

613 Determining TSP SCD Date

A

Introduction This section explains how to determine whether prior Government service is
creditable for TSP purposes.

B

Determining TSP SCD date shall never be before January 1, 1984. TSP SCD’s computed to a

Date date before January 1, 1984, will be shown as January 1, 1984.
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Par. 614

614  Crediting Civilian Service

A

Creditable

Service

B

Adjusting for

LWOP

615-626

7-5-01

TSP SCD determines when vesting occurs for the Agency automatic 1 percent
contribution.

o TSP SCD isonly required for FERS employees.

» All of an employee's creditable civilian service is used to compute TSP SCD,
regardless of:

* when the service was performed

Note: Temporary or intermittent time performed after
December 31, 1988, is counted.

* whether retirement deductions were withheld
* whether the retirement deductions were refunded to an employee.

* Military serviceis not creditable.

TSP SCD shall be adjusted for LWOP in excess of 6 months in a calendar year,
unless LWORP results from an entry into active military duty. The amount of
LWOP in excess of 6 monthsis not creditable time.

(Reserved)

27-PM (Rev. 1) Amend. 1 Page 7-36
(through 7-46)



Par. 627
Section 4 Computing SCD’S

627  Crediting Time Toward SCD

A

TimeToBe Employees should be given aday’s credit for each day between the date of
Credited appointment and the date of separation for all full-time and part-time employment.
B

Periods of Credit is granted for all leave with pay, and for time on the rolls in a nonpay status;
Absence for example, LWOP, suspension, furlough, and AWOL, that does not exceed

6 monthsin a calendar year with the following exceptions.

* Military Furlough. An employee serving with the Armed Forces who is
carried, or is presumed to be carried, on the rolls of an agency in a furlough or
LWORP status is entitled to credit for the entire period of leave of absence while
performing military service up to December 31, 1956, or until completion of
5 years of this military service, whichever occurs later.

* Employee's Compensation. If an employee is receiving benefits from the
Office of Worker’s Compensation, credit is given for the entire period if the
employee is carried on the rolls of the agency in an LWOP status. Also, full
credit is allowed for all or the portion of the period of separation during which
aformer employee was receiving employee’ s compensation if the person is
later re-employed in Federal service.

Continued on the next page
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Par. 627
627 Crediting Time Toward SCD (Continued)

C
Intermittent When an employee has served on an intermittent work schedule (nonfull-time
Service service without a prearranged regularly scheduled tour of duty, formerly reported

as WAE), only the actual daysin a pay status are credited.

o Pub. L. 99-272, effective March 1, 1986, changed the number of hours used to
compute an intermittent service from 2,080 to 2,087.

* Asaresult, the formula used to convert the hours worked to months and days
of service credit will vary according to when the service was performed.

Service performed before March 1, 1986, is credited using a 2,080-hour (260-day)
work year.

*  When the number of daysin pay status are known, see{Exhibit 65| page 1, to
convert the days into months and days of service credit.

*  When only the hoursin pay status are known, divide the hours worked by 8 to
determine the number of days worked, and then see Exhibit 65/ page 1, to
convert the days worked into months and days of service credit.

Note: One hour in pay statusin aday equals 1 day in pay status.

Examples:

56 hours worked = 7 days = 10 days of credit

940 hours worked = 118 days = 5 months and 14 days of credit
234 days worked = 10 months and 24 days of credit

Continued on the next page
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Par. 627

627 Crediting Time Toward SCD (Continued)

C
Intermittent
Service
(Continued)

Work Year
Charts

7-5-01

Service performed after February 28, 1986, is credited using awork year of

2,087 hours. The hours worked must be determined and converted to months and
days of credit for SCD calculations. Se¢ Exhibit 65, page 2, to convert hours
worked into months and days of service credit. Note that excess hours are
rounded up.

Examples:

7, 8,9, 10, or 11 hours worked = 2 days of credit
315 hours worked = 1 month and 25 days of credit

Note: If hours worked cannot be determined for service performed after
February 28, 1986, page 1, to convert the pay status days
into months and days of service credit. Thisisthe only time that
intermittent service performed after February 28, 1986, may be credited on
the basis of 2,080-hour (260-day) work year.

No matter how many days or hours an employee worked, the employee may be
credited with no more than the amount of service the employee could have
performed on a full-time work schedule during that period of time.

See the charts in[Exhibit 65 to convert intermittent days or hours worked.

Continued on the next page
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627

E

Changing SCD’s

7-5-01

Par. 627

Crediting Time Toward SCD (Continued)

State Offices shall recompute the employee’s SCD and process a personnel action

to change SCD when:

employee claims creditable civilian or military service not previoudly credited

employee returns to duty from a nonpay status of more than 6 months in the
aggregate in a calendar year because of absence for 1 or more of the following
reasons:

« LWOP
* suspension
« AWOL

employee who has been on an intermittent work schedule changes to part-time
or full-time or leaves the County Office.
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628  Calculating SCD

A
Computing
SCD’sif No
Prior Service

B

Computing
SCD’sif Prior
Creditable
Service

C

Adding and
Subtracting
Calendar Dates

7-5-01

Par. 628

When the employee has no prior creditable service, SCD is the date of

appointment.

When the employee does have prior creditable service, SCD is the date obtained by
subtracting from the employee’ s entrance on duty date the total of the employee’s

prior creditable service.

Follow the instructions in Section 5 to verify service.

Numerical Equivalent Date. When adding or subtracting calendar dates, the first
step isto convert the dates to a year-month-day equivalent. Use the last 2 digits of
the year, the number of the month in the year, and the day of the month.

Examples.  Calendar date July 31, 1984, convertsto 84-07-31. (Thelast
2 digits of the year are 84, July is the 7th month of the year, and
31 isthe day of the month.)

Calendar date December 22, 1979, convertsto 79-12-22. (The last
2 digits of the year are 79, December is the 12th month of the year,

and 22 isthe day of the month.)

Adding. Work each date column separately, asin this example.

Y ear Month Date
75 07 14
+65 07 14
140 14 28

27-PM (Rev. 1) Amend. 1

Continued on the next page
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Par. 628

628 Calculating SCD (Continued)

C

Adding and
Subtracting
Calendar Dates
(Continued)

D

Converting to
Realistic
Calendar Date

7-5-01

Subtracting.

Work each element of the calendar date separately, beginning with the day,
then the month, and finally the year entries.

* Change the elements of the date from which subtracting when it is necessary to
make the calculation possible. For this purpose, each month is equivalent to
30 days and 12 months are equivalent to 1 year.

Y ear Month Date
74 08 07
change to: change to: change to:
(74-1)=73 (8+12)=20 (7+30)=37

change to:

(20-1)=19
-65 10 14
08 09 23

When several dates are added together or when 1 date is subtracted from another
date, the answer may not always be a redlistic date; the month may be zero (0) or
more than 12, or the day may be zero (0) or more than the maximum number of
calendar days for the month shown.

When the answer results in 1 of the month-day relationships in this subparagraph,
the date must be converted to aredlistic one. Use the following table to do so.

Note: During aleap year, February has 29 days instead of its usual 28 days. A
leap year occurs during the year in which a Presidential election occurs,
1988, 1992, 1996, etc.

Continued on the next page
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Par. 628
628 Calculating SCD (Continued)

D
Converting to Note: When proper month-day relationship is not credited, use rule that appliesto
Realistic Stuation. When new monthis 7 (July), use 31 rather than 30.
Calendar Date
(Continued)
IF monthis.. | ANDdayis.. THEN... AND... AND...
more than 12 any number divide month by 12 use remainder for go to following rulesto
and add result to year | month create month-day
relation.
0 0 subtract 1 from year | changemonthto 11 | change day to 30.
1 through 31 changemonth to 12 | do not change day.
32 or more divide days by 30 add result to month use remainder for day.
1 0 subtract 1 fromyear | change monthto 12 | change day to 31.
32 or more divide days by 30 add result to month use remainder for day.
2 0 subtract 1 from change day to 31.
month
29 or 30 change day to 28
31 or more divide days by 30 add result to month use remainder for day.
3 0 subtract 1 from change day to 28.
month
32 or more divide days by 30 add result to month use remainder for day.
4,6,9, 0r11 0 subtract 1 from change day to 31.
month
31 or more divide days by 30 add result to month use remainder for day.
5,7,8,10,0r 12 0 subtract 1 from change day to 30.
month
32 or more divide days by 30 add result to month use remainder for day.
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Par. 629
629  Effect of Work Schedule and Nonpay Status on SCD

A

Effect of Work When the employee served:

Schedule on SCD

Calculations « with afull-time or part-time work schedule (and did not incur excess absences

as discussed in subparagraph B), count 1 day for each day from the date of
appointment through the date of separation

e onanintermittent work schedule (that is, without a prearranged regularly
scheduled tour of duty, formerly documented as WAE service), only the actual
days or hours in work or pay status can be counted. See[subparagraph 627]|C.

Continued on the next page
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Par. 629

629 Effect of Work Schedule and Nonpay Status on SCD (Continued)

B
Effect of Nonpay
Statuson SCD

7-5-01

Except for absence because of military furlough or because of compensable injury,
when an employee has been off of the rolls in nonpay status (on LWOP,
suspension, furlough, AWOL, or because of a placement in nonpay status action)
for atotal of more than 6 months in the aggregate in any calendar year, the
employee's SCD must be adjusted, asillustrated, to remove credit for the excess
time in nonpay status.

Example:
Employee with SCD of May 18, 1961, goes on LWOP on March 23, 1987, and
returns to duty on November 30, 1987. The employee’s SCD must be adjusted to
reflect 2 months and 7 days of excess time in nonpay status.

87-11-30 return to duty date
- 87-03-23 beginning date of nonpay status

00-08-07 timein nonpay status

- 00-06-00 nonpay time allowed during calendar year
02-07 excesstime in nonpay status

61-05-18 original SCD

+ 02-07 excesstime in nonpay status

61-07-25 new SCD
No adjustment is necessary when absence is because of:
* paid leave, such asannual or sick leave
* military furlough

« work-related injury for which employee is receiving workmen’'s compensation

* absence in nonpay status of 6 months or less in the aggregate during any
calendar year.

Continued on the next page
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Par. 629

629 Effect of Work Schedule and Nonpay Status on SCD (Continued)

C

Nonpay Status
Whileon
Intermittent
Work Schedule

7-5-01

An adjustment is also necessary when an employee who has been on an
intermittent work schedule changes to a part-time or full-time schedule or
separates from the Agency. Inthiscase, SCD is adjusted to remove credit for the
days when the employee was in nonpay or nonwork status.

Example:

Employee with SCD of May 18, 1961, is placed on an intermittent work schedule
on February 3, 1986, and returned to a full-time schedule on October 9, 1986.
During this period, the employee isin pay or work status for 77 days which
convertsto 3 months and 17 days of calendar time. The employee’'s SCD must be
adjusted to reflect 4 months and 19 days when the employee was not in pay or
work status.

86-10-09 returned to full-time schedule

-86-02-03 placed on intermittent schedule

00-08-06 total time on intermittent schedule

-00-03-17 timein pay or work status

00-04-19 timein nonpay or nonwork status while on
intermittent schedule

61-05-18 SCD
+00-04-19 nonpay time while on intermittent schedule
61-10-07 new SCD
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Par. 630

630  Other Conditions That Affect SCD

A
Breaksin
Civilian Service

B
Dual
Appointment

7-5-01

Separations of 3 or less calendar days, between 2 periods of civilian service, are
not deducted (that is, are ignored) in computing total service. A deduction from
total service is made, however, for any period of separation that totals more than
3 calendar days (that is, no credit is given for any break that totals more than

3 calendar days).

When a break in service of 3 or less calendar days falls between 2 periods of
service that were performed under different work schedules (and, therefore, will be
computed under different methods), the break will be considered a continuation of
the first period of service.

Example: A break of 2 days between a period of full-time service that was
followed by period of intermittent service will be considered a
continuation of the full-time service.

Even though an employee has held more than 1 appointment during the same
period of time, the employee may be credited with no more than 1 full-time period
of service.

Example: If an employee served 4 months with the Department of Labor (from
June 12 through October 11, 1978) and during 2 of those months was
also an employee of the Department of Commerce (July 10 through
September 15, 1978), only 4 months of service may be counted in this
SCD.

When an employee performs active military service during a period of civilian
employment (such as when an employee who is a Reservist goes on annual active
duty for training and during that absence is carried on annual leave, LWOP,
military leave, or any combination thereof), the military service may not be counted
in SCD calculations because the time during which that service occurred is already
being counted as civilian service.
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Par. 631

631 Method of Computation

A
Method for
Computing SCD

B
M ethod

7-5-01

Use the method in subparagraph B when computing SCD’s.

The method consists of the following steps.

Step 1. Add the date of the employee’s current appointment to the effective
(appointment) dates for the beginning of each period of creditable service the
employee has performed, and convert the answer to arealistic calendar date when
necessary.

Step 2. Add together the effective dates for each separation from Federal service.
Unless specificaly indicated on SF-50, a separation is effective at the end of the
day (midnight). Therefore, to ensure that the employee gets credit for that last day
of service, add 1 day to each separation date. Convert that answer to arealistic
calendar date when necessary.

Step 3. Subtract the sum of the separation dates from the sum of the appointment
dates, converting the answer to aredlistic calendar date when necessary. Inthe
following example, the employee enters on duty on October 29, 1986, and has
prior service from December 14, 1975, through July 27, 1984, and from July 14
through July 28, 1985.

Continued on the next page
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Par. 631
631 Method of Computation (Continued)

B
Method Example:
(Continued)

Appointment Dates

86-10-29 enterson duty date

85-07-14 second period of service

75-12-14 first period of service

246-29-57 = 248-06-27 (converted to aredistic calendar date)

Separation Dates

85-07-28 = 85-07-29 second period
+84-07-27 = 84-07-28 first period

169-14-57 = 170-03-27 (converted to arealistic calendar date)

Note: One day has been added to the separation date to ensure credit for the day
on which the employee’ s separation is effective.

248-06-27 total of appointment dates
-170-03-27 total of separation dates

78-03-00 = 78-02-28 SCD (converted to aredistic calendar date)

632-643 (Reserved)
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Par. 644
Section 5 Verifying Creditable Service When Computing SCD’s

644  Verifying Service

A
County Office County Offices shall:
Responsibilities
« obtain employee certification on FSA-67A
» compute SCD’son FSA-67, Part 1
* send completed FSA-67 and FSA-67A to State Office for:
* determining creditable service
* Obtaining documentation for OPF
* reviewing and recalculating FSA-67 and FSA-67A
» certification of FSA-67.
B
State Office State Offices shall:
Responsibilities

» verify and obtain documentation of creditable prior service listed on FSA-67
and FSA-67A

* recaculate and correct SCD’s as necessary
o certify FSA-67
* enter SCD’sin personnel system

¢ file FSA-67 and FSA-67A in OPF.

645-681 (Reserved)
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Par. 682
Part8 Pay Administration

Section1  General Pay Policies
682  Salary Schedule

A Policy
The CO pay plan mirrors the Federal GS pay plan. Locality pay has also been extended to
CO employees in PM notices each year. The general salary schedules and locality tables are
available on the HRD web site at

*--http://www.fsa.usda.gov/FSA/hrdapp?area=home&subject=slwg&topic=landing.--*
The applicable salary rates:

e apply to all County Office positions

e do not apply to employees hired for temporary periods under agreements with
educational institutions.

683  Cost-of-Living Allowances
A Policy
The basic pay rate for County Office employees, and COC members and alternates in Alaska,

*--Hawaii, Puerto Rico, Territory of Guam and Commonwealth of the Northern Mariana
Islands, and U.S. Virgin Islands includes nonforeign cost-of-living allowances. See--*

Exhibit 72
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Par. 684
684  Overtime Pay and Compensatory Leave

A Authority

With SED approval, CED or FLM, as appropriate, is authorized to order and approve
overtime pay and compensatory leave for subordinate employees.

SED is authorized to order and approve overtime pay and compensatory leave for CED’s.
Employees who are covered by FLSA (nonexempt) are not permitted to work in excess of the
employee’s scheduled tour of duty, unless the overtime is authorized and approved in
advance.

B Overtime Pay Rates

Employees who are covered by FLSA (nonexempt) shall receive overtime pay unless they
request, in writing, to receive compensatory leave.

Overtime pay is computed:
o*--at 1 % times the regular hourly rate

Example: Janet Brown’s regular hourly rate of pay is $14.56. Her overtime rate would
be 1.5 x $14.56 = $21.84 per hour.

e in 15 minute (1/4 hour) increments.

Example: Janet Brown worked 15 minutes overtime so her overtime pay for the % hour
would be .25 x $21.84 = $5.46.--*

C Compensatory Leave
Employees who are exempt from FLSA shall receive compensatory leave, unless the

approving official authorizes overtime pay. Compensatory leave shall be at the rate of 1 hour
for each hour of overtime.
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685 Holiday Pay

A
Authority

B

Nonwork
Holiday, Regular
Tour of Duty

C

Work Holiday,
Regular Tour of
Duty

D

Work Holiday,
Nonregular Tour
of Duty

7-5-01

Par. 685

CED is authorized to order and approve holiday work for subordinate employees.

SED is authorized to order and approve holiday work for CED’s.

Employees on aregular tour of duty who do not work on a holiday are:

» paid for holidays that fall on days included in employee’ s regular scheduled
tour of duty

+ paid only for the number of hours the employee is scheduled to work or
maximum hours allowed under applicable work schedule, whichever is smaller

* not paid for holidays if employee is on LWOP on the days immediately before
and after employee’ s regular scheduled tour of duty.

Employees on aregular tour of duty working on a designated holiday are paid
regular rate for each hour of nonovertime work and for the holiday.

Example: John works 6 hours on a holiday. If John’sregular pay rate is $1 per
hour, John shall receive $8 for the holiday and $6 for the hours worked
for atotal of $14.

Employees on a nonregular tour of duty working on a designated holiday for
8 hours or less are paid at the regular hourly rate.

Example: John works 4 hours on a holiday. If John’'sregular pay rate is $1 per
hour, John shall receive $4.

Continued on the next page
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Par. 685
685 Holiday Pay (Continued)

E

Holiday Employees on a nonregular tour of duty are paid at the applicable overtime hourly

Overtime Pay, rate for all hours over 8 hours worked on a designated holiday.

Nonregular Tour

of Duty Example: John works 12 hours on a holiday. If John'sregular pay rate is $1 per
hour, John shall receive $8 for holiday pay and $6 for the 4 hours
exceeding 8 hours.

686  Paying Compensation for Deceased Employees

A

Policy A lump-sum payment for unpaid compensation shall include pay for the date of
death if the employee:

» died on aday in which the employee was scheduled to work atour of duty
¢ wasinapay status on the day immediately before the day of death.

Payment shall be for the number of hours regularly scheduled for the tour of duty
even though the employee:

» died before beginning business
* performed no work.

687-698 (Reserved)
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Par. 699
Section 2 Establishing Basic Rates of Pay

699 Committee Membersand Alternates

A
Introduction STC shall pay members of COC and the community referendum committees
according to the rates in this paragraph.
* Do not pay committee members for more than 8 hours per day.
* Round off fractions of an hour to the next half hour.
* Pay COC members the equivalent of the hourly rate for CO-6, step 1.
B
Recording Service time is the time period that begins when the committee member leaves his
Service Time or her residence and ends when the committee member returnsto his or her

residence. Record service time as follows:
* subtract time used for meals and persona business

o if established mileage rates are used, a fixed travel time may be established for
COC members for travel between members' residences and County Offices

» record the established travel time for each committee member
+ filetherecord of established travel time in the County Office
* COC members traveling a day ahead to a site other than the County Office for

ameeting or training session shall have their salary for that day limited to the
actual travel time.

Continued on the next page
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Par. 699

699 Committee Membersand Alternates (Continued)

C
Advisorsto COC

D

M arketing Quota
Review
Committee
Members

E
Community
Referendum
Committee
Members

7-5-01

For advisors;

» pay the equivalent of the hourly rate for CO-6, step 1
* pay for service in the same manner as for COC members.

Review committee members pay rate:

* isthe established rate for COC members in the county where the quotas are
being reviewed

* cannot be for more than 30 workdays in a calendar year.

Pay community referendum committee members the equivalent of the hourly rate
for CO-5, step 1.

Note: If COC member isaso serving in this position, pay at COC member rate
for any time spent as a referendum member.

Continued on the next page
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Par. 699
699 Committee Membersand Alternates (Continued)

F
Alternate Alternate committee members pay is the same:
Committee
Members Pay » asthe established rate for committee members for whom they are substituting
Rates
* rate as COC members, when they are attending an informational or
instructional meeting
* rate asregular members when serving in the absence of regular members.
G
Alternate Use appropriate payroll title when serving in another capacity.
Committee

MembersTitles
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Par. 700

700 Entrance Salariesfor Appointments

A
Policies on
Entrance
Salaries

B

No Previous
Federal or FSA
County
Experience

C
Previous Federal
Experience

D

Previous County
Office
Experience

E
Adjusting
Previous Rate

7-5-01

Pay employees at the highest rate for which they are eligible according to the
policiesin this paragraph.

Hire applicants with no previous FSA State or County Office employment at
step 1 of the grade.

An applicant with previous nontemporary Federal experience may be hired at
either of the following salary rates:

o step 1 of the grade
* ahigher rate than step 1 of the grade, based on the prior position having a

regular tour of duty and the appointment was not limited to 90 calendar days
or less. Use documentation in the employee’s OPF to verify this appointment.

Set salary for an applicant with previous County Office employment at the:

* same grade and step held at the time of separation when appointed to a
position of the same grade

* lowest step of the grade that does not reduce the employee’s previous rate, if it
was based on a position having aregular tour of duty and the appointment was
not limited to 90 calendar days or less.

If the applicant’s previous rate falls between 2 steps of the grade for which the
applicant is hired, pay at the higher step.
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Par. 701

701  Establisning Salary Rate for Promotion

A
General Salary
Rule

B
Previous Service
at Higher Grade

C
Previous Federal
Service

D
Time-in-Grade

7-5-01

Pay an employee the lowest step in the higher grade that provides at least two
WGI’sin the current grade if the employee is advanced to a higher grade without a
workday break in service.

If an employee previously served at a higher grade and step than alowed under
subparagraph A, establish the salary rate at the higher step or comparable step
within the grade to which promoted.

When an employee is hired without a break in service from a nontemporary
Federal position at a higher grade than that held as a Federal employee, the
employee's pay shall be set asif they received a promotion if time-in-grade
requirements had been met. Pay shall be set at the lowest step of the higher grade
that provides at least a 2-step increase above the prior salary in the lower grade.

Example: A Federa GS-8, step 3, employee accepts a County Office position as a
CO-9. The salary can be set at step 2 of the CO-9.

Time-in-grade for promotions spent in a Federal position, that would otherwise be
creditable, is also creditable if that employee accepts a position as a County Office
employee.
Examples. A Federal GS-9 employee accepts a County Office position as a
CO-9. The employee has been a GS-9 for 2 years. The employee
isimmediately considered to have met time-in-grade requirements
for eligibility for a promotion in the County Office system.

A Federal GS-11 employee accepts a County Office position as a
CO-11. The employee has been a GS-11 for 7 months. The
employee only hasto be a CO-11 employee for 5 months to meet
time-in-grade requirements for eligibility for a promotion in the
County Office system.
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Par. 702
702 Establishing Salary Ratefor Changeto L ower Grade

A
Policy Do not reduce the employee’'s salary if the employee qualifies for grade retention.

Set the salary of CED or other employee serving under permanent appointment
who is reduced in grade:

* at thelowest rate in the new grade that will not reduce employee’s present pay

+ at thetop of the gradeif thisrate is less than employee’ s salary in the current
grade

* according to pay retention requirements, when the employee’s salary exceeds
the maximum rate of the lower grade.

703-718 (Reserved)
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Par. 719
Section 3 _Grade and Pay Retention

719 Grade Retention

A
Eligibility
Requirements

B
Temporary
Promotions

Shared
M anagement

7-5-01

CED’s or other employees under permanent appointment, who are downgraded
because of RIF or reclassification, shall be entitled to retain the higher grade for a
2-year period, effective on the date of the reduction, if:

* thereduction was involuntary and not at the employee’ s request

o CED or employee has served at least 52 consecutive weeksin 1 or more
positions at a grade or grades higher than the position to which demoted.

An employee serving under atemporary promotion is considered employed on a
temporary basis in the position temporarily occupied.

* Base grade retention on the employee’ s permanent grade at the time of
reduction.

« Do not terminate grade or pay retention based on a temporary promotion.

» Employees shall not receive grade retention based on the grade held during the
temporary position.

When a shared management operation is discontinued and it resultsin
downgradings, al employees that received a promotion on that basis will be
entitled to grade retention if they have served in that position for at least

52 consecutive weeks.

Continued on the next page
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Par. 719

719 GradeRetention (Continued)

D

Relationship to
Other Personne
Activities

E
Terminating
Grade Retention

7-5-01

Consider the retained grade of CED or employee as the grade of the employee's
position for all purposes, including:

base pay

cost-of-living increases

WGI’'s

severance pay

QSl’'s

retirement

life insurance

eligibility for training and promotion.

Grade retention shall end if an affected CED or employee:

has a break in service of 1 workday or more
is demoted for personnel cause or at own request

is placed in or declines a reasonable offer of a position that is equal to or higher
than the retained grade

reguests in writing to have grade retention benefits terminated

completes the required 2-year grade retention period.

Continued on the next page
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Par. 719
719 GradeRetention (Continued)

F
Successive Employees downgraded before an existing 2-year grade retention period expires
Downgradings will be allowed to serve the remaining time in the preceding grade retention period.

* The effective date of the second downgrading will be used to determine the
starting date for the period of entitlement for the second 2-year grade retention
period.

* The second grade retention period will be based on the reduced grade assigned

by the first downgrade.

720  Pay Retention

A

Policy When an employee’ s entitlement to grade retention terminates at the end of the
2-year grade retention period, the employee shall be entitled to retained pay if the
employee's salary exceeds step 10 of the lower grade.

B

Determining If an employee’ s salary exceeds step 10 of the lower grade, the employee is

Basic Rateof Pay  entitled to:
» therate of pay before the reduction

* 50 percent of each annual comparability increase until the rate of pay equals or
isless than step 10 of the grade.

Continued on the next page
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Par. 720

720 Pay Retention (Continued)

C

Downgrading

Employees
During Pay
Retention

D
Ending Pay
Retention

721-742 (Reserved)

7-5-01

Employees currently covered under pay retention who are downgraded are eligible
for another 2-year grade retention period.

The initial salary will be the rate used at the time of the downgrading.

Comparability increases will be 50 percent of the increase allotted to the
protected grade.

When the 2-year grade retention period expires, salary increases will continue
to be 50 percent of any comparability increase in the maximum rate of
employee's lowered grade.

When the maximum rate of the lower grade becomes equal to, or exceeds, the
employee’' s retained rate because of reduced cost-of-living adjustments:

place the employee at the maximum step of the lower grade
pay retention no longer applies.

Pay retention also ends when the employee:

has a workday break in service of 1 day or more

declines a reasonable offer of a position that is equal to or higher than the rate
the person is entitled to according to this paragraph

is demoted for personal cause, misconduct, delinquency, inefficiency, or at the
employee’'s request.
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Par. 743
Section 4 Within-Grade | ncreases

743  Effective Dates

A

Effective Date WGI’ s shall be effective at the beginning of the pay period after completion of the
required waiting period. If apromotion and WGI occur on the same date, give the
employee the benefit of WGI and process the promotion on the same effective
date.

744 Eligibility for WGI'S

A

Requirements Employees serving under permanent or temporary appointments are eligible to
receive WGI’ s when:
* the employee completes the appropriate waiting period of creditable service
* COC determines that the employee has provided satisfactory service.

B

Waiting Periods The waiting period for WGI’ s begins the first day the employee was promoted,
appointed, or received a previous WGI. Use Exhibit 77/as a guide for determining
these periods.

Thistable lists, for each step within a grade, the number of:

» calendar weeks needed by full-time or part-time employees
* pay status days needed by temporary intermittent employees.

Full-Time or Part-Time Temporary Intermittent
Step Employees Employees
2,3,0r4d 52 calendar weeks 260 pay status days
5,6,0r7 104 calendar weeks 520 pay status days
8,9, 0r10 156 calendar weeks 780 pay status days
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Par. 745

745  Crediting Service for WGI

A

Permanent or
Temporary
Appointments

B
Unpaid Time

7-5-01

Credit service rendered under a permanent or temporary appointment at the
employee's current or higher grade level that has not been used to grant WGI. Do
not credit any service accumulated before the effective date of the last WGI or
promotion.

Under certain circumstances, time in a nonpay status can be credited toward
WGI’s. Short periods of time in a nonpay status for both full-time and part-time
employees may be credited toward completion of awaiting period if, when added
together, they do not exceed:

o 2 workweeksin the waiting periods for steps 2, 3, and 4

* 4 workweeks in the waiting periods for steps 5, 6, and 7

* 6 workweeksin the waiting periods for steps 8, 9, and 10.

Workweek, for this purpose, is defined as the employee’s scheduled tour of duty.
For a full-time employee, the workweek is 40 hours. Therefore, afull-time
employee may credit up to:

» 80 hours (2 workweeks) in a nonpay status toward completion of each waiting
period for steps 2, 3, and 4

* 160 hours (4 workweeks) toward steps 5, 6, and 7

o 240 hours (6 workweeks) toward steps 8, 9, and 10.

The workweek for a part-time employee consists of the employee’ s scheduled
hours. This could vary from 16 to 32 hours per week. A part-time employee may

credit up to:

* 64 hours (2 workweeks) in a nonpay status toward completion of each waiting
period for steps 2, 3, and 4

» 128 hours (4 workweeks) toward steps 5, 6, and 7

o 192 hours (6 workweeks) toward steps 8, 9, and 10.

Continued on the next page
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Par. 745

745  Crediting Service for WGI (Continued)

B
Unpaid Time
(Continued)

C
Previous Service

D
Grade Retention

7-5-01

Long periods of time in a nonpay status may be creditable toward completion of a
waiting period. Usually the employees must return to duty within certain time
limits to receive this credit. The 2 most common situations are the following:

» exercising re-employment rights after military service

* returning from an extended period of injury compensation after injury on the
job.

Credit previous county or Federal service at the current or higher grade level if
re-employed under any appointment within 1 year from date of separation.

* The period of annual or compensatory leave for which employee received
lump-sum payment is not creditable toward WGI.

* When converting an employee from 1 appointment to another at the same
grade level, the waiting period shall be reduced by the amount of time spent in
the first position. Use the following crediting procedures.

+ Usethe chart in/Exhibit 77 to calculate the amount of time to be credited
toward WGI waiting period.

* All WGI anniversary dates obtained by this method must be rounded
forward to the next pay period to ensure compliance with|paragraph 744. |

During the grade retention period, credit previous service at the current grade and
grant WGI’ s according to this part and the chart in|Exhibit 77
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Par. 746
746 Determining and Recording Satisfactory Service

A
Authority for COC isresponsible for granting or denying WGI's.
Determination
*  When considering WGI for CED, COC shall consult with DD before making a
determination.

*  When considering WGI’s for other employees, COC shall consider the
recommendations of CED and consult with DD before making a determination.

B
Recording Record COC determinations in the executive COC minutes.
Determination
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Par. 747
747 Withholding WGI

A
Written Notice County Offices shall advise employee in writing that a determination of satisfactory
service cannot be made until employee’s performance improves. Specify:

* the performance deficiencies
* theimprovement necessary to grant WGI
» that the employee’s performance will be reviewed every 30 calendar days.

B

Performance Employee may be placed in OTI in conjunction with the withholding of WGI.
I mprovement

Period

C
State Office County Offices shall notify State Office, in writing, of requests to withhold WGI.
Notification

* Include employee's:

name
position title
grade
saary.

* Provide reasons for withholding WGI.

Continued on the next page
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Par. 747
747  Withholding WGI (Continued)

D

Final Review employee's performance every 30 calendar days with COC. Submit WGI

Determination reguest to State Office once COC makes a determination of satisfactory service. If
the employee does not improve, the withholding of WGI may continue.

E

Separation for Do not separate an employee for performance unless the employee has been placed

Performance under OTI. See 22-PM if determination is made to separate employee.

748-761 (Reserved)
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Par. 762
Section 5 Severance Pay

762  Qualifying Requirements

A
Involuntary
Separations

B
Resignation
Instead of
Involuntary
Separation

7-5-01

An involuntarily separated employee shall receive severance pay if the employee:

* held a permanent appointment for at least 12 months immediately preceding
the separation

* has served without a break in service for at least 12 months as either a County
Office employee or Federal employee in a career or career conditional
appointment

» wasnot removed for cause on charges of misconduct, delinquency, or
inefficiency

* isnot receiving or is not eligible to receive an immediate civil service
retirement annuity

* isnot receiving an annuity under a military retirement program
* isnot receiving OWCP payments

* does not decline an offer of continued employment in the County Office where
employed at the same or higher saary rate.

An employee who resigns after receiving written notice that he or she is being
separated for reasons other than misconduct, delinquency, or inefficiency shall be
considered involuntarily separated for purposes of entitlement to severance pay.

Continued on the next page
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Par. 762
762  Qualifying Requirements (Continued)

C
Involuntary An employee demoted for nondisciplinary reasons may be entitled, according to
Demotions this paragraph, to severance pay if the employee refuses to accept continued

employment at a reduced tour of duty and is separated.

An employee whose job is reclassified to alower grade instead of being abolished
and who resigns because of this reclassification may be entitled, according to this
paragraph, to severance pay.

An employee demoted for disciplinary reasons who resigns instead of taking the
reduction in grade is not entitled to severance pay.
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Par. 763
763 Creditable Service

A

Civilian Service All civilian service credited under the FSA County Office leave system is
creditable.

B

Military Service Military serviceis creditable if it interrupts creditable civilian service and the
employee is restored to duty from military service.

C

Recredited The 12-month qualifying requirement does not apply if the employee is

Service for involuntarily separated from a permanent appointment that interrupts severance
Repeated payments. The periods of employment immediately before and after severance
Separation payments are considered continuous service. When an employee is involuntarily

separated again, recompute the creditable service.

* Determine whether the employee meets the qualifying requirements.

* Determine the total amount earned at the time of last separation (Exhibit 79).
Use the employee's:

+ total creditable service
e current age.

* Divide total amount earned by rate of pay received when separated from the
permanent appointment. Thisfigure is the total number of weeks of payment
earned.

* Deduct the number of weeks for which the employee previously received
severance pay from the total weeks earned.

* Pay the employee payments for the remaining number of weeks until the
maximum amount of entitlement is exhausted.
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Par. 764
764 Computing Severance Pay

A
Using FSA-689 Use FSA-689 |(Exhibit 79) to compute severance pay or use NFC IRIS
Application, IRIS/35.

B
General Formula  Severance pay shall include:

* 1 week’spay for each year of creditable service up to 10 years
o 2 weeks pay for each year of creditable service over 10 years

« anadditional 10 percent for each full year that the employee’ s age exceeds

40 on the date of separation.
C
Crediting Credit the employee with 25 percent of a year for each full 3 months of creditable
Fractionsof a civilian service that exceeds 1 or more years that the employee’ s age exceeds
Y ear 40 years.
D
Converting Convert monetary amount to number of weeks of entitlement to severance pay,
Amount to based on the salary rate and tour of duty in effect at time of involuntary separation.
Weeks of
Entitlement
E
Determining The number of severance payments shall not exceed atotal of 52 weeks pay during
Maximum an employee’s service and shall apply in all severance pay cases.
Entitlement
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765  Payments

A
Biweekly
Payments

B
Deductions

C
Certification

D
Death of
Recipient

7-5-01

Par. 765

Payments shall be made biweekly to the employee.

Deductions will be made from the employee’s gross pay for:

* Federa and State income taxes
+ FICA tax.

Deductions will not be made for:

e retirement
« FEGLI
« FEHB.

Recipient shall sign awritten statement before payments begin. This statement
must indicate that, during the period covered by the payment, the former employee
will:

* notify FSA if he or she returned to work as a County FSA employee or as an
employee of the U.S. Government

* return any payments received for periods after re-employment begins.

If arecipient dies during the entitlement period, continue biweekly paymentsto the
recipient’s beneficiary or beneficiaries.
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Par. 766
766 Postponing Severance Pay During Temporary Appointments

A
General Policy Postpone severance payments if the recipient accepts a temporary appointment
with a County Office or temporary Federal employment.
B
Full-Time Do not begin payments for recipients who accept atemporary full-time
Employment employment without a break in service of more than 3 days until the employee
separates from the temporary appointment.
* Recompute severance pay to include the temporary appointment time and age
at time of separation.
+ Usesdary rate and tour of duty in effect at time of involuntary separation from
permanent appointment.
C
Other Postpone payments during the period of employment. After separation from
Temporary temporary employment, resume severance payments. The additional service does
Appointments not change the rate or length of severance payments.

767-781 (Reserved)
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Par. 782
Part 9 Regular Overtime and Fair Labor StandardsAct

Section 1 General Provisions

782 __Eligible Employees

A
References Information related to this part isalso in:
* [paragraph 684, for rates of overtime pay
e 17-PM[ paragraphs 356 and|357] for compensatory leave.
B
Eligible All employees with permanent or temporary appointments are covered under
Employees overtime provisions.
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Par. 783

783 Approval of Overtime

A
Approving
Authority

B
Requesting
Overtime

C
Reporting
Overtime

D
Allowed
Increments

E

Limitson
Overtime

7-5-01

Thistable lists officials authorized to order and approve overtime.

Official Authority

CED ¢ Order and approve overtime and holiday work for
subordinate County Office and field employees.

» Sign FSA-958 to report overtime and holiday work.

SED or | Order and approve overtime and holiday work for CED and
designee | COT’s.

COC * Prepare written justification for CED overtime and submit,
through DD, to SED.

* Order and approve CED overtime in emergency sSituations
only.

All overtime shall be requested and approved in advance.

Use FSA-958 to report overtime and holiday work.

Overtime may be worked in 1/4 hour increments.

Schedule and approve overtime only if the work cannot be performed in atimely
manner during regular office hours.
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784 Compensatory Time Instead of Paid Overtime

A

Earning
Compensatory
Time

B

Requesting
Compensatory
Time

C

Recelving
Compensatory
Time

Par. 784

Compensatory time may be earned:

at the rate of 1 hour for each hour of overtime worked

in increments of 1/4 hour, if work was performed in increments of 1/4 hour.

All requests for compensatory time instead of paid overtime shall be in writing.

If overtime is authorized, employees who are:

covered by FLSA (nonexempt):

* may choose to receive compensatory time
e must submit written requests for compensatory time

exempt from FLSA shall receive compensatory time for overtime work unless

the approving official authorizes overtime pay.

785-801 (Reserved)

7-5-01
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Par. 802
Section 2 Regular Overtime

802 Entitlement to Reqgular Overtime

A

Policy on Employees with permanent or temporary appointments are entitled to regular
Entitlement to overtime if both of the following apply:

Overtime

o timein pay status exceeds either the:

e 8hoursinaregular workday
* 40 hoursin aregular workweek

* overtime has been officialy ordered and approved in advance.
Note: Employeesworking on nonstandard or compressed work schedules do not

earn overtime unless approved to work in excess of the daily or weekly
work schedule.

803  Earning Overtime When in Pay and Nonpay Status

A
Paid L eave and The amount of overtime that can be worked shall not be reduced if the employeeis
Overtime absent because of 1 of the following:

e annua leave

e gick leave

¢ compensatory leave
* lega holidays

* nonworkdays established by Executive or Administrative Order during the
normal workweek.

Continued on the next page
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Par. 803
803 Earning Overtime When in Pay and Nonpay Status (Continued)

B
Nonpay Status To receive overtime, an employee who isin a nonpay status such as LWOP,
and Overtime furlough, or suspension during the normal workweek shall make up an equal

amount of time:

» before or after the normal workday or 40-hour workweek
* during the same workday or workweek.

Thistable lists examples for an employee who is in a nonpay status.

|F an employee... THEN...

is scheduled to work 2 hours of the 2 hours exceeding the normal
overtime and has 2 hours of workday would be considered regular
nonpay status during that workday | time for pay purposes.

is scheduled to work 3 hours of the employee would only be entitled to
overtime and has 2 hours of 1 hour of overtime.

nonpay status in that workday

was in anonpay status for 8 hours | any overtime hours on nonduty days
during a normal workweek would be considered regular time
worked until the employee had
completed a 40-hour workweek.

804-818 (Reserved)
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Par. 819
Section 3 Fair Labor Standards Act

819  Employees Covered and Employees Excluded From FL SA Provisions

A
Employees FLSA provisions cover all CO employees not in subparagraph B.
Covered

B

Employees FLSA provisions do not cover:

Excluded

CED’s

CED’sat Large serving as Acting CED’s

COT trainees who have been selected for CED positions
Program Technicians in Charge.

ee Exhibit 5[for specific FLSA status.
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Par. 820

820 OvertimeUnder FLSA

A
Entitlement to
Overtime Pay

B
Definition of
Hours Worked

C

Employees Not
on Compressed
Work Schedules

D

Employees on
Compressed
Work Schedules

7-5-01

An FLSA-covered employee:

* isentitled to pay at the overtime rate for any hours worked that exceed the
employee's regularly scheduled tour of duty, according to
subparagraphs C and D

Note: Thisincludeswork that has not been officially ordered or approved, if
the work performed benefitted the Agency and the supervisor knew or
had reason to believe that the work was being performed.

* may request compensatory time instead of paid overtime according to
[paragraph 784

Hours worked means the number of hours;

* that the employee worked
« for any paid nonworktime, such as annual and sick leave.

An FLSA-covered employee, who is not on a compressed work schedule, is
entitled to pay at the overtime rate for any hours worked that exceed either of the
following:

* 8hoursinaday
* 40 hours in an administrative workweek.

An FLSA-covered employee, who is on a compressed work schedule, is entitled to
pay at the overtime rate for any hours worked that exceed either of the following:

* the employee’ s daily compressed work schedule
* the employee’s weekly compressed work schedule.
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Par. 821
821 FLSA Complaint and Compliance Process

A
Whereto File Before filing a complaint, employees must first try to resolve any problems
Complaints concerning FLSA through their supervisory channels.

Employees may file an FLSA complaint with 1 of the following:

« FSA

« GAO

¢ U.S Courts.

Exception:  Anexception isthat bargaining unit employees, whose negotiated
grievance procedure includes FLSA matters, must use the
bargaining unit’s procedure before seeking relief beyond the
Agency.

B

Statute of Claims under the FLSA Act are subject to the 2-year statute of limitation
Limitationsfor according to 29 U.S.C. 255 (a).

FLSA Claims

822  Supervisor’s Responsibilities

A
Responsibilities Supervisors shall:

« monitor the workhours of FL SA-covered employees

* ensure that employees do not work more than their regular tour of duty, unless
officialy ordered to do so.
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Reports, Forms, Abbreviations, and Redelegations of Authority

Reports

Thistable lists the required report in this handbook.

Forms

Exhibit 1

Report
Control Reporting | Submission | Negative
Number Title Period Date Report Reference
PE-172R | Conversion of Annual October 31 | Required | 362
(FSA-206) | Federal Vacancies
to Non-Federal
Positions Report
Thistable lists the forms referenced in this handbook.
Display
Number Title Reference| Reference
AD-53 USDA Photographic Identification Card 355,
Ex. 3841
AD-332 Position Description Cover Sheet 103
AD-349 Employee Address
AD-2049 Information Technology Security Notification 306
Attn: Security Officer
AD-2050 Authorization for Release of 305, 306
I nformation/Background Security Check
CA-2 Notice for Occupational Disease Compensation Ex. 39
CA-3 Report of Termination of Disability and/or
Payment
CCC-392 Redel egation/Revocation of Authority to Sign or [Ex. 39141
Countersign CCC Checks/Commodity
Certificates
FD-258 Fingerprint Chart 306
FE-6 Claim for Death Benefits
FEMA 12-11 | Federal Employee Emergency Identification Ex. 39 41

4-17-06

Card
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Reports, Forms, Abbreviations, and Redelegations of Authority (Continued)

Forms (Continued)

Exhibit 1

Display
Number Title Reference| Reference
FSA-501/ | Notice of Personnel Action County FSA 381, 552,
Committee Employees
FSA-53 Student Career Experience Program Statement of 357
Understanding
FSA-67 Service Computation Date and Retirement 552, 578, 644
Coverage Worksheet
FSA-67A | Statement of Prior Federal/County Service 552, 577,
591, 644,
[EX. 38
FSA-159 Request for Supplies, Forms, and/or Publications 355
FSA-200 1/ | Thrift Savings Plan (TSP) Data Entry 552
FSA-206 Conversion of Federal Vacanciesto Non-Federal 362
Positions Annual Report
FSA-227 County Operations Trainee Agreement 479
FSA-282 1/ | Notice of Personnel Action 552
FSA-322 Request for Outside Employment or Activity 552
FSA-337 Notice to Applicant 454
FSA-353 1/ | Notice of Personnel Action Committee 552
Member/Other
FSA-362 Personnel Folder Flag 399, 552, 553

1/ Obsolete form to be kept in permanent record.

4-17-06

27-PM (Rev. 1) Amend. 12

Page 2




Exhibit 1
Reports, Forms, Abbreviations, and Redelegations of Authority (Continued)

Forms (Continued)

Display
Number Title Reference | Reference

FSA-467 Shared Management Operations and Combination 52

Counties Report
FSA-586 County Farm Service Agency Committee (COC) 354, 552,

Oath of Office and Service Obligation [Ex. 38, 40
FSA-600 Individual Development Plan 477, 479
FSA-606 Individual Training Record [Ex. 39, 40
FSA-675 Application for FSA County Employment 305

61

FSA-689 Severance Pay Computation 764,
FSA-958 Work Schedule Log 785
FSA-1054 CCE Competitive Certificate 48.3 454
FSA-1054-1 CCE Non-Competitive Certificate 48.4 454
FSA-1055 CCE Applicant Rating Form 48.2 454
FSA-1056 County Committee Employee (CCE) Evaluation |454

Matrix
[-9 Employment Eligibility Verification 403, 552,
OF-50 Inquiry for U.S. Government Use Only 400
OF-306 Declaration for Federal Employment 305
OF Form 86C | Special Agreement Checks (SAC) 30 306
OPM-1503 Applicant’s Statement of Disability Ex. 39
OPM-1504 Supervisor's Statement
OPM-1505 Agency’ s Certification of Reassignment and Ex. 39

Accommodation Efforts
OPM-1506 Physician’s Statement Ex. 39
OPM-1507 Disability Retirement Application Checklist
SF-8 Notice to Federal Employees About Ex. 39 41

Unemployment |nsurance
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Reports, Forms, Abbreviations, and Redelegations of Authority (Continued)

Forms (Continued)

4-17-06

Exhibit 1

Display
Number Title Reference | Reference
SF-50 Notification of Personnel Action 631,
SF-50-B Notification of Personnel Action 16, 361
SF-52 Request for Personnel Action 331, 381,
[Ex. 39141
SF-85 Questionnaire for Non-Sensitive Positions 305, 306
SF-86A Continuation Sheet for Questionnaires 305, 306
SF-86,SF-85P, and SF-85
SF-181 Race and National Origin Identification Ex. 38
SF-256 Self-Identification of Handicap
SF-1150 Record of Leave Data
SF-1199A | Direct Deposit Sign-Up Form Ex. 38
SF-2800 Application for Death Benefits
SF-2801 Application for Immediate Retirement
SF-2801-1 | Certified Summary of Federal Service
SF-2803 Application to Make Deposit or Redeposit Civil
Service Retirement System

SF-2806 Individual Retirement Record
SF-2809 Health Benefits Registration Form 39, 41
SF-2809A | Federal Employee Health Benefits Program Ex. 38
SF-2810 Notice of Change in Health Benefits Enrollment 39, 41
SF-2817 Life Insurance Election Ex. 38| 41
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Exhibit 1
Reports, Forms, Abbreviations, and Redelegations of Authority (Continued)

Forms (Continued)

Display
Number Title Reference | Reference
SF-2817A FEGLI Certification of Enrollment
SF-2819 Notice of Conversion Privilege
SF-2821 Agency Certification of Insured Status Ex. 39141
SF-2823 Designation of Beneficiary - FEGLI |Ex. 39141
SF-3100 Individual Retirement Record (FERS)
W-4 Employee’' s Withholding Allowance Certificate Ex. 38
Abbreviations Not Listed in 1-CM
Thistable lists abbreviations not listed in 1-CM.
Approved
Abbreviation Term Reference
AWOL absent without leave 627, 629
Bl beneficial interest 306
C&PP classification and pay plan Text
CLU Common Land Unit
CO FSA COC system Text,
45, 15, 61
DMLA Dairy Market Loss Assistance Ex. 12
EQIP Environmental Quality I ncentives Program
FAC Food and Agriculture Council
FCRA Fair Credit Reporting Act 305
FEGLI Federal Employees’ Group Life Insurance 765
FEHB Federal Employee’s Health Benefits 765
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Reports, Forms, Abbreviations, and Redelegations of Authority (Continued)

Abbreviations Not Listed in 1-CM (Continued)

4-17-06

Exhibit 1

Approved
Abbreviation Term Reference
FERS Federal Employees Retirement System Text,
[Ex. 39, 68
FICA Federal 1nsurance Contributions Act 357, 765
FLM Farm Loan Manager 302, 454, 477,
481, 684,
[Ex. 4 15
FLO Farm Loan Officer Ex. 4
FLOT Farm Loan Officer Trainee 173
FLSA Fair Labor Standards Act 102, 684,
Ex. 4,5, 12,15
FRC Federal Records Center 553, 555
FTE Federal full-time equivalent 362, 454
FSFL Farm Storage Facility Loan Ex. 1
GED General Educational Development 397
GIS Geographic Information System Ex. 1
GS General Schedule 454, 565
HEL highly erodible land [Ex. 15
HIT hospital insurance tax 357
HRO Human Resource Office 306
KSA knowledge, skills, and abilities 454, 477, 565,
Ex. 2
LWOP leave without pay Text,
Ex. 68
NACI National Agency Check with Inquiries 305, 306, 457
NOA nature of action 381
NTE not to exceed 302, 479, 483
NWD normal workday 125
OASDI Old Age Survivors Disability I nsurance 357
OPAC-ALC | Online Payment and Collection--Agency Locator Code 305
27-PM (Rev. 1) Amend. 12 Page 6




Reports, Forms, Abbreviations, and Redelegations of Authority (Continued)

Abbreviations Not Listed in 1-CM (Continued)

Exhibit 1

Approved
Abbreviation Term Use
OPF official personnel folder Text,
39
OWCP Office of Workers Compensation Program 762
OTI opportunity to improve 747
POI Personnel Office identifier 305
QS quality step increase 1, 357, 719
RIF reduction-in-force Text
SCD service computation date Text,
79
SCEP Student Career Experience Program 357,|Ex. 37
SME subject matter experts 454
SSFL Sugar Storage Facility Loan
T&A time and attendance 126, 332
TSP Thrift Savings Plan 330, 353, 552,
613
WAE when actually employed 627, 629
WGI within-grade increase Text,
[Ex. 43, 77
Redelegations of Authority
Thistable lists redelegations of authority in this handbook.
Paragraph
Redelegation Reference
Authority to mandate or veto the closing or establishment of any office 52

4-17-06

If Chief, Administrative Division is absent, SED delegates classification
authority to GS-7 or above
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Exhibit 2
Definitions of Terms Used in This Handbook

Administrative Pay Adjustment
An adminigtrative pay adjustment occurs when an employee receives any increase or decrease in

rate of basic pay and there is no change in duties or responsibilities of the employee’ s position.
This includes a change in the pay system under which the employee is paid.

*--Authorized CED Grade

The authorized CED grade for a County Office is the full performance grade established
according to the most recent update of the CED C&PP. The authorized grade may not be the
actual grade of the incumbent CED. For example:

e CED may not meet time-in-grade requirements for promotion to the authorized grade for the
County Office

e CED may be in a position designated to be downgraded when it becomes vacant.--*
Average Adjusted Workdays (AWD)

Average adjusted workdays are the workdays spent by a County Office in a program area for the
3 most recent years of data, excluding time spent by CED, COC, or CMC.

CED at Large

A CED at Large position:

e may be established when CED istemporarily assigned to a County Office for payrolling
purposes when there is already CED assigned to the County Office

e may be used in the most unusual situations only, such as for EEO settlements or conduct and
discipline measures

e requires prior approval by the Area Office.
Combined County Operation

A combined county operation is a headquarters County Office with 1 or more:

e full-time suboffices
e part-time suboffices
e closed County Offices.
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Exhibit 2
Definitions of TermsUsed in This Handbook (Continued)

Full-Time Suboffice

A full-time suboffice is an FSA office that:

e hasregularly established office hours of 40 hours per week
e ismanaged by CED in a headquarters County Office.

*--Hard-to-Fill Vacancy

A hard-to-fill vacancy exists if no or only 1 candidate is referred to COC and a selection cannot
be made after the first announcement with the area of consideration defined in|subparagraph 454
D, the CED vacancy may be re-advertised with an area of consideration that includes all
candidates meeting the basic qualifications as listed in subparagraph 458 B.--*

Headquarters County Office

A headquarters County Office is a County Office that oversees the administrative and program
activities of suboffices or closed offices. Administrative allocations are made to the headquarters
office for all counties in the combination.

HoursWorked
Hours worked means the number of hours;

e that the employee worked
e for any paid nonworktime, such as annual and sick leave.

Knowledge, Skills, and Abilities (KSA’S)

The following are the definitions of knowledge, skills, and abilities.

e Knowledge is an organized body of information, usually of afactual or procedural nature,
which, if applied, makes adequate performance on the job possible.

e Skill isthe proficient manual, verbal, or mental manipulation of data, people, or things. The
difference between skill and ability isthat skills are directly observable. Skills are
observable and quantifiable.

e Ability isthe competence to perform an observable behavior or activity at the present time.
Also implied isalack of discernible barriers, either physical or mental, to performing the
activity.
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Exhibit 2
Definitions of TermsUsed in This Handbook (Continued)

L ocal Commuting Area

A local commuting area, for the purpose of directed reassignments according ta paragraph 336)
is the geographic area that includes surrounding localities in which people live and can
reasonably be expected to travel back and forth daily to their usual employment. STC's shall
determine each local commuting area.

*--Noncompetitive Referral

A noncompetitive referral is an appointment or placement in a position in the competitive
process that is not made by selection from an open competitive process and is usually based on
current service.--*

Normal Workdays (NWD)

Normal workdays are:

e computed by applying constants and coefficients to the units of work completed
e computed in the County Office to equal 8-hour days
e explained in 12-A0.

Paid-for Workdays

Paid-for workdays are actual employee workdays expended and paid by County Office
administrative expenses.

Part-Time Suboffice

A part-time suboffice is an FSA office:

e withregularly established office hours of less than 40 hours per week
e managed by CED in a headquarters County Office.

Relative
Relative means father, mother, son, daughter, brother, sister, uncle, aunt, first cousin, nephew,
niece, husband, wife, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law,
sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, sepsister, half brother,
or half sister.

Shared M anagement Program

The Shared Management Program results when CED manages.

e 1 full-time County Office
e 1 or more full-time suboffices.
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Exhibit 2
Definitions of TermsUsed in This Handbook (Continued)

Specialized Experience

Specialized experience is defined as experience that equipped the applicant with the particular
knowledges, skills, and abilities to perform successfully the duties of the position, and is
typically in or related to the work of the position being filled. To be creditable, specialized
experience must have been equivalent to at least 1 year in the next lower grade level.

Vacant Position

A vacant position is a position that has been established by the State Office and is currently
unoccupied.

W or kweek

A workweek, for the purpose of credit toward WGI’s, is the employee’ s scheduled tour of duty.
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Exhibit 4
(Par. 16, 479)

Standard Postion Descriptionsfor CED and COT Positions

County Operations Trainee, CO-5

Title County Operations Trainee
Grade : CO-5
A. INTRODUCTION

Theincumbent of this position serves at the basic trainee level and follows a prescribed program
designed to provide manageria and program training necessary for advancement to a CED position.
The incumbent may be assigned to any County FSA Office for training purposes. The employee shall
be promoted to a CO-7 CED trainee position after successfully completing 6 months of the training
program. The position is FLSA nonexempt.

MAJOR DUTIES AND RESPONSIBILITIES

Works closdy with CED and other employees in the training County Office to learn supervisory and
managerid principles as wdl as procedures and processes related to the devel opment and
adminigtration of Agency policies, programs, and projects a thelocd level. Actively performs tasksto
increase understanding of operating procedures, methods, and requirements.

Acquires knowledge and experience in the following areas:

providing leadership, direction, and coordination in carrying out program activities
evauating programs to determine impact and effectiveness

explaining policies and program options

communicating effectively with both staff members and dients

supervisng and motivating subordinates

participating in loca agriculture-rdated activities and outreach programs
addressing producer/client groups.

DO OO OO

Performs related assignments as required.

EVALUATION FACTORS

1. Knowledge Required by the Position

Basic knowledge of agricultura production and marketing, agricultural conservation, and

*--gmilar fields affecting FSA programs to perform devel opmenta assignments designed to--*
provide increasing knowledge of Agency activities and their relationship to loca agricultura
enterprises.

Continued on the next page
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Exhibit 4
(Par. 16, 479)
*--Standar d Position Descriptionsfor CED and COT Positions (Continued)

County Operations Trainee, CO-5 (Continued)

Basic andyticd skillsto conduct generd assessments of local program impact and effectiveness.
Basic managerid knowledge and ability to acquire and apply leadership skills.

Ability to establish effective working relationships with coworkers and clients and to communicate
effectively to explain program operations and requirements.

2. Supervison Receved

This position is under the supervision of CED in the training county who provides specific work
assgnments and maintains close control and guidance over the work. The incumbent carries out
tasks asindructed. Work is closaly checked in progress and upon completion for adequacy,
accuracy, and adherence to instructions.

3. Guiddines

Specific written and ord guiddines directly covering assgnments are immediately available and
goplicable. The employee works in drict adherence to the guiddines and ingtructions; deviations
must be gpproved by the supervisor. Work istypicaly assgned for the purpose of familiarizing the
employee with guiddines and enabling the employee to learn to use the guiddines effectively.

4. Complexity

The work congists of duties that involve related steps, processes, or methods. Decisions are clear-
cut and involve matters of afactua nature. The correct actionsto be taken are easily recognized.

5. Scope and Effect

The purpose of the work isto carry out specific tasks to familiarize the incumbent with FSA
program and management policies, operations, and requirements. Assignments are structured to
provide increasing knowledge and skills related to the work of the organization.--*

Continued on the next page
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Exhibit 4
(Par. 16, 479)

*--Standard Position Descriptionsfor CED and COT Positions (Continued)

County Operations Trainee, CO-5 (Continued)

6. and 7. Personal Contacts and Purpose of Contacts

Contacts are with coworkers, State Office employees, clients, and local officials.
The purpose of contacts is to exchange factual information related to assignments.

8. Physical Demands

The work is primarily sedentary in nature. Some activities may involve occasional walking
through rough terrain, climbing on-farm storage facilities, etc.

9. Work Environment

The work involves exposure to operating farm machinery, heights, animals, and inclement
weather conditions which requires adherence to normal safety precautions. No special
protective clothing or equipment is needed.--*

Continued on the next page

9-19-01 27-PM (Rev. 1) Amend. 2 Page 3



Exhibit 4
(Par. 16, 479)

*--Standard Position Descriptionsfor CED and COT Positions (Continued)

County Operations Trainee, CO-7

Title County Operations Trainee
Grade: CO-7
A. INTRODUCTION

The incumbent of this position serves as a CED trainee and follows a prescribed program
designed to provide increasing managerial and program training necessary for advancement to a
CED position. The incumbent may be assigned to any County FSA Office for training purposes.
The employee must be selected for a CED position and meet qualification requirements before
advancing to CO-9. The position is FLSA nonexempt.

MAJOR DUTIES AND RESPONSIBILITIES

Acquires increasing knowledge of the development and administration of FSA policy and
programs. Applies skills and knowledge to provide leadership, direction, and coordination of
program operations.

Prepares written communications to ensure understanding of programs, instructions, and
directions. Participates in assigned portions of meetings, preparing materials, and personally
making presentations.

Acquires and applies supervisory knowledge and techniques to employee(s) engaged in specific,
narrowly defined assignments. Applies practical motivating techniques and evaluates their success
or failure in the situation involved.

Provides assistance to CED in the training county to accomplish recurring or emergency program
assignments.

Participates in various local agriculture-related activities and outreach programs. Establishes
effective working relationships with program participants and other clients of the office.

Performs related assignments as required.

May be assigned as acting CED after completing a formal training program.--*

Continued on the next page
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Exhibit 4
(Par. 16, 479)
Standard Postion Descriptionsfor CED and COT Positions (Continued)

County Operations Trainee, CO-7 (Continued)

C. EVALUATION FACTORS

1. Knowledge Required by the Position

Generd knowledge of agricultural production and marketing, agricultura conservation,
*--and smilar fields affecting FSA programs to perform assgnments designed to provide--*
increasing knowledge of Agency activities and their relationship to loca agricultura enterprises.

Genera knowledge of Agency programs and operations to provide program information and to
carry out recurring or emergency program assignments.

Analytical skillsto conduct genera assessments of local program impact and effectiveness.

Generd knowledge of managerid methods and techniques to provide program direction and
coordination and to motivate other employees.

Ability to establish effective working relationships with coworkers and clients and to communicate
effectively oradly and in writing to participate in training sessons and to explain program operations
and requirements.

2. Supervison Received

CED in the training county provides specific ingtructions as to approach, methods, and sources of
information for new or unusud assgnments. Day-to-day work is performed with greater
independence according to established guides and precedents. Work is reviewed upon completion
for technical adequacy, adherence to guides and procedures, and compliance with ingtructions.
New or unusua assignments may be spot checked in progress.

3. Guiddines

Policies, procedures, and precedents are established and applicable to assignments at this levdl.
The incumbent uses judgment to locate, select, and gpply the most gppropriate guidelines. Where
guiddines are lacking, the incumbent refers the matter to CED.

Continued on the next page
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Exhibit 4
(Par. 16, 479)

*--Standar d Position Descriptionsfor CED and COT Positions (Continued)

County Operations Trainee, CO-7 (Continued)

4.

Complexity

Assgnments congst of various tasks or duties involving different methods or procedures. Decisions
regarding methods to be used depend on the nature of the Stuation involved. The employee must
identify and andyze the issues that have a bearing on the technique selected for carrying out the
assgnment.

Scope and Effect

The primary purposes of the work are to carry out assigned developmental tasks and to provide
assgance to other County Office employees. While the incumbent is learning increasingly more
complex tasks, most of the problems resolved independently are conventiona and can be resolved
using established procedures. The work has an impact upon the successful administration of
Agency programs through the County Office,

6.and 7. Persona Contacts and Purpose of Contacts

9-19-01

Contacts are with coworkers, State Office employees, clients, and locd officias.
The purpose of contactsisto exchange factua information related to assgnments.

Physicad Demands

Thework is primarily sedentary in nature. Some activities may involve occasond walking through
rough terrain, climbing on-farm storage facilities, etc.

Work Environment

The work involves exposure to operating farm machinery, heights, animals, and inclement weether
conditions which requires adherence to norma safety precautions. No specid protective clothing
or equipment is needed.--*

Continued on the next page

27-PM (Rev. 1) Amend. 2 Page 6



Exhibit 4
(Par. 16, 479)
*--Standar d Position Descriptionsfor CED and COT Positions (Continued)

County Operations Trainee, CO-9

Title : County Operations Trainee
Grade : CO-9

A. INTRODUCTION

Thisisaspecidized CED trainee postion for use only when the employee enters the CED training
program from grade 9 or higher. The work follows a prescribed program designed to provide
increasing managerid and program training necessary for advancement to a CED position. The
incumbent may be assgned to any County FSA Office for training purposes. The employee must be
selected for a CED position and meet quaification requirements before placement in a nontrainee CO-
9 CED postion. The postion is FLSA nonexempt.

B. MAJOR DUTIES AND RESPONSIBILITIES

Acquiresincreasing knowledge of the development and adminigtration of FSA policy and programs.
Applies skills and knowledge to provide leadership, direction, and coordination of program operations.

Prepares written communi cations to ensure understanding of programs, ingructions, and directions.
Participates in assgned portions of meetings, preparing materias, and persondly making presentations.

Acquires and gpplies supervisory knowledge and techniques to employeg(s) engaged in County Office
program and adminigtrative assgnments. Applies practica motivating techniques and evauates their
success or falurein the Stuation involved.

Performs recurring and emergency program assgnments to assist in carrying out the work of the training
office and to gain increasing knowledge of the full range of Agency program operations.

Participatesin various loca agriculture-rdated activities including providing leadership in outreach
efforts. Establishes effective working relaionships with program participants and other clients of the
office.

Performs related assgnments as required.

May be assgned as acting CED after completing aformal training program.--*

Continued on the next page
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Exhibit 4
(Par. 16, 479)
Standard Postion Descriptionsfor CED and COT Positions (Continued)

County Operations Trainee, CO-9 (Continued)

C. EVALUATION FACTORS

1. Knowledge Required by the Position

Generd knowledge of agricultural production and marketing, agricultura conservation,
*--and gmilar fields affecting FSA programs to perform assignments designed to provide--*
increasing knowledge of Agency activities and their relationship to loca agricultura enterprises.

Genera knowledge of Agency programs and operations to provide program information and to
carry out recurring or emergency program assignments.

Analytical skillsto conduct genera assessments of local program impact and effectiveness.

Generd knowledge of managerid methods and techniques to provide program direction and
coordination and to motivate other employees.

Ability to establish effective working relationships with coworkers and clients and to communicate
effectively oradly and in writing to participate in training sessons and to explain program operations
and requirements.

2. Supervison Received

CED assigns specific tasks to be performed and sets the deadlines for completing the work. The
employee works independently, determines priorities, and recommends solutions to problem
Situations based on experience and established policies or precedents. Work is reviewed upon
completion for adherence to requirements and soundness of decisions or recommendations made.

3. Guiddines

Policies, procedures, and precedents are established and applicable to most assgnments. The
incumbent uses judgment to sdlect, interpret, and gpply the most gppropriate guiddines. The
incumbent may aso adapt or recommend adaptation of guidelines to accommodate specific,
nonrecurring situations.

Continued on the next page
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Exhibit 4
(Par. 16, 479)
*--Standar d Position Descriptionsfor CED and COT Positions (Continued)

County Operations Trainee, CO-9 (Continued)

4. Complexity

Assgnments congst of various tasks or duties involving different methods or procedures. Decisions
regarding methods to be used depend on the nature of the Stuation involved. The employee must
identify and andyze the issues that have a bearing on the technique selected for carrying out the
assgnment.

5. Scope and Effect

The primary purposes of the work are to carry out assigned developmental tasks and to provide
assstance to CED and other County Office employees. While the incumbent is learning
increasingly more complex tasks, most of the problems resolved independently are conventiona
and can be resolved using established procedures. The work has an impact upon the successful
adminigration of Agency programs through the County Office,

6.and 7. Persona Contacts and Purpose of Contacts

Contacts are with coworkers, State Office employees, clients, and locd officias.
The purpose of contactsisto exchange factua information related to assgnments.

8. Physcad Demands

Thework is primarily sedentary in nature. Some activities may involve occasond walking through
rough terrain, climbing on-farm storage facilities, etc.

9. Work Environment

The work involves exposure to operating farm machinery, heights, animals, and inclement weether
conditions which requires adherence to norma safety precautions. No specid protective clothing
or equipment is needed.--*

Continued on the next page
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Exhibit 4
(Par. 16, 479)
Standard Postion Descriptionsfor CED and COT Positions (Continued)

*--County Executive Director (Trainee)

Title . County Executive Director (Trainee)
Grade . CO-5,CO-7

Title Code : 0371

Parenthetical Title : (Trainee)

| ntroduction

The incumbent serves as a CED trainee and performs assignments designed to provide increasing manageria
and program training necessary for advancement. The full performance level of the position is the authorized
grade of the county served. The positionis FLSA nonexempt.

Primary Duties

Acquires increasing knowledge of the development and adminigtration of FSA policy and programs. Working
closdly with higher graded employeesin the Digtrict and in the State Office, provides policy guidance and
interpretation to office employees and dlients. Manages program operations within the office and provides
procedurd guidance to Program Technicians and other office employees.

Prepares written communications to ensure understanding of programs, ingtructions, and directions.
Participates in and conducts meetings, preparing materials and agenda and following up on decisons made.

Acquires and applies knowledge of personnel, fiscal and adminisirative management policies, procedures, and
operations. Works closaly with the county FSA committeg(s), the Didtrict Director, and State Office personnd
to assure adherence to State and nationa requirements. Exercises personnd and fiscal authoritiesin
accordance with approved delegations.

Acquires and applies supervisory knowledge and techniques to employeg(s) engaged in County Office program
and adminigrative assgnments. Applies practical motivating techniques and evaluates their success or falurein
the gtuation involved.

Participates in various loca agriculture-reated activities including providing leadership in outreach efforts.
Edtablishes effective working relationships with program participants and other clients of the office.

Performs related assgnments as required.--*

Continued on the next page
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Exhibit 4
(Par. 16, 479)
Standard Postion Descriptionsfor CED and COT Positions (Continued)

*--County Executive Director (Trainee) (Continued)

EEO and Civil Rights Responsibilities

The incumbent provides equa employment, training, and promotiona opportunitiesto al subordinates,
applicants, and new hires; prohibits discrimination based on race, color, religion, sex, nationd origin, age,
disability, or maritd status; and promotes a full redization of equa employment through continuous affirmative
actions within the work environment. Complies with and affirmatively implements the requirements of EEO
laws, regulations, and paolicies. The incumbent ensures that information concerning county programs, policies,
and committee dectionsis fully and fairly disseminated to farmers, employees, and the genera public; provides
County Office services and facilities without regard to race, color, religion, nationd origin, sex, age, disahility,
or marital status; and conducts dl County Office operations according to gpplicable civil rights rules and
regulations.

Supervision Received and Guidelines

The CED isrespongble to the assigned County Committeg(s) for the effective performance of assgned duties
and responghilities. The employee receives ongoing program and managerid training and works closdy with
the county FSA committeg(s), the Digtrict Director, and State Office personnd. As progress is made, a greater
degree of independenceis delegated. Problems are discussed and resolved as they occur, and assstancein the
interpretation and gpplication of procedures and indructionsis readily avallable.--*

Continued on the next page
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Exhibit 4
(Par. 16, 479)
Standard Postion Descriptionsfor CED and COT Positions (Continued)

County Executive Director, CO-9

Title : County Executive Director
Grade : CO-9

A. INTRODUCTION

The incumbent of this position is employed by the locd Farm Service Agency (FSA) committeg(s) and
isresponsble for directing and managing program and adminidrative operations for one or more
counties to carry out permanent and ad hoc commodity production, commodity/facility loan,
conservation, environmenta qudlity, indemnity, disaster, emergency and defense programs aswell as
crop insurance operations under policies established by the Risk

*--Management Agency (RMA). The incumbent provides basic farm loan program services and
may perform additional farm loan program assignments based on authorities delegated. The work aso
includes performing office and field activities as needed to accomplish program--* objectives.

The incumbent serves at the first independent working leve of the CED position and manages Agency
program activities in the office while gaining increasing program knowledge and supervisory skills. The
full performance leve of the position isthe authorized grade of the county served. The postionis
FLSA exempt.

B. MAJOR DUTIES AND RESPONSIBILITIES

Palicy Inter pretation: Explains, interprets, and administers and interprets policies established by the
Agency and by FSA committeg(s) in the county/counties in which the positionislocated. Works
closely with State Office officids, the Didrict Director and higher graded CED’ s to acquire knowledge
of national and State program policies and objectives. Meets regularly with the county committe(s)
to discuss programs and policies, to convey State Office guidelines, and to develop and implement
program provisions gppropriate for locd agricultura conditions. Takes appropriate action to assure
that nationd, State, and county committee policies and objectives are properly communicated to and
carried out by clients and subordinate employees.

Program Management: Managesal Agency commodity production, commodity and facility loan,
conservation, emergency and disaster, and other related programs for the office, including those
established in permanent farm legidation as well as ad hoc programs mandated by Congress.
Management responsibilities cover dl aspects of program administration including, but not limited to
providing program information and policy guidance to actud and potentid clients, accepting program
gpplications and determining program dligibility, preparing contracts,

Continued on the next page
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Exhibit 4
(Par. 16, 479)
Standard Postion Descriptionsfor CED and COT Positions (Continued)

County Executive Director, CO-9 (Continued)

performing varied caculaions, establishing and maintaining a full range of farm and program records,
ensuring compliance with al legal and program provisions including those thet are interrel ated with
other programs and requirements, investigating and resolving possible program violations, authorizing
payments, and collecting overpayments. Represents the Agency during program appeds and at
hearings a the locd and/or nationd level. Counsels clients on program requirements and
interrelaionships to assure eigibility for loans, purchases, payments, and other program benefits. As
assigned, directs key county aerid compliance activities.

Adminigters new and varied ad hoc programs designed to address short-term agricultura emergencies
brought about by economic conditions, adverse westher or other natural disasters. Establishes
operationd guides for such programs within the office, identifies and adjudts prioritiesin work
assgnments, hires and trains new employees, and reall ocates resources as needed to assure that such
programs are smoothly incorporated into existing office workflow. Issues newdetters or other
informational materids and conducts meetings to inform the farming community of the availability of
such programs as well as program requirements and benefits. Ad hoc programs are typicaly
characterized by confusion and controversy, minima guidelines, and rapidly changing operationa
requirements, dl of which contribute to the complexity of their implementation and adminigtration.

Carries out emergency, naturd disaster, and defense activities as assigned.

Fiscal Management: Asagent for the Commodity Credit Corporation (CCC) within the assgned
county/counties, is responsible and accountable for the receipt, custody, and disposa of al funds,
negotiable instruments, and property coming into the control of CCC. As delegated by the county
committee(s), exercises unlimited authority to disburse CCC program and adminigrative fundsin an
areawhere the economic impact of Agency programsislight to moderate. Maintains responghbility for
administering claims and handling bankruptcy cases and is responsble for fisca programs including
cash management, debt management, and debt collection.

Per sonnel Management: According to 7 CFR Part 7, manages al day-to-day operations of the
County Office and employs subordinate non-Federd County Office and field employees. Supervises
agnd| permanent full-time office saff and exercises afull range of supervisory responshilities
induding:

1. planning work to be accomplished by subordinates, setting and adjusting priorities, and preparing
schedules for completion of work;

Continued on the next page
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County Executive Director, CO-9 (Continued)

2. assgning work to subordinates based on priorities, sdective consideration of the difficulty and
requirements of assgnments, and the capabilities of employees,

3. developing standards and evauating work performance of subordinates,
4. giving advice, counsd, or ingdruction to employees on both work and administrative matters,

5. interviewing candidates and making sdections for postionsin the office; recommending
promotions, reassgnments, and other personnel actions,

6. hearing and resolving complaints from employees, referring group grievances and more serious
unresolved complaints to a higher level supervisor or manager;

7. effecting minor disciplinary measures, such as warnings and reprimands, recommending other
action in more serious cases,

8. identifying developmentd and training needs of employees, providing or arranging for needed
development and training; and

9. finding ways to improve the qudity of the work directed.

Consults with and provides input to the responsible Farm Loan Manager (FLM) or Didtrict Director
(DD) about assgnments of Program Technicians with farm loan program respongbilities. Asassgned,
provides training and/or personnel/payroll services to CED trainees and other employees.

Adminigtrative Management: Manages and directs dl adminigrative functions in the assgned
officg(s), including desgnating employee or employees to perform these functions. Adminigtrative
activitiesinclude, but are not limited to, such areas as personnd, payroll, and administrative expenses,
property and space management, supplies, and equipment; and mail and records management.
Maintains respongbility and accountability for any property or item of vaue coming into the control of
CCC. When FSA serves as lead agency for a Service Center, provides space, leasing, and other
adminigrative services for other agencies collocated in the Center. Oversees dl County Office
elections and referendums, including referendums for other organizations. Serves as counsdor and
expert on county eection procedures and maintains--*

Continued on the next page
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County Executive Director, CO-9 (Continued)

custody of ballots used for eections as well asdl records of eection proceedings. Oversees office
automation activities, ensuring that program and adminidtrative detais entered into the compuiter, that
automated files and records are properly maintained, and that requirements governing computer
backups, hardware and software maintenance, and computer security are followed. Managesthe
office s recycling program.

*--Farm L oan Program Responsibilities: Performs arange of Farm Loan Program (FLP)
assgnments including distributing and accepting forms and applications, collecting and processng
payments, responding to inquiries, and scheduling gppointments with the Farm Loan Manager (FLM)
or Farm Loan Officer (FLO). Workswith FLM or Didtrict Director (DD) in organizing office
activities to ensure that dl gpplicants and borrowers are served in atimey manner and to ensure full
understanding of and compliance with program policies and requirements.

Depending on workload demands, training recelved and authorities delegated and maintained, the
incumbent may be respongible for additiond FLP assgnments including maintaining and reviewing
accounts, making recommendations for debt settlements, processing borrower classifications,
conducting records reviews, tax searches and security checks, preparing chattel appraisas, asssting
with red estate gppraisa's, monitoring congtruction projects and inventory property, completing or
assgting in year-end andyd's, and gpproving loans.--*

Public Relations and Outreach: Develops program information and news for use in publications,
radio broadcasts, and persond gppearances to maintain good public relaions with farmers, farm
groups, and others. Cooperates with and assists other Federd, State, and loca agenciesin informing
rurd and farming communities through appropriate media of programs that provide assstance and
benefits affecting individua's economic and socid conditions.

Egtablishes and maintains effective working reaionships with awide range of groups and individuasin
the area served. Represents the Agency in contacts with producers and other clients, agribusiness
interests, civic groups, business and government officials, media representatives and others. Serves as
the Agency representative to the local Food and Agriculture Council (FAC) and Chairperson of the
loca Emergency Board. Develops and conducts public relations and outreach programsin the areg,
including authoring newdetters, participating in meetings, and making public or media appearances.
Manages loca food security, gleaning and food recovery programs. Provides authoritative information
on Agency programs, explains program policies, procedures, requirements, benefits and
interrelationships, and promotes understanding of and participation in Agency programs.

Performs other duties and responsibilities as required.

Continued on the next page
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County Executive Director, CO-9 (Continued)

C. EEO AND CIVIL RIGHTS RESPONSIBILITIES

The incumbent provides equa employment, training, and promotional opportunities to al subordinates,
gpplicants, and new hires; prohibits discrimination based on race, color, religion, sex, nationa origin,
age, disability, or maritd status; and promotes afull redization of equa employment through
continuous affirmative actions within the work environment. Complies with and affirmatively
implements the requirements of EEO laws, regulations, and policies. The incumbent ensures that
information concerning county programs, policies, and committee eectionsis fully and fairly
disseminated to farmers, employees, and the generd public; provides County Office services and
facilities without regard to race, color, religion, nationd origin, sex, age, disability, or maritd satus; and
conducts dl County Office operations according to gpplicable civil rights rules and regulations.

D. EVALUATION FACTORS

1. Knowledge Required by the Position

Generd knowledge of agricultural production and marketing, agricultura conservation,
*--and smilar fields affecting FSA programs to manage and direct the program activities
for one or more counties.

Genera knowledge of Agency farm programs and operations to provide program:-* information,
to develop and implement interna program operations and to carry out office and field program
activities.

Genera knowledge of the Agency’s adminigrative, fisca and personnel programs and policiesto
supervise subordinate employees and to manage adminidrative activities of the office.

*--Generd knowledge of FSA farm loan programs and program provisions to provide--*
program services, perform additiond program assignments based on authorities delegated, and
work with FLO, FLM, DD and others to assure the timely and effective ddivery of farm loan
programs and services.

Knowledge of and skill in written and oral communication techniques sufficient to interpret
program policies, conduct outreach activities and explain and describe program issues,
requirements, benefits, problems and solutions to Agency program and administrative specidids,
program participants, locd officias, media representatives and others, as gppropriate.

Continued on the next page
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County Executive Director, CO-9 (Continued)

2. Supervision Received

CED isresponsible to the assigned county committee(s) for the effective performance of
assigned duties and responsibilities. The employee plans, directs and carries out the work of
the office according to program requirements and established policies. CED applies precedent
Situations and previous training to resolve problems but may refer unusual questionsto DD
for guidance. Work is evaluated upon completion for technical accuracy, soundness of
decisions, adherence to policy and efficiency of office operations.

3. Guiddlines

Guidelines consist of a variety of national and local program policies, procedures and
precedents which are applicable to most situations or assignments. CED must also implement
emergency programs for which guidelines have not been finalized. The employee continually
uses independent judgment to interpret and apply guidelines, to establish internal operating
policies, and to develop solutions for problems encountered. CED also formulates and
implements his’her own management policies and operating procedures for the office.

4. Complexity

The work of this position includes planning and administration of program, management and
related functions involving a full range of Agency programs and services. The work requires
analysis of the issues involved in each assignment, evaluation of conventional problems or
questions and the selection of an appropriate response or course of action.

5. Scope and Effect

The purpose of the work is to administer Agency commodity and conservation programsin
the assigned county/counties, to manage the assigned office(s) and to develop, interpret and
evaluate program policies. The work affects local program administration and the economic
well-being of program participants.--*

Continued on the next page
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6. and 7. Personal Contacts and Purpose of Contacts

CED maintains ongoing contacts with program participants, the State FSA Office, the State
FSA committee, the county FSA committee, the local FAC, local officials and employees of
other agencies and outside organizations in a variety of settings. Typical of these contacts are
representatives of other local and Federal agencies, producer organizations, civic
organizations, producers and their representatives, and members of the news media.

The purpose of contactsis to explain available programs, interpret program requirements,
encourage program participation, persuade and influence others to accept and implement
recommendations concerning administrative and program operating policies and procedures,
and ensure understanding of and compliance with program regulations and provisions. The
employee may encounter resistance to program requirements and changes because of
individual producer interests and needs and must use tact and diplomacy to achieve aworking
consensus among parties who have dissimilar opinions and/or goals. The incumbent must also
resolve problems involving conflicting program priorities, competing objectives, or resource
allocation.

8. Physical Demands

The work requires regular and recurring physical exertion involving walking through rough
terrain, climbing on-farm storage facilities, etc.

9. Work Environment

The work involves exposure to operating farm machinery, heights, animals and inclement
weather conditions which requires adherence to normal safety precautions. No special
protective clothing or equipment is needed.--*

Continued on the next page
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County Executive Director, CO-11

Title : County Executive Director
Grade: CO-11

A. INTRODUCTION

The incumbent of this position is employed by the local Farm Service Agency (FSA) committee(s)
and is responsible for directing and managing program and administrative operations for one or more
counties to carry out permanent and ad hoc commodity production, commodity/facility loan,
conservation, environmental quality, indemnity, disaster, emergency and defense programs as well as
crop insurance operations under policies established by the Risk Management Agency (RMA). The
incumbent provides basic farm loan program services and may perform additional farm loan program
assignments based on authorities delegated. The work also includes performing office and field
activities as needed to accomplish program objectives.

The incumbent supervises a small permanent full-time office staff and manages 1 or 2 major farm
*--programs (commodity/facility loan, conservation, commodity production, and/or NAP) in--*

the County Office(s) assigned. The county/counties served are typically characterized by the
following: (1) production of alimited variety of major crops affected by FSA programs, (2)
participation in mgjor Agency program areas is light to moderate, (3) the economic impact of Agency
programs managed is light to moderate. Thisis the full performance level of the position. The
position is FLSA exempt.

B. MAJOR DUTIES AND RESPONSIBILITIES

Policy Interpretation: Administers and interprets policies established by the Agency and by FSA
committee(s) in the county/counties in which the position is located. Meets regularly with the county
committee(s) to discuss programs, program operations, national program requirements, local
agricultural conditions, etc. Provides program information to the county committee(s), including
interpretation and explanation of program legidation, regulations and interrelationships. Takes
appropriate action to assure that national, State and county committee policies and objectives are
properly communicated to and carried out by clients and subordinate employees.

Continued on the next page
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Program M anagement: Manages al Agency commodity production, commodity and facility loan,
conservation, emergency and disaster, and other related programs for the office, including those
established in permanent farm legislation as well as ad hoc programs mandated by Congress. The
county/counties to which the incumbent is assigned are characterized by limited activity in the major
farm programs of the Agency, light to moderate program participation, and/or light to moderate
economic impact of ongoing programs. Management responsibilities cover all aspects of program
administration including, but not limited to providing program information and policy guidance to
actual and potentia clients, accepting program applications and determining program eligibility,
preparing contracts, performing varied calculations, establishing and maintaining a full range of farm
and program records, ensuring compliance with all legal and program provisions including those that
are interrelated with other programs and requirements, investigating and resolving possible program
violations, authorizing payments, and collecting overpayments. Represents the Agency during
program appeals and at hearings at the local and/or national level. Counsels clients on program
requirements and interrelationships to assure eligibility for loans, purchases, payments and other
program benefits. As assigned, directs key county aerial compliance activities.

Administers new and varied ad hoc programs designed to address short-term agricultural emergencies
brought about by economic conditions, adverse weather or other natural disasters. Establishes
operationa guides for such programs within the office, identifies and adjusts priorities in work
assignments, hires and trains new employees, and reallocates resources as needed to assure that such
programs are smoothly incorporated into existing office workflow. 1ssues newsletters or other
informational materials and conducts meetings to inform the farming community of the availability of
such programs as well as program requirements and benefits. Ad hoc programs are typically
characterized by confusion and controversy, minimal guidelines and rapidly changing operational
requirements, all of which contribute to the complexity of their implementation and administration.

Carries out emergency, natural disaster and defense activities as assigned.

Fiscal Management: As agent for the Commodity Credit Corporation (CCC) within the assigned
county/counties, is responsible and accountable for the receipt, custody and disposal of all funds,
negotiable instruments and property coming into the control of CCC. Asdelegated by the county
committee(s), exercises unlimited authority to disburse CCC program and administrative fundsin an
area where the economic impact of Agency programsis light to moderate. Maintains responsibility
for administering claims and handling bankruptcy cases and is responsible for fiscal programs
including cash management, debt management, and debt collection.

Continued on the next page
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County Executive Director, CO-11 (Continued)

Per sonnel M anagement: According to 7 CFR Part 7, manages al day-to-day operations of the

County Office and employs subordinate non-Federd County Office and field employees. Supervises
agnd| permanent full-time office saff and exercises afull range of supervisory responshilities
induding:

1.

0.

planning work to be accomplished by subordinates, setting and adjusting priorities, and preparing
schedules for completion of work;

assigning work to subordinates based on priorities, selective consderation of the difficulty and
requirements of assgnments, and the capabilities of employees,

developing standards and evaluating work performance of subordinates,
giving advice, counsd, or ingtruction to employees on both work and adminigirative metters;

interviewing candidates and making selections for pogitions in the office; recommending
promotions, reassgnments and other personnd actions;

hearing and resolving complaints from employees, referring group grievances and more serious
unresolved complaints to a higher level supervisor or manager;

effecting minor disciplinary messures, such as warnings and reprimands, recommending other
action in more serious cases,

identifying developmenta and training needs of employees, providing or arranging for needed
development and training; and

finding ways to improve the quality of the work directed.

Consults with and provides input to the responsible Farm Loan Manager (FLM) or Didtrict Director
(DD) about assgnments of Program Technicians with farm loan program respongbilities. Asassgned,
provides training and/or personnel/payroll servicesto CED trainees and other employees.--*

9-19-01
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Adminigtrative Management: Manages and directs dl adminigrative functions in the assgned
office(s), including designating employee or employees to perform these functions. Adminigraive
activitiesinclude, but are not limited to, such areas as personnd, payroll and adminidtrative expenses,
property and space management, supplies and equipment; and mail and records management.
Maintains responghility and accountability for any property or item of vaue coming into the control of
CCC. When FSA serves as lead agency for a Service Center, provides space, leasing and other
adminigrative services for other agencies collocated in the Center. Oversees dl County Office
elections and referendums, including referendums for other organizations. Serves as counselor and
expert on county election procedures and maintains custody of ballots used for dectionsaswell asdll
records of eection proceedings. Oversees office automation activities, ensuring that program and
adminidrative data is entered into the computer, that automated files and records are properly
maintained, and that requirements governing computer backups, hardware and software maintenance,
and computer security are followed. Manages the office’ s recycling program.

*--Farm L oan Program Responsibilities: Performs arange of Farm Loan Program (FLP)
assgnments including distributing and accepting forms and applications, collecting and processng
payments, responding to inquiries, and scheduling appointments with the Farm Loan Manager (FLM)
or Farm Loan Officer (FLO). Workswith FLM or Didtrict Director (DD) in organizing office
activitiesto ensure that dl applicants and borrowers are served in atimely manner and to ensure full
understanding of and compliance with program policies and requirements.

Depending on workload demands, training received and authorities delegated and maintained, the
incumbent may be respongible for additiond FLP assgnments including maintaining and reviewing
accounts, making recommendations for debt settlements, processing borrower classifications,
conducting records reviews, tax searches and security checks, preparing chattel gppraisas, asssting
with red estate gppraisa's, monitoring congtruction projects and inventory property, completing or
assiging in year-end andys's, and approving loans.--*

Public Relations and Outreach: Develops program information and news for use in publications,
radio broadcasts, and persond appearances to maintain good public relaions with farmers, farm
groups, and others. Cooperates with and asssts other Federa, State, and local agenciesin informing
rurd and farming communities through appropriate media of programs that provide assstance and
benefits affecting individua's economic and socid conditions.

Establishes and maintains effective working relaionships with awide range of groups and individuasin
the area served. Represents the Agency in contacts with producers and other clients, agribusiness
interests, civic groups, business and government officials, media representatives and others. Servesas
the Agency representative to the local Food and Agriculture Council (FAC) and Chairperson of the
local Emergency Board. Developsand
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8-16-02 27-PM (Rev. 1) Amend. 6 Page 20



Exhibit 4
(Par. 16, 479)
Standard Position Descriptionsfor CED and COT Positions (Continued)

County Executive Director, CO-11 (Continued)

conducts public relations and outreach programs in the area, including authoring newsletters,
participating in meetings, and making public or media appearances. Manages local food security,
gleaning and food recovery programs. Provides authoritative information on Agency programs,
explains program policies, procedures, requirements, benefits and interrelationships, and promotes
understanding of and participation in Agency programs.

Performs other duties and responsihilities as required.

C. EEOAND CIVIL RIGHTS RESPONSIBILITIES

The incumbent provides equal employment, training, and promotional opportunitiesto all
subordinates, applicants, and new hires; prohibits discrimination based on race, color, religion, sex,
national origin, age, disability, or marital status, and promotes a full realization of equal employment
through continuous affirmative actions within the work environment. Complies with and affirmatively
implements the requirements of EEO laws, regulations, and policies. The incumbent ensures that
information concerning county programs, policies, and committee electionsis fully and fairly
disseminated to farmers, employees, and the general public; provides County Office services and
facilities without regard to race, color, religion, national origin, sex, age, disability, or marital status;
and conducts all County Office operations according to applicable civil rights rules and regulations.

D. EVALUATION FACTORS

1. Knowledge Required by the Position

Thorough knowledge of the principles and practices of agricultural production, marketing,
agricultural conservation, and related fields and of FSA program provisions, policies and
procedures to manage and direct the Agency’s commodity and conservation programs and
administrative operations for one or more counties.

Knowledge of FSA farm loan programs and program provisions to provide * * * program services,
perform additional program assignments based on authorities delegated, and work with FLO, FLM,
DD and othersto assure the timely and effective delivery of farm loan programs and services.

Continued on the next page
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Knowledge of and skill in written and oral communication techniques sufficient to interpret
program policies, conduct outreach activities and explain and describe program issues,
requirements, benefits, problems and solutions to Agency program and administrative specialists,
program participants, local officials, media representatives and others, as appropriate.

Managerial knowledge and skills sufficient to provide technical guidance and oversight to
assigned County Office employees in carrying out program and administrative functions, to
formulate operating policies for the office, to direct and administer budget, fiscal, personnel and
support services for the office, and to ensure that applicable administrative policy/procedural
requirements are met.

2. Supervison Received

CED isresponsible to the assigned county committee(s) for the effective performance of assigned
duties and responsibilities. The county committees determine policies to follow in administration
of programs but depend upon CED to interpret, apply and advise on national and State
procedures and instructions. Accomplishment of goals and effectiveness of work are determined
by the county committee(s) through exchange of information and discussion of

*--County Office business through regular and special committee meetings. CED also receives
technical guidance and oversight from DD or other members of the State Office staff, but--*
typically carries out managerial responsibilities and makes program decisions independently.

3. Guiddlines

Guidelines consist of a variety of national and local program policies, procedures and precedents
which are applicable to most situations or assignments. CED must also implement emergency
programs for which guidelines have not been finalized. The employee continually uses
independent judgment to interpret and apply guidelines, to establish internal operating policies,
and to develop solutions for problems encountered. CED also formulates and implements his/her
own management policies and operating procedures for the office.

Continued on the next page
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4. Complexity

The work of this position involves planning and administration of program, management and
related functions for one or more County Offices which are limited in terms of such factors as
the diversity of agricultural commodity production, the variety of ongoing programs
administered, the impact of governmental agricultural programs to the local economy, and/or
the degree of participation in major Agency program areas. The work requires analysis of the
issues involved in each assignment, evaluation of conventional problems or questions and the
selection of an appropriate response or course of action.

Scope and Effect

The purpose of the work is to administer Agency commodity and conservation programsin
the assigned county/counties, to manage the assigned office(s) and to develop, interpret and
evaluate program policies. Because of the limited variety of agricultural operations and
limited number of consistently active programs, highly unusual or unprecedented problems
seldom occur. The work affects local program administration and the economic well-being of
alimited to moderate range of program participants.

6. and 7. Personal Contacts and Purpose of Contacts

9-19-01

CED maintains ongoing contacts with program participants, the State FSA Office, the State
FSA committee, the county FSA committee, the local FAC, local officials and employees of
other agencies and outside organizations in a variety of settings. Typical of these contacts are
representatives of other local and Federal agencies, producer organizations, civic
organizations, producers and their representatives, and members of the news media.

The purpose of contactsis to explain available programs, interpret program requirements,
encourage program participation, persuade and influence others to accept and implement
recommendations concerning administrative and program operating policies and procedures,
and ensure understanding of and compliance with program regulations and provisions. The
employee may encounter resistance to program requirements and changes because of
individual producer interests and needs and must use tact and diplomacy to achieve aworking
consensus among parties who have dissimilar opinions and/or goals. The incumbent must also
resolve problems involving conflicting program priorities, competing objectives, or resource
alocation.--*

Continued on the next page
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8. Physical Demands

The work requires regular and recurring physical exertion involving walking through rough
terrain, climbing on-farm storage facilities, etc.

9. Work Environment

The work involves exposure to operating farm machinery, heights, animals and inclement
weather conditions which requires adherence to normal safety precautions. No special
protective clothing or equipment is needed.--*
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County Executive Director, CO-11 Statement of Differences

Title : County Executive Director
Grade: CO-11

Note: Thisdescription isto be used when the authorized grade of the County Office is CO-12, but the
employee does not meet time-in-grade requirements for promotion to that grade.

A INTRODUCTION

Thisis a statement of differences between this position and the full performance CO-12 position. The
duties and responsihilities of this position are the same as in the CO-12 position description. The
incumbent manages one or more County FSA Offices which fully meet the requirements for CO-12.
Factor differences are described below. The position is FLSA exempt. The employee is eligible for
promotion to the CO-12 level when all requirements are met, including satisfactory performance,
qualification requirements, and the continued availability of duties at the CO-12 level. The employee
supervises subordinate employees and is subject to the equal employment opportunity requirements
described in the CO-12 position description.

B. FACTOR DIFFERENCES

2. Supervison Received

CED isresponsible to the assigned county committee(s) for the effective performance of assigned
duties and responsibilities. He/she plans and carries out the work of the office according to
established guidelines and practices. Situations without applicable guides or clear precedents are
referred to DD for assistance. DD reviews work in terms of accurate program determinations and
smooth and effective office operations.

3. Guiddlines

Guidelines are established and applicable to most situations handled independently by the
incumbent. CED interprets and applies a variety of program policies and operations, referring
unusual problems or issues without precedent to DD for assistance. CED aso develops and
implements management policies and internal operating procedures for the office.--*
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Title : County Executive Director
Grade: CO-12
A. INTRODUCTION

The incumbent of this position is employed by the local Farm Service Agency (FSA) committee(s)
and is responsible for directing and managing program and administrative operations for one or more
countiesto carry out permanent and ad hoc commodity production, commodity/facility loan,
conservation, environmental quality, indemnity, disaster, emergency and defense programs as well as
crop insurance operations under policies established by the Risk Management Agency (RMA). The
incumbent provides basic farm loan program services and may perform additional farm loan program
assignments based on authorities delegated. The work also includes performing office and field
activities as needed to accomplish program objectives.

*--The incumbent supervises a moderate to large permanent full-time office staff and manages at
least 3 major recurring farm programs (commodity/facility loan, conservation, commodity
production, and/or NAP) in the County Office(s) assigned. The county/counties served are--*
characterized by one or more of the following: (1) a moderate to wide variety of major crops
affected by FSA programsis produced, (2) participation in mgjor Agency program areas is
consistently moderate to heavy, (3) the economic impact of Agency programs managed is
moderate to significant, or (4) other considerations that significantly affect the overall complexity
of operations and the management responsibilities of the incumbent. Thisis the full performance
level of the position. The position is FLSA exempt.

. MAJOR DUTIES AND RESPONSIBILITIES

Policy Interpretation: Administers and interprets policies established by the Agency and by FSA
committee(s) in the county/counties in which the position is located. Meets regularly with the county
committee(s) to discuss programs, program activities, national program requirements, and policy or
program adaptations needed to serve local agricultural operations and conditions. Provides program
information to the county committee(s), including interpretation and explanation of program
legislation, regulations and interrelationships. Takes appropriate action to assure that national, State
and county committee policies and objectives are properly communicated to and carried out by clients
and subordinate employees.
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Program Management: Manages al Agency commodity production, commodity and facility
loan, conservation, emergency and disaster, and other related programs for the office, including
those established in permanent farm legislation as well as ad hoc programs mandated by Congress.
The county/counties to which the incumbent is assigned are characterized by recurring activity in
the mgjor farm programs of the Agency, moderate to heavy program participation, and/or
moderate to significant economic impact of ongoing programs, requiring the incumbent to
exercise a high degree of analytical skills and judgment to manage programs so as to meet
differing demands for program services and benefits or resolve specific problems. Management
responsibilities cover all aspects of program administration including, but not limited to providing
program information and policy guidance to actual and potential clients, accepting program
applications and determining program eligibility, preparing contracts, performing varied
calculations, establishing and maintaining a full range of farm and program records, ensuring
compliance with all legal and program provisions including those that are interrelated with other
programs and requirements, investigating and resolving possible program violations, authorizing
payments, and collecting overpayments. Conducts ongoing evaluations of program effectiveness
and makes or recommends modifications to enhance program operations. Represents the Agency
during program appeals and at hearings at the local and/or national level. Counsels clients on
program requirements and interrelationships to assure dligibility for loans, purchases, payments
and other program benefits. Asassigned, directs key county aerial compliance activities.

Administers new and varied ad hoc programs designed to address short-term agricultural
emergencies brought about by economic conditions, adverse weather or other natural disasters.
Establishes operational guides for such programs within the office, identifies and adjusts priorities
in work assignments, hires and trains new employees, and reallocates resources as needed to
assure that such programs are smoothly incorporated into existing office workflow. 1ssues
newsletters or other informational materials and conducts meetings to inform the farming
community of the availability of such programs as well as program requirements and benefits. Ad
hoc programs are typically characterized by confusion and controversy, minimal guidelines and
rapidly changing operational requirements, al of which contribute to the complexity of their
implementation and administration. Further, the degree of participation and the economic impact
of Agency programs in the area generate a high demand for ad hoc program information and
policy interpretations.

Carries out emergency, natural disaster and defense activities as assigned.--*
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Fiscal Management: As agent for the Commodity Credit Corporation (CCC) within the
assigned county/counties, is responsible and accountable for the receipt, custody and disposal of
all funds, negotiable instruments and property coming into the control of CCC. As delegated by
the county committee(s), exercises unlimited authority to disburse CCC program and
administrative funds in an area where the economic impact of Agency programs is moderate to
heavy. Maintains responsibility for administering claims and handling bankruptcy cases and is
responsible for fiscal programs including cash management, debt management, and debt
collection.

Personnel M anagement: According to 7 CFR Part 7, manages all day-to-day operations of the
County Office and employs subordinate non-Federal County Office and field employees.
Supervises a moderate to large permanent, full-time office staff and exercises afull range of
supervisory responsibilities including:

1. planning work to be accomplished by subordinates, setting and adjusting priorities, and
preparing schedules for completion of work;

2. assigning work to subordinates based on priorities, selective consideration of the difficulty and
requirements of assignments, and the capabilities of employees;

3. developing standards and evaluating work performance of subordinates;
4. giving advice, counsdl, or instruction to employees on both work and administrative matters;

5. interviewing candidates and making selections for positions in the office; recommending
promotions, reassignments and other personnel actions;

6. hearing and resolving complaints from employees, referring group grievances and more
serious unresolved complaints to a higher level supervisor or manager;

7. effecting minor disciplinary measures, such as warnings and reprimands, recommending other
action in more serious cases,

8. identifying developmental and training needs of employees, providing or arranging for needed
development and training; and

9. finding ways to improve the quality of the work directed.--*
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Consults with and provides input to the responsible Farm Loan Manager (FLM) or Didtrict Director
(DD) about assignments of Program Technicians with farm loan program respongbilities. Asassigned,
provides training and/or personnel/payroll servicesto CED trainees and other employees.

Adminigtrative Management: Manages and directs al adminigtrative functionsin the assgned
offic(s), including designating employee or employees to perform these functions. Adminigrative
activitiesinclude, but are not limited to, such areas as personnd, payroll and administrative expenses,
property and space management, supplies and equipment; and mail and records management.
Maintains respongbility and accountability for any property or item of vaue coming into the control of
CCC. When FSA sarves as lead agency for a Service Center, provides space, leasing and other
adminigrative services for other agencies collocated in the Center. Oversees dl County Office
eections and referendums, including referendums for other organizations. Serves as counselor and
expert on county dection procedures and maintains custody of balots used for dectionsas well asdl
records of dection proceedings. Oversees office automation activities, ensuring that program and
adminigrative data is entered into the computer, that automated files and records are properly
maintained, and that requirements governing computer backups, hardware and software maintenance,
and computer security are followed. Manages the office' s recycling program.

*--Farm L can Program Responsibilities. Performsarange of Farm Loan Program (FLP)
assignments including distributing and accepting forms and gpplications, collecting and processing
payments, responding to inquiries, and scheduling appointments with the Farm Loan Manager (FLM)
or Farm Loan Officer (FLO). Workswith FLM or Didrict Director (DD) in organizing office
activitiesto ensure that dl applicants and borrowers are served in atimely manner and to ensure full
understanding of and compliance with program policies and requirements.

Depending on workload demands, training received and authorities delegated and maintained, the
incumbent may be respongible for additional FLP assgnments including maintaining and reviewing
accounts, making recommendations for debt settlements, processing borrower classfications,
conducting records reviews, tax searches and security checks, preparing chattel gppraisals, asssting
with red estate gppraisa's, monitoring congtruction projects and inventory property, completing or
assiging in year-end andys's, and approving loans.--*

Public Relations and Outreach: Develops program information and news for use in publications,
radio broadcasts, and persond agppearances to maintain good public relaions with farmers, farm
groups, and others. Because of the importance of Agency programs to the county/counties served,
there is congderable interest in programs, requirements and benefits. The incumbent must have
thorough knowledge of Agency programs and of agricultura
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operationsin the area served to determine and explain the availability and gpplicability of programs, to
provide prompt assessments of program changes and their potentia impact, and to promote program
participation. Cooperates with and asssts other Federd, State, and loca agenciesin informing rural
and farming communities through agppropriate media of programs that provide ass stance and benefits
with a moderate to sgnificant impact on individuas economic and socid conditions.

Egtablishes and maintains effective working reaionships with awide range of groups and individuasin
the area served. Represents the Agency in contacts with producers and other clients, agribusiness
interests, civic groups, business and government officids, media representatives and others. Provides
authoritative information on Agency programs and represents the Agency in resolving controversa
gtuations. Serves as the Agency representative to the loca Food and Agriculture Council (FAC) and
Chairperson of the local Emergency Board. Develops and conducts public relations and outreach
programs in the area, including authoring newdetters, participating in meetings, and making public or
media appearances. Manages local food security, gleaning and food recovery programs. Provides
authoritative information on Agency programs, explains program policies, procedures, requirements,
benefits and interrelationships, and promotes understanding of and participation in Agency programs.

Performs other duties and responsibilities as required.

C. EEO AND CIVIL RIGHTS RESPONSIBILITIES

The incumbent provides equa employment, training, and promotional opportunitiesto al subordinates,
goplicants, and new hires; prohibits discrimination based on race, color, religion, sex, nationd origin,
age, disability, or marita status, and promotes a full redization of equal employment through
continuous affirmative actions within the work environment. Complies with and affirmatively
implements the requirements of EEO laws, regulations, and policies. The incumbent ensures that
information concerning county programs, palicies, and committee eectionsisfully and farly
disseminated to farmers, employees, and the generd public; provides County Office services and
facilities without regard to race, color, religion, nationd origin, sex, age, disability, or maritd satus, and
conducts al County Office operations according to gpplicable civil rights rules and regulations.
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D. EVALUATION FACTORS

1. Knowledge Required by the Position

Thorough knowledge of the principles and practices of agricultura production, marketing,
agricultura conservation, and related filds and of FSA program provisions, policies and
procedures to manage and direct the Agency’s commodity and conservation programs and
adminidtrative operations for one or more counties.

Knowledge of FSA farm loan programs and program provisonsto provide* * * program services,
perform additional program assgnments based on authorities delegated, and work with FLO, FLM,
DD and othersto assure the timely and effective ddivery of farm loan programs and services.

Knowledge of and skill in written and oral communication techniques sufficient to interpret
program policies, conduct outreach activities and explain and describe program issues,
requirements, benefits, problems and solutions to Agency program and administrative specididts,
program participants, locd officids, media representatives and others, as appropriate.

Managerid knowledge and skills sufficient to provide technica guidance and oversight to assigned
County Office employeesin carrying out program and adminidrative functions, to formulate
operating policies for the office, to direct and administer budget, fiscal, personnd and support
sarvices for the office, and to ensure that applicable adminigtrative policy/procedura requirements
are met.

2. Supervison Received

CED isresponsble to the assigned county committeg(s) for the effective performance of assgned
duties and respongbilities. The county committees determine policies to follow in administration of
programs but depend upon CED to interpret, apply and advise on nationa and State procedures
and ingructions. Accomplishment of goas and effectiveness of work are determined by the
county committeg(s) through exchange of information and discusson of County Office busness
through regular and specid committee meetings. CED & so receives technica oversght and
guidance from DD or other members of the State Office staff, but typicdly carries out managerid
respong bilities and makes program decisons independently.
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3.

4.

9-19-01

Guiddines

Guiddines conss of genera policies and procedures which are only partidly applicable to specific
gtuaionsor to loca agricultura conditions, problems and issues and require consderable
adaptation and/or interpretation. Further, CED must dedl with conflicting program guiddines and
implement emergency programs for which guidelines have not been findized. The employee
continualy uses independent judgment, initiative and resourcefulness to interpret, refine and/or
recommend regulations and operating procedures for local program operations, to establish
interna operating policies; and to deviate from traditiona methods and gpproaches to develop
solutions for difficult or unprecedented program problems. CED aso formulates and implements
hisher own management policies and operating procedures for the office.

Complexity

The work of this position involves the performance and direction of varied and unrdlated duties
required for the planning and adminigtration of program, management and reated functions for the
office. Programs managed include dl of the following: commodity production, commodity/facility
loan and conservetion. Decisions involve determining how best to respond to new or changing
program requirements, establishing operating techniques and methods for the office, interpreting
program regulations to identify program benefits or redtrictions applicable to individual producers,
asses3ng program effectiveness, and providing input to State officias on actions needed to resolve
broad program problems or deficiencies. The County Office(s) to which the employeeis assigned
iare characterized by such factors as production of a moderate to wide variety of mgor crops
affected by FSA programs, consstently moderate to heavy participation in mgor Agency program
areas, moderate to sgnificant economic impact of Agency programs, or other condderations that
ggnificantly affect the overal complexity of operations and the management responsibilities of the
incumbent. The work is further complicated by the introduction of new programs, i.e., to respond
to emergency or disagter Stuations, with frequently changing requirements; the revison from the
nationd leve of program regulaions, and the necessty for operating within resource
redrictions.--*
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5. Scope and Effect

The purpose of the work isto administer the full range of Agency commodity production,
commodity/facility loan and conservation programs in the assigned county/counties, to
manage the assigned office(s) and to develop, interpret and evaluate broad and varied
program policies, regulations or procedures including analyzing nonrecurring situations and
resolving a variety of unusual problems or questions. Because of the diversified agricultural
commodity production or types of agricultural operations, the variety of ongoing programs
administered, the impact of governmental agricultural programs to the local economy,
consistently moderate to heavy participation in magjor Agency program areas, or other similar
considerations, the work has a direct and significant impact both within and outside of the
Agency.

6. and 7. Personal Contacts and Purpose of Contacts

CED maintains ongoing contacts with program participants, the State FSA Office, the State
FSA committee, the county FSA committee, the local FAC, local officials and employees of
other agencies and outside organizations in a variety of settings. Typical of these contacts are
representatives of other local and Federal agencies, producer organizations, civic
organizations, producers and their representatives, and members of the news media.

The purpose of contactsis to explain available programs, interpret program requirements,
encourage program participation, persuade and influence others to accept and implement
recommendations concerning administrative and program operating policies and procedures,
and ensure understanding of and compliance with program regulations and provisions. The
employee may encounter resistance to program requirements and changes because of
individual producer interests and needs and must use tact and diplomacy to achieve aworking
consensus among parties who have dissimilar opinions and/or goals. The incumbent must also
resolve problems involving conflicting program priorities, competing objectives, or resource
alocation.--*
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8. Physical Demands

The work requires regular and recurring physical exertion involving walking through rough
terrain, climbing on-farm storage facilities, etc.

9. Work Environment

The work involves exposure to operating farm machinery, heights, animals and inclement
weather conditions which requires adherence to normal safety precautions. No special
protective clothing or equipment is needed.--*
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Title : County Executive Director
Grade : CO-12

Note: Thisdescription isto be used for shared management operations only.

A. INTRODUCTION

The incumbent of this position serves as the manager of a shared management operation which is
comprised of a headquarters Farm Service Agency (FSA) County Office and a full-time suboffice.
The incumbent is employed by the loca FSA county committees to direct and manage program and
adminigtrative operations needed to carry out permanent and ad hoc commodity production,
commodity/facility loan, conservation, environmental qudity, indemnity, disaster, emergency and
defense programs, as well as crop insurance operations under policies

*--egtablished by the Risk Management Agency (RMA). The incumbent provides basic farm loan
program services and may perform additiona farm loan program assignments based on authorities
delegated. The work dso includes performing office and field activities as needed--* to accomplish
program objectives. Thisisthe full performance level of the position. The podtionis FLSA exempt.

B. MAJOR DUTIES AND RESPONSIBILITIES

Policy Interpretation: Administers and interprets policies established by the Agency and by FSA
committees in the counties in which the position is located. Meets regularly with the county
committees to discuss programs, program activities, nationa program requirements, and policy or
program adaptations needed to serve loca agricultural operations and conditions. Provides program
information to the county committees, including interpretation and explanation of program legidation,
regulations and interrelationships. Takes gppropriate action to assure that nationa, State and county
committee policies and objectives are properly communicated to and carried out by clients and
subordinate employees.

Program Management: AsCED of ashared management operation, manages program and
adminigrative activities for the headquarters County Office and one or more full-time suboffices.
Travels extensively between offices served to provide direction to subordinate staff, monitor office and
fidd activities, evauate office operations and assure adherence to gpplicable national, State and loca
policies. Management responsibilities cover dl agpects of program adminidration including, but not
limited to providing program information and policy guidance to actua and potentid clients, accepting
program applications and determining program dligibility, preparing contracts, performing varied
cdculations, establishing and maintaining afull range of farm and program records, ensuring
compliance with dl legd and program
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provisons including those that are interrelated with other programs and requirements, investigating and
resolving possible program violations, authorizing payments, and collecting overpayments. Conducts
ongoing evauations of program effectiveness and makes or recommends modifications to enhance
program operations. Represents the Agency during program appeals and at hearings at the loca
and/or nationd level. Counsels clients on program requirements and interrel ationships to assure
eigibility for loans, purchases, payments and other program benefits. Asassigned, directs key county
aerid compliance activities.

Adminigters new and varied ad hoc programs designed to address short-term agricultura emergencies
brought about by economic conditions, adverse westher or other natural disasters. Establishes
operaiond guides for such programs within the offices served, identifies and adjusts priorities in work
assgnments, hires and trains new employees, and reall ocates resources as needed to assure that such
programs are smoothly incorporated into existing office workflow. Issues newdetters or other
informational materids and conducts meetings to inform the farming community of the availability of
such programs as well as program requirements and benefits. Ad hoc programs are typicaly
characterized by confusion and controversy, minima guidelines and ragpidly changing operationd
requirements, dl of which contribute to the complexity of their implementation and administration.
Further, the degree of participation and the economic impact of Agency programsin the area generate
ahigh demand for ad hoc program information and palicy interpretations.

Carries out emergency, naturd disaster and defense activities as assigned.

Fiscal Management: Asagent for the Commodity Credit Corporation (CCC) within the assigned
county/counties, is responsible and accountable for the receipt, custody and disposd of al funds,
negotiable instruments and property coming into the control of CCC. As delegated by the county
committee(s), exercises unlimited authority to disburse CCC program and adminigrative fundsin an
areawhere the economic impact of Agency programsis moderate to heavy. Maintains responshbility
for administering claims and handling bankruptcy cases and is responsible for fiscal programsincluding
cash management, debt management, and debt collection.
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Per sonnel M anagement: According to 7 CFR Part 7, manages al day-to-day operations of the

assigned County Offices and employs subordinate non-Federal County Office and field employees.
Supervises the gaff of the headquarters office and the full-time suboffice and exercises a full range of

supervisory responshilitiesinduding:

1.

0.

planning work to be accomplished by subordinates, setting and adjusting priorities, and preparing
schedules for completion of work;

assigning work to subordinates based on priorities, selective consderation of the difficulty and
requirements of assgnments, and the capabilities of employees,

developing standards and evaluating work performance of subordinates,
giving advice, counsd, or ingtruction to employees on both work and adminigirative metters;

interviewing candidates and making selections for pogitions in the office; recommending
promotions, reassgnments and other personnd actions;

hearing and resolving complaints from employees, referring group grievances and more serious
unresolved complaints to a higher level supervisor or manager;

effecting minor disciplinary messures, such as warnings and reprimands, recommending other
action in more serious cases,

identifying developmenta and training needs of employees, providing or arranging for needed
development and training; and

finding ways to improve the quality of the work directed.

Consults with and provides input to the responsible Farm Loan Manager (FLM) or Didtrict Director
(DD) about assgnments of Program Technicians with farm loan program respongbilities. Asassgned,
provides training and/or personnel/payroll servicesto CED trainees and other employees.--*

9-19-01
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Adminigtrative Management: Manages and directs dl adminigtrative functionsin the assgned
office, incduding designating employee or employees to perform these functions. Adminidrative
activitiesinclude, but are not limited to, such areas as personnel, payroll and adminigtrative expenses,
property and space management, supplies and equipment; and mail and records management.
Maintains responsibility and accountability for any property or item of vaue coming into the control of
CCC. When FSA serves as lead agency for a Service Center, provides space, leasing and other
adminigtrative services for other agencies collocated in the Center. Oversees dl County Office
elections and referendums, including referendums for other organizations. Serves as counselor and
expert on county dection procedures and maintains custody of balots used for dectionsas well asdl
records of dection proceedings. Oversees office automation activities, ensuring that program and
adminigrative data is entered into the computer, that automated files and records are properly
maintained, and that requirements governing computer backups, hardware and software maintenance,
and computer security are followed. Manages the office' s recycling program.

*--Farm L oan Program Responsibilities: Performs arange of Farm Loan Program (FLP)
assgnments including distributing and accepting forms and applications, collecting and processng
payments, responding to inquiries, and scheduling gppointments with the Farm Loan Manager (FLM)
or Farm Loan Officer (FLO). Workswith FLM or Didtrict Director (DD) in organizing office
activities to ensure that dl gpplicants and borrowers are served in atimey manner and to ensure full
understanding of and compliance with program policies and requirements.

Depending on workload demands, training recelved and authorities delegated and maintained, the
incumbent may be respongible for additiond FLP assgnments including maintaining and reviewing
accounts, making recommendations for debt settlements, processing borrower classifications,
conducting records reviews, tax searches and security checks, preparing chattel appraisas, asssting
with red estate gppraisa's, monitoring congtruction projects and inventory property, completing or
assgting in year-end andyd's, and gpproving loans.--*

Public Relations and Outreach: Develops program information and news for use in publications,
radio broadcasts, and personad gppearances to maintain good public relaions with farmers, farm
groups, and others. The incumbent must have thorough knowledge of Agency programs and of
agriculturd operationsin the area served to determine and explain the availability and applicability of
programs, to provide prompt assessments of program changes and their potentid impact, and to
promote program participation. Cooperates with and assists other Federal, State, and local agencies
ininforming rura and farming communities through appropriate media of Agency programs that
provide assistance and benefits.
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Establishes and maintains effective working relationships with a wide range of groups and
individuals in the area served. Represents the Agency in contacts with producers and other
clients, agribusiness interests, civic groups, business and government officials, media
representatives and others. Provides authoritative information on Agency programs and
represents the Agency in resolving controversial situations. Serves as the Agency representative
to the local Food and Agriculture Council (FAC) and Chairperson of the local Emergency Board.
Develops and conducts public relations and outreach programs in the area, including authoring
newdletters, participating in meetings, and making public or media appearances. Manages local
food security, gleaning and food recovery programs. Provides authoritative information on
Agency programs, explains program policies, procedures, requirements, benefits and
interrelationships, and promotes understanding of and participation in Agency programs.

Performs other duties and responsihilities as required.

C. EEO AND CIVIL RIGHTS RESPONSIBILITIES

The incumbent provides equal employment, training, and promotional opportunities to all
subordinates, applicants, and new hires; prohibits discrimination based on race, color, religion,
sex, national origin, age, disability, or marital status; and promotes a full realization of equal
employment through continuous affirmative actions within the work environment. Complies with
and affirmatively implements the requirements of EEO laws, regulations, and policies. The
incumbent ensures that information concerning county programs, policies, and committee
electionsis fully and fairly disseminated to farmers, employees, and the general public; provides
County Office services and facilities without regard to race, color, religion, national origin, sex,
age, disability, or marital status; and conducts all County Office operations according to
applicable civil rights rules and regulations.

D. EVALUATION FACTORS

1. Knowledge Required by the Position

Thorough knowledge of the principles and practices of agricultural production, marketing,
agricultural conservation, and related fields and of FSA program provisions, policies and
procedures to manage and direct the Agency’s commodity and conservation programs and
administrative operations for a shared management operation.--*
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Knowledge of FSA farm loan programs and program provisions to provide basic program
services, perform additional program assignments based on authorities delegated, and work
with FLO, FLM, DD and others to assure the timely and effective delivery of farm loan
programs and services.

Knowledge of and skill in written and oral communication techniques sufficient to interpret
program policies, conduct outreach activities and explain and describe program issues,
requirements, benefits, problems and solutions to Agency program and administrative
specialists, program participants, local officials, media representatives and others, as
appropriate.

Managerial knowledge and skills sufficient to provide technical guidance and oversight to
assigned County Office employees in carrying out program and administrative functions, to
formulate operating policies for the offices, to direct and administer budget, fiscal, personnel
and support services for the offices, and to ensure that applicable administrative
policy/procedural requirements are met.

2. Supervison Received

CED isresponsible to the assigned county committees for the effective performance of
assigned duties and responsibilities. The county committees determine policies to follow in
administration of programs but depend upon CED to interpret, apply and advise on national
and State procedures and instructions. Accomplishment of goals and effectiveness of work
are determined by the county committees through exchange of information and discussion of
County Office business through regular and special committee meetings. CED also receives
technical oversight from DD or other members of the State Office staff, but typically carries
out managerial responsibilities and makes program decisions independently.

3. Guiddlines

Guidelines consist of genera policies and procedures which are only partially applicable to
specific situations or to local agricultural conditions, problems and issues. Further, CED must
deal with conflicting program guidelines and implement emergency programs for which
guidelines have not been finalized. Agricultural practices, growing conditions and local--*
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program decisions frequently vary between offices served, necessitating considerable
interpretation and adaptation of national guidelines. The employee continually uses independent
judgment, initiative and resourcefulness to interpret, refine and/or recommend regulations and
operating procedures for local program operations; to establish internal operating policies; and to
deviate from traditional methods and approaches to develop solutions for difficult or
unprecedented program problems. CED also formulates and implements his’her own management
policies and operating procedures for the offices served.

4. Complexity

The work of this position involves the performance and direction of varied and unrelated
duties required for the planning and administration of program, management and related
functions for a shared management operation. Decisions involve determining how best to
respond to new or changing program requirements, establishing operating techniques and
methods for the offices served, interpreting program regulations to identify program benefits
or restrictions applicable to individual producers, assessing program effectiveness, and
providing input to State officials on actions needed to resolve broad program problems or
deficiencies. The incumbent must also work with separate county FSA committees, each of
which may have unique policy and operational requirements or preferences. The work is
further complicated by the introduction of new programs, i.e., to respond to emergency or
disaster situations, with frequently changing requirements; the revision from the national level
of program regulations; and the necessity for operating within resource restrictions.

5. Scope and Effect

The purpose of the work is to administer Agency commodity and conservation programsin
the assigned counties, to manage the assigned offices and to develop, interpret and evaluate
broad and varied program policies, regulations or procedures including analyzing nonrecurring
situations and resolving a variety of unusual problems or questions. The work has a direct
and significant impact upon the effectiveness and efficiency of local program administration
and upon the local economy, program participants and related functions and activities of other
agencies.--*
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6. and 7. Personal Contacts and Purpose of Contacts

CED maintains ongoing contacts with program participants, the State FSA Office, the State
FSA committee, the county FSA committees, the local FAC, locd officials and employees of
other agencies and outside organizations in a variety of settings. Typical of these contacts are
representatives of other local and Federal agencies, producer organizations, civic
organizations, producers and their representatives, and members of the news media.

The purpose of contactsis to explain available programs, interpret program requirements,
encourage program participation, persuade and influence others to accept and implement
recommendations concerning administrative and program operating policies and procedures,
and ensure understanding of and compliance with program regulations and provisions. The
employee may encounter resistance to program requirements and changes because of
individual producer interests and needs and must use tact and diplomacy to achieve aworking
consensus among parties who have dissimilar opinions and/or goals. The incumbent must also
resolve problems involving conflicting program priorities, competing objectives, or resource
allocation.

8. Physical Demands

The work requires regular and recurring physical exertion involving walking through rough
terrain, climbing on-farm storage facilities, etc.

9. Work Environment

The work involves exposure to operating farm machinery, heights, animals and inclement
weather conditions which requires adherence to normal safety precautions. No special
protective clothing or equipment is needed.--*
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Exhibit 4.4
(Par. 16)
*--Addendum to Position Description for CED’s With Authority to Make or Service Farm L oans

In addition to serving as CED, the incumbent has delegated authority to make or service farm loans. The
incumbent:

» conducts interviews with loan applicants, reviews loan applications, and makes preliminary inquiries
to develop factual information to assess the eligibility of applicants and to provide financial
counseling; works closely with local committees to determine the eligibility and feasibility of loans

» evauatesfinancia situations and credit risks, considering and analyzing factors such as profit and loss
statements, statements of assets and liabilities, income tax records, collateral appraisals, farm
inventories, credit policies, farm management practices, economic trends, and farming conditionsin
the area

* analyzes farm, home, family, and community situations and provides technical advice to applicants
and borrowers on selecting, expanding, and using farms, land developments, improvements,
organization of farm and rural enterprises, and other related matters

* exercises loan approval authority within delegated amounts; recommends approval or disapproval of
individual loans and guarantees above delegated amounts; establishes controls as a condition of
approval, when applicable

» sarvicesall types of Agency farm loans within amount of delegated authority; periodically visits
borrowers to review compliance with planned operations, construction, land development, and
security requirements; provides continuing technical and administrative supervision to individual and
group borrowersto assist in maintaining compliance with loan requirements

* ensuresthat appropriate steps are taken to appraise farm properties, chattel properties, and leasehold
interests; determines value of property, within delegated authority, considering a variety of factors,
such as sales prices of comparable properties, influences of off-farm income availability, land
productivity, water supply, value of buildings and equipment, and other related factors

* provides continuing loan supervision and oversight of borrower accounts; reviews and makes
recommendations for a variety of loan-related changes including releases, subordinations,
adjustments, transfers, and similar actions; establishes and administers financial controls for
disbursement, distribution, use of loan and nonloan funds, maintenance of security property and
insurance, and other detailed accounts--*

Continued on the next page
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Exhibit 4.4
(Par. 16)

*--Addendum to Position Description for CED’swith Authority to Make or Service Farm Loans
(Continued)

» periodically analyzes accounts and determines feasibility of borrower graduation; ensures that action
is taken to graduate €eligible borrowers to other credit sources; provides credit counseling and other
services about settlement of loans

» takes appropriate action to collect on loan accounts; works with borrowers to negotiate settlements
and recommends settlement agreements to the appropriate approving authority

* maintains cooperative relationships with representatives of other Federal, State, and local agencies,
banks and lending institutions, other commercial and educational institutions, rural community
groups, etc; provides information and program eligibility requirements about the Agency’s farm loan
programs and other FSA programs,; recommends ways to meet the needs of socially disadvantaged
applicants and borrowers; improves access to programs through community outreach efforts and
removal of barriers; promotes high quality customer service to all FSA applicants and borrowers.--*
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Classification Elements for CED Positions

This table shows elements used to determine CED grade levels.

Exhibit 4.5
(Par. 31)

Element Definition
Element COo-11 CO-12

1. Management CED supervises a small office staff (fewer CED supervises amaoderateto large
Responsibility | than 3 permanent, full-time subordinates). office staff (3 or more permanent,

full-time subordinates).

2. Program Thereisrecurring activity in 1 or 2 major Thereisrecurring activity in at least
Variety *--programs (commodity production, NAP, | 3 mgjor programs (commodity

commodity loan, or conservation). production, NAP, commodity loan, and
conservation).

3. Crop Crop variety islimited. The county/counties | Crop variety is moderate to wide. The
Production served produce 1 or 2 of the following: county/counties served produce 3 or

whest, feed grains, cotton, rice, oilseeds, mor e of the following: whest, feed
peanuts, tobacco. grains, cotton, rice, oilseeds, peanuts,
tobacco.--*

4. Program Program participation is light to moderate. Program participation is moderate to
Participation Fewer than 350 clients receive program heavy. Morethan 350 clients receive

payments annually. program payments annually.

5. Economic The economic impact of Agency programsis | The economic impact of Agency
Impact light to moderate. The officeissuesless programs is moderate to significant. The

than $1 million in program payments office issues mor e than $1 million in
annually. program payments annually.

1. Management Responsibility. The number of subordinates is based on computed workdays for the county,
excluding farm loan workdays. The number of subordinates actually employed is not used because many
offices are understaffed or positions are vacant.

2. Program Variety. Minimum criteriafor consideration - commodity production: at least 25 computed
workdays in either peanuts or tobacco or at least 100 whesat, feed grains, cotton, or rice contracts;
commodity loan: at least 25 computed workdays in commodity loan activity; conservation: at least

*--25 computed workdays in conservation activity; NAP: At least 25 computed workdays in NAP activity.

3. Crop Production. Minimum criteria for consideration - wheat: 100 or more contracts; feed grains: 100 or
more contracts; cotton: 100 or more contracts; rice: 100 or more contracts; oilseeds: 100 or more
contracts; peanuts: 25 or more computed workdays; tobacco: 25 or more computed workdays.--*

4. Program Participation. Excludes FLP participation and payments.

5. Economic Impact. Excludes FLP participation and payments.
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Authorized County Office Positions

Exhibit 5

(Par. 30, 102, 135, 362, 819)

Thistable lists authorized County Office positions and coding data.

NFC
Master
Position Title CAMS | Occupational | Supervisory Record FLSA
Grade | TitleCode| SeriesCode Code Number Status
Office Clerk 2 0180 0303 8 03030C N
Digitizing Equipment Operator 2 0008 0350 8 --0350DE--* N
Digitizing Equipment Operator 3
Digitizing Equipment Operator 4
Program Technician 3 0154 1101 8 1101PT N
Program Technician 4
Program Technician 5
Program Technician 6
Program Technician 7
Program Technician 1/ 8
Counter Program Technician 2/ 5 0154 1101 8 1101CT N
Counter Program Technician 6
Tobacco Marketing Recorder 3 0368 1101 8 1101IMR N
Tobacco Marketing Recorder 4
Tobacco Marketing Recorder 5
County Operations Trainee 5 0370 1101 8 1101TR N
County Operations Trainee 7
County Operations Trainee 3/ 9
County Executive Director (Trainee) 2/ 5 0371 1101 4 1101CD N
County Executive Director (Trainee) 2/ 7
County Executive Director 2/ 9 E
County Executive Director 11
County Executive Director 12

1/ Highest authorized grade for lead Program Technician in shared management offices.
2/ For use only when employeeisin a progression to a higher grade.
3/ CO-9 COT trainee not yet selected for CED position.

4-7-04
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Authorized County Office Positions (Continued)

Exhibit 5
(Par. 30, 102, 135, 362, 819)

*

Master
Title Occupational | Supervisory | Record FLSA
Position Title Grade Code Series Code Code Number Status
County Executive Director at Large 9 0371 1101 v 1101CD 2/
County Executive Director a Large 11
County Executive Director a Large 12
Chief Program Technician 3/ 7 0372 1101 6 1101CP N
Chief Program Technician 9
Program Technician in Charge 7 0373 1101 4 1101TC E
Program Technician in Charge 9
Program Technician in Charge 11
Field Assistant 2 0374 1101 8 1101FA N
Field Assistant 3
Field Assistant 4
Field Assistant 5
Field Specialist 6 0375 1101 8 1101FS N
Chief Field Assistant 6 0376 1101 8 1101CF N
Chief Field Assistant 7
Aerial Compliance Assistant 5 0377 1101 8 1101AC N
Aerial Compliance Assistant 6
Digtrict Compliance Assistant 3/ 6 0378 1101 8 1101DC N
District Compliance Assistant 7

1/ Enter supervisory code 4 only when acting CED, otherwise code 8.

2/ Exempt from FLSA provisionsonly if serving as Acting CED.
3/ For use only when employeeisin aprogression to a higher grade.--*
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Exhibit 5

(Par. 30, 102, 135, 362, 819)
Authorized County Office Postions (Continued)

Master
Title Occupational | Supervisory| Record FLSA

Position Title Grade Code Series Code Code Number Status
*--Loan Assistant (Farm Loan Officer 5 0001 1165 8 1165FL N
Trainee)
Loan Assistant (Farm Loan Officer 7
Trainee)
Loan Specialist (Farm Loan Officer) 9 0003--*
Loan Speciaist (Farm Loan Officer) 11
Student Trainee (Business) 3 0005 1199 8 1199ST N
Student Trainee (Business) 4
Student Trainee (Business) 5
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Exhibit 8

(Par. 52)
FSA and NASCOE Shared M anagement Agreement

Following is the current FSA and NASCOE Shared Management Agreement.

FSA/NASCOE SHARED MANAGEMENT AGREEMENT

Definition: A shared management operation results when one CED manages one full-time headquarters
county office and one or more full-time suboffices.

: STC’s have authority to act on all shared management requests.
After a STC receives a request for the implementation of shared management, the STC or its
representative shall meet and work with the affected COC’s to obtain their concurrence.

Any affected COC may request and receive a full review of the process or STC decision by EDSO.

Before STC approval of the establishment of a shared management operation, the SED will consult with
the NASCOE state affiliate. .

Handbooks 27-PM and 16-A0 will provide the specific criteria required and process for shared
management. STC’s and SED’s will document in the STC minutes reasons for the shared management
and that all requirements have been met in the implementation process.

State Offices shall notify EDSO, BUD, and HRD of establishment or discontinuance of shared
management operations.

Only in rare cases would two CO-12 counties be placed in a shared management operation.

Designation of Headquarters County: The STC shall, as part of their discussion with COC’s, determine
which county in a shared management operation shall be designated as the headquarters office. CED's
would not be forced to move to another county.

Grade Level Criteria: One Program Technician (PT) position in the headquarters office and each full-time
suboffice shall be graded 1 level higher than their normal grade, up to CO-8, if the PT is responsible for
all the activities in the office when the CED is absent, and the CED is absent at least 40 percent of the
time.

HRD will recalculate the CED’s grade when two counties enter into a shared management operation.

Existing shared management operations will be reviewed by HRD for application of shared management
grade level criteria.

Temporary Shared Management Operations: For temporary shared management operations expected to
last more than 30 days, upgrades for CED's and lead PT's shall be on the beginning of the first pay period .
following the effective date of the shared management operation. CED’s and lead PT’s in current
temporary shared management operations where the arrangement has been effective for more than 30 days
shall be immediately upgraded according to this agreement. The temporary promotion should not exceed
120 days. If the temporary shared management operation lasts more than 120 days, then the SED and
STC need to meet with the COC to work out a permanent option.

: <
£7 8/z8/28
Presigefit, NASGOE ”~  Date’ , E131 s [/ ate
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Exhibit 11
(Par. 102)
Program Technician Classfication Questions and Answers

Following are questions and answers to assist in classifying Program Technician positions.
1. What isa program?

» A program or program area is any of the work functions in Exhibit 14;]such as, conservation
*--(total), farm-stored loans, farm records, administrative, HEL/WC, etc.--*

» All programs carry equal weight for classification purposes.

2. What isa“ggnificant” program?

A program may be significant in 1 County Office but not significant in another County Office.
Generally, any program listed in Exhibit 14)may be considered significant if it:

* hasregular, recurring activity
* constitutes amajor area of responsibility for 1 or more employees.

3. How isworkload volume credited in Federal classification standards?

Workload volume is not a factor in Federal classification standards. To be used for grading purposes,
the work assigned to an employee must:

* beregular and recurring
* occupy asubstantial portion, usually at least 25 percent, of the employee’ s time.

Continued on the next page
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Exhibit 11
(Par. 102)
Program Technician Classification Questions and Answers (Continued)

4. What isan “expert” Program Technician?
An expert Program Technician:

* isan authority on the processing and procedural requirements of the assigned program or
programs whose decisions and recommendations are technically sound

* has continuing responsibility for the full range of specialized tasks within the assigned program or
programs

* handles most projects, questions, or situations that arise within the assigned program or programs,
including taking or recommending appropriate action to resolve operating problems.

5. Why isnot the CED the program expert?

In most County Offices, the CED is primarily involved with program policy and office management
rather than the day-to-day details of program operations. By delegating responsibility for operational
details to a Program Technician, the CED gains more time to spend on policy and managerial matters.

6. How many experts may a County Office have in Commodity Production?
A County Office may have either of the following:

o 1 expert in the commodity production (total) program
» anexpert in each of the programs listed under commodity production inExhibit 14

If 1 program, such as peanuts, is broken out separately:

* the other commodity production programs must also be considered separately
* the commodity production (total) program may no longer be used.

Continued on the next page
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Exhibit 11
(Par. 102)
Program Technician Classification Questions and Answers (Continued)

7. What isthe highest grade allowed for a “lead” Program Technician in a shared management
office?

CO-8 isthe highest grade. The position must first be graded based on program responsibilities, then
an extra grade may be credited for the “lead” role. The overall grade must not exceed CO-8.

8. Why are Counter Program Technicianslimited to CO-6?

Counter work requires general program knowledge to deal with questions on an as-needed basis,
rather than the thorough, detailed knowledge of program operations required of the employees who
work most closely with the programs on aregular basis. By itself, this general knowledge supports
the CO-6 level.

CO-6 counter work may be combined with an independent responsibility in a specific program to
achieve a CO-7 grade.

9. What happenswhen an expert Program Technician is placed in another County Office because
of restructuring and that County Office already has an expert in the same program or
programs?

There may be only 1 expert in aprogram. If the employee transferring into the County Office is not
designated as the program expert, his or her position description must be written to:

» reflect the new program assignments
* support the same grade and step as in the employee’ s former County Office.

This should be done within 30 workdays after the employee’ s transfer is effective.

Continued on the next page
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Exhibit 11
(Par. 102)
Program Technician Classification Questions and Answers (Continued)

10. Can programs be combined to achieve a higher grade level?

Combining programs to achieve a higher grade level should not be a concern in most County Offices.
The “smaller” programs would typically not meet the criteria for significant, as described in the
response to question No. 2.

11. May morethan 1 Program Technician at the CO-7 level have full independent responsibility
in the same program?

If a CO-7 expert is assigned to the program, that employee is considered to have full responsibility
for the program. Other positions working independently in the same program would be limited to
CO-6.

If there is no expert, more than 1 Program Technician may be considered to share full program
responsibility equally. 1f these Program Technicians also have full independent responsibility in a
second program where there is no expert, their positions would support the CO-7 level.
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements

Program Technician, CO-7 (Example 1)

Title : Program Technician
Grade: CO-7

Introduction

This position is located in the County Office. The incumbent serves as the County Office’'s
technical expert in the procedures, regulations, and operations of the administrative program area and
works in other programs as assigned.

In addition to duties typical of the next lower grade level, the employee has continuing responsibility for
analyzing program operations, determining, and recommending improvements in internal operating
procedures, ensuring operating efficiency, and resolving problems affecting program operations.

Primary Duties

Serves as the County Office’ s technical expert in the administrative program with independent
responsibility for carrying out a wide range of activities in such areas as personnel, budget, and financial
management, supply and inventory management, mail management, elections, and claims. Prepares and
submits personnel action requests. Prepares and transmits T&A records and conducts leave audits.
Explains personnel options and benefits to co-workers and processes health benefits, life insurance,
FERS, CSRS, and TSP documents and records. Prepares and submits travel forms and calculates travel
reimbursements. Performs administrative activities in support of Federal employeesin the office. Studies
administrative notices, handbook amendments, brochures, and other materials in order to explain new or
revised options and benefits to co-workers. Maintains and updates personnel, leave, and travel records.
Prepares travel forms and calculates and issues travel reimbursements.

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-7 (Example 1) (Continued)

Primary Duties (Continued)

Performs budget and financial management duties for the County Office. Analyzes past expenditures and
provides input to the CED in preparing budget projections and administrative expense allocation requests.
Maintains alocation controls and monitors budget activities to ensure alocations are not exceeded.
Notifies CED of potential shortfalls or other budgetary situations and makes recommendations to avoid
potential problems. Prepares checks covering County Office expenses such as rent, utilities, supplies, and
postage. Maintains and reconciles check disbursement register, ensuring that all checks are accounted
for. Maintains County Office collection, disbursement, and deposit registers and serves as the principal
source of contact in resolving problems related to management of funds collected. Determines the need
for and installs new procedures to receive, disburse, and account for all funds. Participates with CED in
consolidating workload data for the County Office and transmits workload data to the State Office.

Establishes claims and maintains County Office debt register. 1ssues demand letters, negotiates
repayments or settlements, and processes collections and setoffs. Maintains records and obtains and
maintains required documents for promissory notes executed in settlement of aclam. Develops payment
plans for claims to be repaid by installments. Services common receivables and, when necessary,
transfers recelvables to claims status. Transmits claims datato KCFO. Prepares and reconciles schedules
of deposit.

Orders and mails election ballots and instructions. Determines voter eligibility and assists COC in
opening and counting ballots and certify election results. 1ssues notifications of election results. Provides
orientation to new COC members related to administrative requirements and benefits including salaries,
travel, per diem, etc.

Maintains office inventories, initiates orders for office supplies, and prepares equipment requests and
required justifications for submission to the State Office. Receives and verifies rent and utility bills before
preparing checks for payment. Oversees mail management activities including ensuring that postage
meters have adequate postage to meet anticipated needs, maintaining records of postage expenditures,
and preparing reports of mailings and postage meter readings.

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-7 (Example 1) (Continued)

Primary Duties (Continued)

Reviews and maintains administrative notices, handbook amendments, and similar materials; notes
changes in program policies and requirements, and determines impact of such changes upon existing
County Office operations and procedures. Evaluates administrative activities and practices in the County
Office and develops recommendations for improvements.

Prepares correspondence, newsletters, and other informational items related to the administrative area,
including claims and elections. Prepares recurring and ad hoc reports, including generating automated
data for transmission to the State Office. Based on prior experience and knowledge, anticipates the need
for administrative data so asto ensure timely response to requests.

Applies judgment to solve problems or to take appropriate action where precedents do not exist as well
as greater specialized knowledge to interpret or analyze operating requirements in addition to performing
or overseeing clerical/technical processing work. Refers matters requiring policy interpretation to CED,
DD, or other higher level employee.

As assigned, attends COC meetings with CED to discuss administrative matters requiring the COC’'s
attention. Provides update on changes in administrative operations. The employee may be called upon to
advise counterparts in other County Offices concerning the operations and procedures of the
administrative program.

EEOQ and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; assuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-7 (Example 1) (Continued)

Supervision Received

The Program Technician receives very limited supervision from CED who provides instructions by
defining objectives, priorities, and deadlines and is available to assist with unusual situations that do not
have applicable precedents. The employee plans and carries out work independently in accordance with
established guides and instructions. Completed work may be evaluated for adherence to policy and
requirements. The methods used in arriving at end results are usually not reviewed in detail.

K nowledge Required

The work requires a thorough knowledge of the provisions and procedural aspects of the administrative
program area. The Program Technician uses judgment to interpret and apply regulatory and procedural
requirements as well asinitiative to analyze program operations, resolve problems, and develop
recommendations to effect operational improvements.

Certification
| certify that the above duties represent atrue and accurate statement of the responsibilities contained in

this position.

Signed: , CED Date

Concurred: ,DD Date

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-7 (Example 1) (Continued)

Evaluation Statement
Title

Program Technician

Grade Leve Criteria

CO-7 (Technical expert in 1 program, according to[subparagraph 131]|C.)

Final Classification

Program Technician
CO-7

Classification Certification

| certify that this position has been classified in conformance with criteria published in Handbook 27-PM.

Signed: , Chief, Administrative Division Date

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-7 (Example 2)

Title : Program Technician
Grade: CO-7

Introduction

This position is located in the County Office. The incumbent serves as the County Office’'s
technical expert in the procedures, regulations, and operations of the farm loan program area and works
in other programs as assigned.

In addition to duties typical of the next lower grade level, the employee has continuing responsibility for
analyzing program operations, determining and recommending improvements in internal operating
procedures, ensuring operating efficiency, and resolving problems affecting program operations.

Primary Duties

Serves as the County Office’ s expert in the technical aspects of the loan making and loan servicing
programs. Provides information to the general public regarding various Agency farm loan programs and
basic digibility requirements. Conducts interviews with potential borrowersto determine the type of loan
best suited to their needs and for which they might qualify and to review the various forms which must be
completed to apply for the loan.

Reviews loan application forms and related documents, ensuring that all materials are complete, legal, and
in compliance with processing procedures and regulations. Conducts lien searches and closes loans.
When delegated authority, establishes bank accounts, deposits loan checks and other funds, countersigns
checks, closes accounts, and executes all forms in connection with bank account transactions. Accepts
and processes loan repayments.

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-7 (Example 2) (Continued)

Primary Duties (Continued)

Provides assistance to borrowers to assure financial information is properly compiled for yearend analyses
and servicing requests. Conducts chattel inspections and updates security agreements. Recommends
partial releases. Processes termination statements. When delegated authority, approves and processes
the planned release of income from the sale of security property.

Maintains current borrower and operational files, discarding obsolete materials. Interprets new
procedures, instructions, and guidelines as they are issued and ensures that existing procedures are
modified to accommodate change.

Reviews and maintains program notices, handbook amendments, and similar materials; notes changesin
program policies and requirements, and determines impact of such changes upon existing County Office
operations and procedures. Updates other office employees and clients on changes in program
provisions. Evaluates farm loan activities and practices in the County Office and develops
recommendations for improvements.

Prepares correspondence, newsletters, and other informational items related to farm loan programs.
Prepares recurring and ad hoc reports, including generating automated data for transmission to the State
Office. Based on prior experience and knowledge, anticipates the need for program data so as to ensure
timely response to requests.

Applies judgment to solve problems or to take appropriate action where precedents do not exist as well
as greater specialized knowledge to interpret or analyze operating requirements in addition to performing
or overseeing clerical/technical processing work. The employee may be called upon to advise
counterparts in other County Offices concerning the operations and procedures of the farm loan program.
Refers matters requiring policy interpretation to CED, DD, or other higher level employee.

Ensures that Equal Credit Opportunity Act rules and regulations are followed and applied in delivery of
program services to applicants and borrowers.

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-7 (Example 2) (Continued)

EEOQ and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; assuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

*--The Program Technician is hired by CED but receives technical guidance on FLP from FLM. CED
may provide general instructions for tasks performed outside the FLP area. The employee plans and--*
carries out work independently in accordance with established guides and instructions. Completed work
may be evaluated for adherence to policy and requirements. The methods used in arriving at end results
are usually not reviewed in detail.

K nowledge Required

The work requires a thorough knowledge of the provisions and procedural aspects of the farm loan
program area. The Program Technician uses judgment to interpret and apply regulatory and procedural
requirements as well asinitiative to analyze program operations, resolve problems, and develop
recommendations to effect operational improvements. The position requires knowledge of legal
terminology sufficient to understand deeds, liens, title searches, legal instruments, and supporting
documents pertaining to loan making and servicing.

Certification

| certify that the above duties represent atrue and accurate statement of the responsibilities contained in
this position.

Signed: , CED Date
*--Signed: , FLM Date--*
Concurred: , DD Date

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-7 (Example 2) (Continued)

Evaluation Statement
Title

Program Technician

Grade Leve Criteria

CO-7 (Technical expert in 1 program, according to[subparagraph 131]|C.)

Final Classification

Program Technician
CO-7

Classification Certification

| certify that this position has been classified in conformance with criteria published in Handbook 27-PM.

Signed: , Chief, Administrative Division Date

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-7 (Example 3)

Title : Program Technician
Grade: CO-7

Introduction

This position is located in the County Office. The incumbent serves as the County Office’'s
technical expert in the procedures, regulations, and operations of the conservation and feed grains areas
and works in other programs as assigned.

In addition to duties typical of the next lower grade level, the employee has continuing responsibility for
analyzing assigned program operations, determining and recommending improvementsin internal
operating procedures, ensuring operating efficiency, and resolving problems affecting program
operations.

Primary Duties

Asthe County Office’ s technical expert in the conservation program area, serves as a recognized
authority on the provisions, requirements, operating procedures, and benefits of the conservation
programs, including automated program operations. Explains program provisions, benefits, and options
to clients and other interested individuals or groups; completes or assists applicants in the completion of
forms; initiates necessary contacts to obtain required information and documents; calculates and initiates
program payments; and establishes and maintains office files and records. Notes discrepancies in program
records and takes appropriate action to correct errors, obtain missing data, or otherwise reconcile
discrepancies. As necessary, advises program participants about available appeal procedures.

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-7 (Example 3) (Continued)

Primary Duties (Continued)

Serves as the technical expert for the provisions, requirements, options, benefits, and automated
operations of the feed grains program with responsibility for providing information to potential
participants, assisting producers complete forms indicating their intention to participate and enrolling
producers in the program and in program options they select; completing producer share worksheets and
entering percentage shares and other data; initiating necessary contacts to obtain required information and
documents; and issuing acreage notifications, yield histories, and base and yield determinations and
revisions. Generates program contracts, preparing required forms and documents, and obtaining all
necessary signatures. Presents contracts and related documents to COC or designee for approval.
Calculates, records, issues, and reconciles program payments including advance and final deficiency
payments; handles payment assignments and joint payment authorizations; determines payment reductions
resulting from program violations; handles setoffs; and collects overpayments, including computing
interest due and issuing demand letters. Establishes and maintains office files and records and handles
automated program operations. As needed, provides leadership to other employees engaged in program
signup activities.

Reviews and maintains program notices, handbook amendments, and similar materials; notes changesin
program policies and regulations, and determines impact of such changes upon existing County Office
operations and procedures. Updates other office employees and clients on changes in program
provisions. Recommends and establishes operating procedures, internal checklists, and other documents
to ensure that program requirements are met and that all stepsin program transactions are complete.

Prepares correspondence, newsletters, and other informational items related to the conservation program
areas. Prepares recurring and ad hoc reports, including generating automated program data for
transmission to the State Office. Based on program knowledge, anticipates the need for program
information so as to ensure timely response to requests.

Applies judgment to solve problems or to take appropriate action where precedents do not exist as well
as greater specialized program knowledge to interpret or analyze operating requirements in addition to
performing or overseeing clerical/technical processing work. Refers matters requiring policy
interpretation to CED, DD, or other higher level employee.

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-7 (Example 3) (Continued)

Primary Duties (Continued)

As assigned, attends COC meetings with CED to discuss matters such as changes in program provisions
and requirements, specific program applications or other documents, and other issues requiring the
COC's attention.

As needed, coordinates the work of other employees working in the conservation or feed grains program
areas. Reviewswork to assure that transactions are properly completed and program requirements met.
The employee may be called upon to advise counterparts in other County Offices concerning the
operations and procedures of the assigned programs.

EEOQ and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; assuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The Program Technician receives very limited supervision from CED who provides instructions by
defining objectives, priorities, and deadlines and is available to assist with unusual situations that do not
have clear precedents. The employee plans and carries out work independently in accordance with
established guides and instructions. Completed work may be evaluated for adherence to policy and
requirements. The methods used in arriving at end results are usually not reviewed in detail.

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-7 (Example 3) (Continued)

K nowledge Required

The work requires a thorough knowledge of the provisions and procedural aspects of the conservation
and feed grains program areas. The Program Technician uses judgment to interpret and apply regulatory
and procedural requirements as well as initiative to analyze program operations, resolve problems, and
develop recommendations to effect operational improvements.

Certification

| certify that the above duties represent atrue and accurate statement of the responsibilities contained in
this position.

Signed: , CED Date

Concurred: ,DD Date

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-7 (Example 3) (Continued)

Evaluation Statement
Title

Program Technician

Grade Leve Criteria

CO-7 (Technical expert in 1 or more programs, according to|[subparagraph 131|C.)

Final Classification

Program Technician
CO-7

Classification Certification

| certify that this position has been classified in conformance with criteria published in Handbook 27-PM.

Signed: , Chief, Administrative Division Date

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-7 (Example 4)

Title : Program Technician
Grade: CO-7

Introduction
This position is located in the County Office. The incumbent is responsible for
independently carrying out office activities and functions pertaining to EQIP, serves as the principal

computer console operator for the County Office, and works in other programs as assigned.

Primary Duties

Provides information to producers concerning EQIP, including handling signup operations; receiving
requests for cost-sharing, pooling agreements, soil sample reports, and related documents; discussing new
and revised agreements; and notifying producers of approval or disapproval of requests. 1ssues CCC
checks and records refunds of cost-share payments. Prepares correspondence concerning EQIP and
prepares and maintains manual and automated ledgers, files, and records. Develops required program
reports and automated program data for transmission to the State Office.

Operates the County Office computer console with responsibility for carrying out start and end of day
procedures, installing and verifying newly released software, performing backup procedures and
maintaining backup diskettes, queuing and transmitting County Office data, and maintaining automation
logs and records. Provides training to other office employees, as well as assistance in resolving problems
associated with the computer console operation. Serves as a primary contact with the State Office on
matters related to County Office automation.

Asrequired, participates with other office employees in carrying out other program activities.

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-7 (Example 4) (Continued)

EEOQ and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; assuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The employee plans and carries out the full cycle of work operations independently, determines priorities,
and resolves most day-to-day problems according to established procedures and guidelines. The CED or
other higher graded employee is available to provide guidance on the more complex or unusual matters.
Completed work is evaluated in terms of accuracy, soundness of information and program interpretations
provided to producers, and resourcefulness in solving operating problems.

K nowledge Required

The work of this position requires broad working knowledge of EQIP and County Office automation
activities, including State and national handbooks, procedures, and policies. In addition, the employee
must have an understanding of other programs administered through the County Office in order to assist
in carrying out these programs.

Certification
| certify that the above duties represent atrue and accurate statement of the responsibilities contained in

this position.

Signed: , CED Date

Concurred: ,DD Date

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-7 (Example 4) (Continued)

Evaluation Statement
Title

Program Technician

Grade Leve Criteria

CO-7 (Full independent responsibility in 2 or more programs, according to|subparagraph 131|B.)

Final Classification

Program Technician
CO-7

Classification Certification

| certify that this position has been classified in conformance with criteria published in Handbook 27-PM.

Signed: , Chief, Administrative Division Date

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-7 (Example 4) (Continued)

Addendum to Position Description

As acollateral assignment, in addition to having responsibility for EQIP and automation programs for the
County Office, the incumbent serves as a principal contact and source of authoritative
information within the District on matters related to EQIP which do not require District Director or State
Office determinations. Receives calls from other County Offices, responds to program inquiries, and
provides direction on processing automated transactions based on established instructions and precedents.
Determines when referral to the District Director or State Office Program Specialist is appropriate.

Keeps the CED and District Director advised of questions received from, and assistance provided to,
employees in other County Offices. Participates as required in State Office training sessions and conducts
portions of training programs for Program Technicians in other County Offices who are also responsible
for EQIP.

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-6

Title : Program Technician
Grade: CO-6

Introduction

This position is located in the County Office. The incumbent is responsible for carrying out
office activities and functions pertaining to the peanut program and works in other programs as assigned.

Primary Duties

Loads, validates, and updates peanut farm and tract records including loading considered produced credit
and loading peanut crop table. Generates and transmits reports of basic quota, farms, and production.
Calculates quota reductions, reconciles discrepancies, and prepares and transmits reports. Prepares and
issues notices of farm poundage quotas. Notifies producers of basic quota increases, decreases, effective
guotas, and undermarketings. Loads and maintains data related to quota transfers, releases, and
reapportionments. Maintains records of spring transfers of quota and spring sales of quotas and
undermarketings, and issues revised notices. Explainsimpact of quota transfersto producers. Takes
certification; loads contract data; and maintains and updates smart cards, producer and farm operator 1D
cards, and related records, ensuring that all data is current and correct. Monitors and records fall
transfers of quota, ensuring that producers are eligible to transfer quota and that COC approval is
obtained. Verifies and reconciles marketing transactions including correcting data entered by buying
points. Records possible program violations for COC review. Calculates program penalties, collects
payments, and handles all related documentation and records. Summarizes marketings from data received
from State Office, updates records, and prepares required program reports. Updates program handbooks
and files and prepares correspondence, newsletters, and news releases. Maintains contacts with
producers, handlers, buying points, and others to explain peanut poundage quota program requirements,
procedures, benefits, and penalties.

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-6 (Continued)

EEOQ and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; assuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The employee plans and carries out the full cycle of work operations independently, determines priorities,
and resolves problems according to established procedures and guidelines. The CED or other higher
graded employee is available to provide guidance on the more complex or unusual matters. Completed
work is evauated in terms of accuracy, soundness of information, and program interpretations provided
to producers, and resourcefulness in solving problems.

K nowledge Required

The work of this position requires broad working knowledge of State, national, and County Office
handbooks, procedures, and policies related to the peanut program. In addition, the employee must have
an understanding of other programs administered through the County Office in order to assist in carrying
out these programs.

Certification
| certify that the above duties represent atrue and accurate statement of the responsibilities contained in

this position.

Signed: , CED Date

Concurred: ,DD Date

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-6 (Continued)

Evaluation Statement
Title

Program Technician

Grade Leve Criteria

CO-6 (Independent responsibility in a single program, according to{ subparagraph 130/A.)

Final Classification

Program Technician
CO-6

Classification Certification

| certify that this position has been classified in conformance with criteria published in Handbook 27-PM.

Signed: , Chief, Administrative Division Date

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-5

Title : Program Technician
Grade: CO-5

Introduction
This position is located in the County Office. The incumbent has independent responsibility
for office work related to farm reconstitutions and DMLA. The incumbent also works in other programs

as needed to obtain greater knowledge of County Office operations.

Primary Duties

Receives requests for reconstitutions; obtains required information and signatures. Explains the impact of
reconstitutions upon bases, allotments, quotas, and yields. Prepares worksheets and processes
combinations and divisions, including determining the appropriate method to be used, enters data into the
computer, and provides information and forms to COC for approval. 1ssues revised notices and updates
aerial photographs and related records. Notifies producers of disapprovals and appeal rights. Prepares
program reports, correspondence, and related materials and maintains files and records related to
reconstitutions.

Carries out office activities related to DMLA. Prepares necessary correspondence, computes payments,
and prepares checks to be issued to producers. |ssues demand letters and computes refund letters for
overpayments. Maintains spot-check register for DMLA participants along with program records,
handbooks, and files.

Assists other County Office employees by performing specific, routine segments of broader program
operations for which another employee is responsible. Assignments are designed to provide greater
knowledge of County Office operations. The incumbent may serve as back-up in 1 or more program
areas in the absence of the employee responsible for the program or programs.

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-5 (Continued)

EEOQ and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; assuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The employee works independently on reconstitutions and DMLA although the CED or another higher
level employee is readily available to provide assistance on problem situations. More specific supervision
by the CED or other office employee is provided for programs in which the employee serves as an
assistant or back-up. Specia instructions are given on unusual assignments, projects, and changesin
handbook procedure and policy. Work on reconstitutions and DMLA is generally spot checked upon
completion; work in other areas may be reviewed in more detail upon completion for accuracy in applying
program procedure.

K nowledge Required

The work requires broad working knowledge of handbook procedures and program regulations for
reconstitutions and DMLA. Good public relations and communications skills are required to deal
effectively with the public. Some knowledge of other programs and ability to apply related handbook
procedures is important to assist in routine aspects of other work areas or functions and to accept
increasing responsibility in other program aress.

Certification
| certify that the above duties represent atrue and accurate statement of the responsibilities contained in

this position.

Signed: , CED Date

Concurred: ,DD Date

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-5 (Continued)

Evaluation Statement
Title

Program Technician

Grade Leve Criteria

CO-5 (First independent working level in 1 or more programs, according tolsubparagraph 129 A.)

Final Classification

Program Technician
CO-5

Classification Certification

| certify that this position has been classified in conformance with criteria published in Handbook 27-PM.

Signed: , Chief, Administrative Division Date

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-4

Title : Program Technician
Grade : CO-4

Introduction
This position is located in the County Office. The incumbent serves as an advanced trainee
and assists higher graded employees who are responsible for carrying out office activities related to

production and marketing programs for peanuts and flue-cured tobacco.

Primary Duties

Working under the direction of CED or other higher level employee, computes and issues/reissues peanut
poundage quotas. Works with CED in handling appeals related to quotas and, as needed, revises quotas.
Performs office activities necessary for transfer of quotas and maintains farm quotas and history records.

Assistsin processing and issuing peanut marketing cards and producer 1D cards. Determines actual
yields, making adjustments and reconciling smart cards under the direction of the CED or other
employee. Verifies contracts and agreements required for contracting additional peanuts. Prepares and
maintains related records and files, including those pertaining to alleged program violations and penalty
Cases.

Under close supervision, determines and issues flue-cured tobacco allotments. Responds to questions
from producers and assists in handling appeals related to allotments. Prepares and/or verifies forms for
transferring allotments. 1ssues, processes, and reconciles marketing cards; reviews producer certifications
of price support dligibility; and works on production, disposition, and marketing reports. Prepares and
maintains farm records and accounts. As appropriate, works on nonquota kinds of tobacco or on
allotments and quotas for other types of tobacco.

Assists other employees in carrying out office activities related to their assigned programs.

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-4 (Continued)

EEOQ and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; assuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The employee has acquired knowledge of assigned programs and is able to carry out recurring tasks
independently. CED or other higher graded employee provides detailed instructions and close
supervision on new assignments or problem matters. Completed work is reviewed for accuracy and
compliance with instructions and procedures. Guidelines for the work include program handbooks,
supervisory instructions, and established operating policies and procedures.

K nowledge Required

The work requires general knowledge of policies and procedures related to tobacco and peanut programs
as well as a basic knowledge of other programs administered through the County Office.

Certification
| certify that the above duties represent atrue and accurate statement of the responsibilities contained in

this position.

Signed: , CED Date

Concurred: ,DD Date
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-4 (Continued)

Evaluation Statement
Title

Program Technician

Grade Leve Criteria

CO-4 (Advanced trainee in 1 or more programs, according to subparagraph 128 A.)

Final Classification

Program Technician
CO-4

Classification Certification

| certify that this position has been classified in conformance with criteria published in Handbook 27-PM.

Signed: , Chief, Administrative Division Date

Continued on the next page

7-5-01 27-PM (Rev. 1) Amend. 1 Page 27



Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-3

Title : Program Technician
Grade: CO-3

Introduction
This position is located in the County Office. The incumbent, working at the basic trainee
level, performs a variety of activities associated with the cotton production and price support programs.

The incumbent also assistsin other program areas as assigned.

Primary Duties

Working under the close supervision of CED or other higher graded employee, performs office activities
under the cotton program. Such duties include taking sign-up, calculating bases and yields in accordance
with specific instructions, completing base and yield notices, providing basic program information to
producers, and establishing and maintaining program records. Submits calculationsto CED or another
employee for review before providing information to producers. Refers questions and problem matters to
a higher graded employee for assistance.

Works with CED or other higher graded employee to learn and apply guidelines for determining producer
eligibility for cotton price support loans. Prepares and verifies loan documents and learns procedures for
conducting lien searches. Prepares checks, and maintains and processes loan register and other records.
Under close guidance, reviews and completes cotton loan deficiency payment applications and computes
payments. Takes cotton loan repayments and makes deposits. Works with more experienced employee
to learn procedures for closing out repaid loans as well as procedures required for loan forfeitures.

Assists other employees in performing routine tasks associated with other program areas.

Continued on the next page
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-3

EEOQ and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; assuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The employee works under the close supervision of CED or other higher graded employee. Detailed
instructions are provided on assigned tasks and job priorities. The employee makes decisions only on
routine, well-precedented matters; problems are referred to a higher graded employee for assistance or
resolution. Work is spotchecked in progress and closely reviewed upon completion.

K nowledge Required

The work requires limited working knowledge of Agency policies and procedures related to cotton
production and price support programs as well as a basic knowledge of other programs administered
through the County Office. The employee must be able to perform routine aspects of the work
independently and to recognize situations requiring referral to others.

Certification
| certify that the above duties represent atrue and accurate statement of the responsibilities contained in

this position.

Signed: , CED Date

Concurred: ,DD Date

Continued on the next page

7-5-01 27-PM (Rev. 1) Amend. 1 Page 29



Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Program Technician, CO-3 (Continued)

Evaluation Statement
Title

Program Technician

Grade Leve Criteria

CO-3 (Basic trainee status, according ta subparagraph 1271 A.)

Final Classification

Program Technician
CO-3

Classification Certification

| certify that this position has been classified in conformance with criteria published in Handbook 27-PM.

Signed: , Chief, Administrative Division Date

7-5-01 27-PM (Rev. 1) Amend. 1 Page 30



Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Lead Program Technician, CO-8

Title : Lead Program Technician
Grade: CO-8

Introduction

This position is located in the County shared management operation. The incumbent has
been designated by the CED as the lead Program Technician with responsibility for all activitiesin the
headquarters office or suboffice when the CED is absent. The CED is absent from the office at least
40 percent of the time.

In addition, the incumbent serves as the County Office's technical expert in the procedures, regulations,
and operations of the administrative program area and works in other programs as assigned. The
employee has continuing responsibility for analyzing administrative program operations, determining, and
recommending improvements in internal operating procedures, ensuring operating efficiency, and
resolving problems affecting program operations.

Primary Duties

Serves as Lead Program Technician with responsibility for all activities in the headquarters office of the
shared management operation in the absence of the CED. Thisisaregular and recurring responsibility
since the CED is absent from the office at least 40 percent of the time. AsLead Program Technician, the
incumbent is authorized to make work assignments, establish and adjust daily priorities, provide guidance
and instruction on tasks and assignments, resolve problems, determine when issues should be referred to
the CED or deferred until his’/her return, review and approve completed work, approve leave and resolve
simple, informal complaints. The incumbent is also authorized to act and speak for the CED in dealings
with customers, program participants and their representatives, officials of other agencies, COC
members, the State FSA Office, and other offices and individuals.

Continued on the next page
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Exhibit 12
(Par. 103, 104)

Examples of Position Descriptions and Evaluation Statements (Continued)

Lead Program Technician, CO-8 (Continued)

Serves as the County Office’ s technical expert in the administrative program with independent
responsibility for carrying out a wide range of activities in such areas as personnel, budget, and financial
management, supply and inventory management, mail management, elections, and claims. Reviews and
submits payroll related documents, prepares and transmits T& A records, conducts leave audits, explains
personnel options and benefits to co-workers, prepares and submits personnel action requests, and
prepares and submits travel documents. Studies administrative notices, handbook amendments,
brochures, and other materialsin order to explain new or revised options and benefits to co-workers.
Maintains and updates personnel, leave, and travel records.

Performs budget and financial management duties for the County Office. Analyzes past expenditures and
provides input to the CED in preparing budget projections and administrative expense allocation requests.
Maintains alocation controls and monitors budget activities to ensure alocations are not exceeded.
Notifies CED of potential shortfalls or other budgetary situations and makes recommendations to avoid
potential problems. Prepares checks covering County Office expenses such as rent, utilities, supplies, and
postage. Maintains and reconciles check disbursement register, ensuring that all checks are accounted
for. Maintains County Office collection, disbursement, and deposit registers and serves as the principal
source of contact in resolving problems related to management of funds collected. Determines the need
for and installs new procedures to receive, disburse, and account for all funds. Participates with CED in
consolidating workload data for the County Office and transmits workload data to the State Office.

Establishes claims and maintains County Office debt register. 1ssues demand letters, negotiates
repayments or settlements, and processes collections and setoffs. Maintains records and obtains and
maintains required documents for promissory notes executed in settlement of aclaim. Develops payment
plans for claims to be repaid by installments. Services common receivables and, when necessary,
transfers recelvables to claims status. Transmits claims datato KCFO. Prepares and reconciles schedules
of deposit.
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Lead Program Technician, CO-8 (Continued)

Orders and mails election ballots and instructions. Determines voter eligibility and assists COC in
opening and counting ballots and certify election results. 1ssues notifications of election results. Provides
orientation to new COC members related to administrative requirements and benefits including salaries,
travel, per diem, etc.

Maintains office inventories, initiates orders for office supplies, and prepares equipment requests and
required justifications for submission to the State Office. Receives and verifies rent and utility bills before
preparing checks for payment. Oversees mail management activities including ensuring that postage
meters have adequate postage to meet anticipated needs, maintaining records of postage expenditures,
and preparing reports of mailings and postage meter readings.

Reviews and maintains administrative notices, handbook amendments, and similar materials; notes
changes in program policies and requirements, and determines impact of such changes upon existing
County Office operations and procedures. Evaluates administrative activities and practices in the County
Office and develops recommendations for improvements.

Prepares correspondence, newsletters, and other informational items related to the administrative area,
including claims and elections. Prepares recurring and ad hoc reports, including generating automated
data for transmission to the State Office. Based on prior experience and knowledge, anticipates the need
for administrative data so asto ensure timely response to requests.

Applies judgment to solve problems or to take appropriate action where precedents do not exist as well
as greater specialized knowledge to interpret or analyze operating requirements in addition to performing
or overseeing clerical/technical processing work. Refers matters requiring policy interpretation to CED,
DD, or other higher level employee.

As assigned, attends COC meetings with CED to discuss administrative matters requiring the COC’'s
attention. Provides update on changes in administrative operations. The employee may be called upon to
advise counterparts in other County Offices concerning the operations and procedures of the
administrative program.
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Exhibit 12
(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Lead Program Technician, CO-8 (Continued)

EEOQ and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; assuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The Program Technician receives very limited supervision from CED who provides instructions by
defining overall work objectives and office policies. The employee plans and carries out work
independently in accordance with established guides and instructions. Completed work may be evaluated
for adherence to policy and requirements. The methods used in arriving at end results are usually not
reviewed in detail.

K nowledge Required

The position requires thorough knowledge of County Office operations, the ability to provide guidance
and direction to other employees, and judgment and discretion to resolve problem situations. The work
also requires a thorough knowledge of the provisions and procedural aspects of the administrative
program area. The Program Technician uses judgment to interpret and apply regulatory and procedural
requirements as well asinitiative to analyze program operations, resolve problems, and develop
recommendations to effect operational improvements.

Certification
| certify that the above duties represent atrue and accurate statement of the responsibilities contained in

this position.

Signed: , CED Date

Concurred: ,DD Date
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(Par. 103, 104)
Examples of Position Descriptions and Evaluation Statements (Continued)

Lead Program Technician, CO-8 (Continued)

Evaluation Statement
Title

Lead Program Technician

Grade Leve Criteria

CO-8 (Serves as lead Program Technician as well as technical expert in 1 program. The position is
graded according to 27-PM| subparagraph 131 C and paragraph 133])

Final Classification

Lead Program Technician
CO-8

Classification Certification

| certify that this position has been classified in conformance with criteria published in Handbook 27-PM.

Signed: , Chief, Administrative Division Date
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Exhibit 14
(Par. 124, 133,[Ex. 11)

Programsfor Classifying Program Technician Positions

Conservation (total)

EQIP

CRP

ECP

Any single program not specified 1/

Commodity Production (total)

Peanuts

Tobacco

Wheat 1/

Feed grains 1/

Cotton 1/

Rice 1/

Office disaster activities

Field visits for disaster programs 2/
NAP

Price Support (total)

Farm-stored loans 1/
Warehouse loans 1/
Cotton loans 1/
*--FSFL/SSFL--*

Office Compliance (total)

*__HEL/WC--*
Office Measurement Services
Other

Administrative (total)

Claims
Other

Automation

Dairy

* k% *

*--Emergency Programs--*

Field Compliance (total) 2/

M easurement services

Aeria compliance (key county)
Administrative field visits
Commodity loan inspections

Common Programs (total)

Payment limitations/person determinations
Farm records

Bankruptcies

Reconstitutions

Crop Insurance

Farm L oans

1/ These programs are not shown separately on Report 14. CED, DD, and State Office Administrative
Officer shall agree that programs used for classification purposes are significant to the County Office.

2/ Program Technicians shall not be credited with work performed by field personnel.

4-7-04
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
*--Standard Position Descriptionsfor Subordinate Positions

Office Clerk

Title : Office Clerk
Grade: CO-2

Introduction
The office clerk works in the FSA County Office providing clerical assistance to CED or other employees
as necessary. The work consists of routine repetitive tasks that are regular and recurring. No unusual or

difficult problems are encountered.

Primary Duties

Performs office clerical work such as receiving and sorting incoming mail; answering the telephone;
typing correspondence, documents, and reports from rough drafts; and operating office machines. Work
assignments may also involve preparing folders, filing correspondence, applications, and other forms, and
addressing and stuffing envelopes.

EEOQ and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The office clerk receives detailed instruction of work to be done and the sequence in which it isto be
performed. Close supervision isreceived and all work is reviewed by the supervisor. All instructions are
clear and any procedural guides used are detailed and specific.

K nowledge Required

The office clerk has some limited clerical procedural knowledge and is able to understand some of the
terminology used in the office. No FSA program knowledge is required to satisfactorily perform this job,
nor it is mandatory for the office clerk to be familiar with the work done in any segment of the office or
the goals of FSA.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Program Technician in Charge

Title : Program Technician in Charge
Grade: CO-7,C0O-9,CO-11

Introduction

Serving in atemporary capacity, the Program Technician in Charge is responsible to COC for directing
the work of the County FSA Office.

Primary Duties

Carries out the procedures and policies of COC and keeps them currently advised on status of program
and administrative activities.

Provides advice and assistance to farmers, producers, ranchers, and agribusiness representatives, explains
procedures, and interprets regulations and policies. Consults with COC or DD, or both, on controversia
cases or problems.

Makes recommendations to COC and provides program assistance and interpretation.

Supervises office work functions and employees and personally performs assigned program operations.

Carries out all office functions or activities related to management, budget, personnel, property, records,
etc.

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Program Technician in Charge (Continued)

Supervision Received

The Program Technician in Charge is under the direction of COC. Problem cases are reserved for COC.
Close contact is maintained with COC and DD who provide close guidance and supervision and assist in
public relations with farmers and other agricultural agencies.

K nowledge Required

The work requires specialized knowledge of the County Office programs, functions, and organization.
The incumbent must be familiar with supervisory methods and techniques.--*

Continued on the next page

9-19-01 27-PM (Rev. 1) Amend. 2 Page 3



Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Chief Program Technician

Title : Chief Program Technician
Grade: CO-7and CO-9

Introduction

The incumbent serves as a full assistant to CED and participates in planning, organizing, and directing the
work of the County Office. Duties include coordinating employee work activities, taking or
recommending actions to promote efficiency in office operations, working with CED to resolve difficult
program cases, and acting for CED during CED’ s absence.

Primary Duties

Assists CED in planning and organizing the work of the office, including making or recommending
changes in work operations as program requirements change or fluctuate. Takes or recommends actions
to ensure that resources are available to meet operating requirements and to ensure optimum efficiency of
overall County Office activities. Participates with CED in overseeing employee orientation and training.
Assigns work to office employees, reviews work in progress or upon completion, and provides guidance
and assistance on complex problems. Recommends to CED changes in employee work assignments,
promotions, demotions, and other personnel actions. May approve or recommend approval of leave
requests.

Maintains knowledge of County Office program activities and of the program, administrative, and field
work of other employees. Provides authoritative information and assistance to actual or potential
program participants, bankers, attorneys, agribusiness representatives, employees of other government
agencies, etc., concerning program provisions, requirements, and interrelationships. Works closely with
program participants to resolve unusual or difficult problems and determines whether referral to higher
authority for solution is appropriate. As necessary, advises program participants about available appeal
procedures.

Attends training sessions to maintain current knowledge of programs and to enhance ability to assist CED
in resolving operating problems.

Actsfor CED in CED’s absence with regard to both field and office operations.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Chief Program Technician (Continued)

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The Chief Program Technician works under the general supervision of CED who provides assignments
through discussions of program objectives and office policies. The incumbent’s work planning and
organization duties are performed in conjunction with goals set by CED. Other duties are performed
independently with the incumbent maintaining responsibility for carrying out assignments, resolving
problems, and providing guidance and direction to others. While acting for CED, the incumbent
independently directs the work of the office and ensures that CED’s policies are followed. The
employee' swork is reviewed in terms of soundness of advice and recommendations and effectivenessin
promoting the orderly operation of the office.

K nowledge Required

Thorough knowledge of al County Office programs is necessary to coordinate the work activities of
other employees, provide advice and guidance, resolve difficult problems, and review more complex
cases with CED. The incumbent must be thoroughly familiar with office policies and proceduresto act
for CED. In addition, the incumbent must have analytical skills and comprehensive knowledge of
management techniques and methods to take or recommend actions to ensure overall efficiency of office
operations.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Field Specialist

Title : Field Speciaist
Grade: CO-6

Introduction

The incumbent is responsible for all compliance field work for the County Office and performs a broad
range of field compliance activities related to at least 2 of the following programs:

* price support
« commodity production
e conservation.

The work may include training and supervising lower graded field employees.

Primary Duties

Visits farms for the purpose of measuring fields to determine compliance with commodity production
requirements, and/or in connection with measurement services and spot-checking conservation practices.

» Scale checks aerial photography by locating identifying points on the photograph and taking ground
measurements.

* Checks vendors of conservation materials to determine that material and services provided for
conservation programs are according to program requirements and specifications.

* Discusses genera program provisions and operations with CED.

+ Vigtsfarmsin connection with commodity loan inspection to examine the storage structure for
suitability for storing commodities under price support.

* Explains price support program to producers, answers gquestions, and serves as focal point for
producersto obtain information.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Field Specialist (Continued)

Primary Duties (Continued)

Visits farms to resolve specia problems such as alleged program violations, yield determinations, farmer
complaints, etc.

*  Obtains special information for COC.
* Prepares reports of findings for consideration of COC.

Where applicable, maintains responsibility for total aerial observation function including preflight
preparations, in-flight operations, serving as team leader, and making post-flight determinations.

EEOQ and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The Field Specialist works under the genera supervision of CED or Chief Field Assistant who provides
overall assignments. Because of the nature of the field work, the incumbent performs independently with
responsibility for resolving specia problems and complaints. Work is reviewed infrequently.

K nowledge Required

The work requires specialized compliance and price support program knowledge. The incumbent must
be knowledgeable of crop production and farming methods and skillful in measuring field for compliance
activities. Where applicable, the incumbent must have knowledge of aerial observation procedures and
methods.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Chief Field Assistant

Title : Chief Field Assistant
Grade: CO-6, CO-7

Introduction

The Chief Field Assistant is responsible for supervising field activities covering a county or a designated
number of counties in connection with commodity inspection, crop appraisal, and compliance activities.

Primary Duties

Plans work, makes assignments, trains new employees, makes workload adjustments, and sets priorities.
Reviews work performed by employees supervised to ensure accurate and uniform application of field
program and appraisa procedures and evaluates work performance. Work assignment, adjustments, and
priority setting may be done by CED, where severa counties are served.

Supervises and may perform the following day-to-day operations.

* |dentifies crops and appraises crop conditions and future development capacities of crops damaged
because of abnormal weather, insect infestation, disease, herbicide, and livestock. Discusses appraisal
with farmer.

* Applies knowledge of up-to-date farming methods used in crop production in appraising farming and
planting operations to ensure farmer followed good farming practices with the intent of producing a
normal crop.

* Interviews farmers and answers questions regarding general provisions of the varied program
regulations.

* Interprets aerial photographs, delineating and measuring fields on aerial photographs. Makes aerial
observations as necessary.

* Measuresfields to determine compliance with regulations and makes recommendations as
requested.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Chief Field Assistant (Continued)

Primary Duties (Continued)

* Preparesreport on crops involved, cause and extent of crop losses, appraisal of producer’s farming
and planting practices and amount of acreage, etc.

» Determines quantity of commodity in bin, crib, pit, silo, etc.

* May berequired to perform some of the more difficult appraisal activities during special crop loss
Situations.

EEOQ and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The Chief Field Assistant works under the general supervision of CED who defines overall objectives and
responsibilities. The incumbent works independently, organizing field activities and assigning tasks to
lower level employees. Unusua problems are discussed with CED. Work may be occasionally spot
checked.

K nowledge Required

The work requires a thorough knowledge of crop production and farming methods and the provisions
governing assigned programs. Incumbent must use skill in interpreting aerial photographs and measuring
fields for compliance activities. 1n addition, incumbent must be skillful in supervisory techniques and
methods and in dealing with producers in assigned county or counties.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
*--Standard Position Descriptionsfor Subordinate Positions (Continued)

District Compliance Assistant

Title : District Compliance Assistant
Grade: CO-7

Introduction

The incumbent is assigned by CED to assist DD by performing spot checks of office and field activitiesin
County Officesin 1 or more districts.

Primary Duties

Conducts field spot checks of work performed by county field employees related to commodity
production, price support, and/or conservation programs. Reviews field work including, but not limited
to, accuracy of ground measurements:

* producer-certified measurements

» verification of prevented planting or reduced yield/failed acreage

« compliance with applicable acreage reduction and land diversion programs

* assurance that contract acres are protected from weeds, insects, and rodents and from wind and water
erosion, that cover crops are maintained, and that haying and grazing restrictions are observed

* verification of disposition of excess plantings
» adherence to conservation cost-share practices

« compliance with highly erodible land and wetland conservation program provisions--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)

*--Standard Position Descriptionsfor Subordinate Positions (Continued)

District Compliance Assistant (Continued)

Primary Duties (Continued)

verification of the absence of dairy animals

accuracy of bin measurements

assurance of quantity and quality of grain under loan, etc.

Ensures that field services performed by County Office employees are accurate and that producers arein
compliance with applicable program requirements. Reports actual or potential violations to the
appropriate DD and CED.

Conducts office spot checks covering such aress as:

debt registers and claims

reconstitutions

personnel time, leave, and travel documents
program calculations and payments

required program documentation including certifications, measurements, determinations, and
signatures

planimeter or digitizer work, etc.

Brings errors to the attention of the appropriate Program Technician, explains procedures and handbook
requirements, and reports results of quality control check of office activities to the appropriate DD and
CED.

As assigned, performs related duties, including special assignments for the DD and/or State FSA Office,
employee training, and field compliance work in the headquarters county.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
*--Standard Position Descriptionsfor Subordinate Positions (Continued)

District Compliance Assistant (Continued)

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The employee is assigned by CED to provide assistance to DD in performing field and office quality
control spot checks. The incumbent plans and carries out work independently with responsibility for
explaining program guidelines and resolving problems. Work is reviewed through analysis of written
reports submitted to the appropriate CED, DD, and State Office.

K nowledge Required

The work requires specialized knowledge of:

+ office and field compliance, commodity production, price support, conservation, and administrative
operations

» applicable handbooks, notices, and related documents

¢ production and farming methods in the district.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Aerial Compliance Assistant, CO-5

Title : Aerial Compliance Assistant
Grade: CO-5
Introduction

Serving in atemporary capacity, under atemporary appointment, the Aerial Compliance Assistant is
responsible for preflight preparations, inflight operations, and postflight determinations and processing
when taking 35mm dlides to determine program compliance. The incumbent may serve as either an
observer or camera person. Thisisthe entry level.

Primary Duties

Performs a variety of preflight duties including arranging for plane; verifying maintenance and safety
records, license requirements, and insurance coverage; and obtaining maps and prints of counties to be
flown. Checks camera lens, filters, setting, and batteries. Briefs pilot and determines starting point with
pilot.

As an inflight observer, watches for landmarks and other aircraft, informs pilot of flight turns ahead,
records flight data log, and reloads camera for camera person. Alternates duties with camera person.

As an inflight camera person, keeps cameras loaded and ready, checks viewfinder for target, maintains
level camera, determines targets and rotates camerato flight line if necessary, and shoots camera shots.

Postflight duties include reporting number of hours flown, cleaning equipment and returning to county,
preparing film for processing and mailing to processor, and assisting County Offices in identifying and
categorizing processed dides.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Aerial Compliance Assistant, CO-5 (Continued)

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The Aerial Compliance Assistant is under the direction of DD or CED who provides assignments.
Incumbent works independently, receiving only general instructions and routine guidance.

K nowledge Required

The work requires a knowledge of cameras and photographic equipment, aerial compliance procedures
and methods, and the ability to read maps and locate points on the ground. The incumbent must also
have general knowledge of FSA programs and procedures.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Aerial Compliance Assistant, CO-6

Title : Aerial Compliance Assistant
Grade: CO-6
Introduction

Serving in atemporary capacity, under atemporary appointment, the Aerial Compliance Assistant is
responsible for preflight preparation, inflight operations, and postflight determinations and processing
when taking 35mm dlides to determine program compliance. The incumbent may serve as either an
observer or camera person. Thisis the full-performance level.

Primary Duties

Performs awide variety of preflight duties including arranging for plane; verifying maintenance and safety
records, license requirements, and insurance coverage; and obtaining maps and prints of counties to be
flown. Checks camera lens, filters, settings, and batteries. Determines flight altitude, flight lines, briefs
pilot, and determines starting point with pilot.

Asinflight observer, serves as assistant to the pilot, watches for landmarks and other aircraft, informs
pilot of flight turns ahead, records flight datalog, recalculates altitude and change of speed information,
and determines when mission is completed. Reloads camerafor camera person. Arranges for out-county
travel authorizations for team. Alternates duties with camera person.

As an inflight camera person, keeps cameras loaded and ready, checks viewfinder for target, maintains
level camera, determines targets and rotates camerato flight line if necessary, and shoots camera shots.

Postflight duties include reporting number of hours flown, cleaning equipment and returning it to the
County Office, preparing film for processing and mailing to processor, and assisting County Officesin
identifying and categorizing processed dlides.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Aerial Compliance Assistant, CO-6 (Continued)

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The Aerial Compliance Assistant is under the direction of DD or CED who provides assignments. The
incumbent works independently, receiving little or no supervision, and plans own work schedule. The
incumbent is responsible for ensuring that assigned aerial compliance duties are carried out to completion.
Provides guidance as necessary to lower graded Aerial Compliance Assistants.

K nowledge Required

The work requires a thorough knowledge of cameras and photographic equipment, aerial compliance
procedures and methods, and the ability to read maps and locate points on the ground. The incumbent
must also:

* have athorough knowledge of FSA programs and procedures

* possess good judgment in determining whether conditions are safe and suitable for flights and
obtaining good photographs.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Tobacco Marketing Recorder

Title : Tobacco Marketing Recorder
Grades CO-3, CO-4, CO-5

Introduction
The incumbent is responsible for recording tobacco warehouse sales under the marketing quota program.

Primary Duties

Assists warehousemen in preparing marketing quota forms.

I ssues documents such as memoranda of sales, Report of Tobacco Auction Sale, and Report of Tobacco
Non-Auction Purchases.

Ensures that warehousemen withhold proceeds of tobacco under loan when producer isindebted to U.S.
Government.

Checks sales documents for both warehouse and nonwarehouse sales.

Examines warehouse records and determines whether penalty computation and collection are correct.
Completes various forms in connection with marketing phases of tobacco.

Prepares daily reports of transactions made to Tobacco Division, AMS.

Performs related work as required.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Tobacco Marketing Recorder (Continued)

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

Works under general supervision of CED or other designated higher grade employee in the County
Office. Employee determines steps to be taken and procedures necessary to perform the work. Difficult
or unusual problems may be referred to the supervisor. Work is subject to spot checks.

K nowledge Required

Incumbent must have a good knowledge of warehouse functions and responsibilities and the
interrelationships between FSA and the warehouses, as well as with other concerned government
agencies. The incumbent must have ability to:

* useaVvariety of office machines and to apply basic mathematics
« work with producers and other persons of various backgrounds.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
Standard Position Descriptionsfor Subordinate Positions (Continued)

*--Digitizing Equipment Operator

Working Title : Digitizer
Grade . CO-2,CO-3,CO4
Title Code . 0008

Introduction

Serving in atemporary capacity, under a temporary appointment, the incumbent is responsible for the
initial transfer of CLU data from aerial maps to digital imagery using computer hardware and ArcView or
other GIS software. The work includes data verification, quality control review, and testing of new or
modified digitizing tools.

The position is FLSA nonexempt.

Primary Duties

Selects and assembles aerial photographs for townships or flight lines to be digitized. Designates CLU
boundaries and enters appropriate attributes including farm, CLU and tract numbers, cropland and
noncropland, program acreage, and HEL status. Notes placement and attributes of wetlands and CRP
acreage. Adds comments as needed to denote missing boundaries or other missing attributes as well as
matters requiring follow-up by the maintenance County Office.

Runs quality control checks to verify accuracy and completeness of data. Corrects errors such as null
polygons, void polygons, slivers, overlaps, and duplicate numbers. Verifies boundaries when designated
program acreage and calculated acreage differ significantly. Performs second party review of work
performed by other digitizers. Performs periodic file back-ups.

Participates in testing and evaluating new and enhanced toolbars and other software enhancements
designed to improve digitizing accuracy and efficiency. Also participates in meetings and discussions
with coworkers about operating policies and procedures, digitizing techniques, new software, and
problems encountered while digitizing.

Provides guidance and assists in training new and less experienced digitizing personnel.

Performs clerical support work associated with receipt and return of aerial maps. Performs related duties
as assigned.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
Standard Position Descriptionsfor Subordinate Positions (Continued)

*--Digitizing Equipment Operator (Continued)

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervison Received

The employee plans and carries out recurring assignments independently. CED or a higher graded
digitizer is available to provide assistance when source documents are questionable or when there are no
clear precedents for actionsto be taken. Work is spot-checked for completeness and accuracy through
quality control checks and second party reviews.

K nowledge Required

The work requires basic computer skills as well as knowledge of procedural aspects of the GIS process
and ability to utilize GI S software. The employee gains and applies increasing knowledge of applicable
hardware and software, digitizing processes and requirements, designations on agerial photographs, and
terminology used in designating CLU attributes.--*
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
Standard Position Descriptionsfor Subordinate Positions (Continued)

*--Program Technician (GIS)

Title : Program Technician
Grade . CO-5
TitleCode : 0154

Introduction

This position islocated in an FSA digitizing center. Serving in atemporary capacity, under a temporary
appointment, the incumbent performs a variety of duties involving theinitial transfer of CLU data from
aerial maps to digital imagery and provides clerical and technical support related to the testing and
implementation of GIS technology.

Thisis the full performance level of the position. The position is FLSA nonexempt.

Primary Duties

Performs the full range of digitizing and quality control check work in the center. The work includes
providing guidance and assistance to digitizers in deciphering aerial maps, locating and accurately
designating field and tract boundaries, and entering appropriate attributes such as farm, CLU and tract
numbers, cropland and noncropland, program acreage, and HEL status, as well as in adding comments as
needed to denote missing boundaries or other missing attributes as well as matters requiring follow-up by
the maintenance County Office. The incumbent performs quality control reviews of digitizing work
performed personally as well as second party reviews of work performed by center digitizers. Provides
guidance and assistance to digitizers in detecting and correcting errors made.

Participates in testing and evaluating new and enhanced toolbars and other software enhancements
designed to improve digitizing accuracy and efficiency and in implementing customized software designed
for Agency use. Tests and comments on office policies and procedures, training materials, and
instructions. Also participates in meetings and discussions with coworkers about operating policies and
procedures, digitizing techniques, new software, and problems encountered while digitizing.

Responds to inquiries and provides technical assistance to employees in other counties on matters dealing
with digitizing procedures and map maintenance. Serves as back-up to the employee responsible for
center operations.

As assigned, uses CLU maintenance tools and applies knowledge of Agency farm programs to maintain
accurate digital imagery for the headquarters County Office. Reviews requests for cropland changes,
determines whether policy allows such changes to be made and updates digital imagery. Identifies
Situations requiring HEL determinations and initiates referrals including required maps and forms.
Participates in scanning and rectifying aerial slides.--*
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Standard Position Descriptionsfor Subordinate Positions (Continued)

*--Program Technician (GIS) (Continued)

Primary Duties (Continued)

Assists other Program Technicians in the County Office in carrying out their assigned program functions.
Performs related duties as assigned.

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervison Received

The employee works independently and typically receives assignments without specific instructions. The
employee recognizes and corrects errors on own initiative, consulting the supervisor only when the
source document may be subject to more than 1 interpretation or when policy matters are involved. The
employee resolves most standard problems independently, including providing guidance and assistance to
others, and consults the supervisor only on situations where no clear precedent exists. Work is spot
checked to ensure completeness and accuracy.

K nowledge Required

The work requires basic computer skills as well as a broad working knowledge of procedural aspects of
the GIS process and expertise in using applicable GI S software. The work also requires basic knowledge
of FSA farm programs as related to ongoing assignments. The employee follows general instructions and
independently completes specific tasks, including identifying and resolving most standard problems and
selecting the appropriate guidelines for specific situations.--*
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*--Program Technician (GIS)

Title : Program Technician
Grade . CO-6, CO-7
TitleCode : 0154

Introduction

The incumbent of this position oversees operations of an FSA digitizing center. The work includes
planning and scheduling digitizing and related work to be performed in the center, assigning work to
employees, providing guidance and resolving operational problems, maintaining center records, and
preparing related reports. The employee also provides training and technical support to FSA County
Offices within an assigned area on matters about using digital orthophotography and associated computer
hardware and software.

The full performance level of the position is CO-7. The position is FLSA nonexempt.

Primary Duties

Works with State Office GI S specidists, County Offices, and APFO to schedule and prioritize digitizing
projects. Contacts County Offices served to obtain aerial maps and related data. Trains and assigns
work to digitizers, loads or oversees loading of imagery, and downloads Public Land Survey System
layers. Provides guidance and direction to digitizers in deciphering aerial maps, properly designating
CLU boundaries, and entering required attributes.

Develops and implements center standards and operating procedures. Oversees quality control reviews
performed by digitizing center personnel. Ensures that all errors detected through quality control reviews
are properly corrected. Conducts or oversees second party reviews of each digitizer’ s work.

Maintains responsibility for GI'S system administration including security, data back-up and retrieval,
hardware installation, loading software, and troubleshooting of hardware and software.

Merges individual digitizer data and oversees preparing and distributing maps and computer disks to
APFO and maintenance County Offices. Also oversees and participates in scanning and rectifying aerial
slides, loading these to diskettes, and providing to maintenance County Offices.

Maintains production, quality control, and cost records for the center. Provides progress reports, quality
control maps, and final cost reports for each completed county to the State Office. Develops and runs
queries to extract data for recurring and ad hoc reports.--*
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Standard Position Descriptionsfor Subordinate Positions (Continued)

*--Program Technician (GIS) (Continued)

Primary Duties (Continued)

Oversees and conducts testing of new digitizing tools and instructional materials. Provides feedback on
the operational effectiveness of new or modified tools along with suggestions for improvement.

Serves a principal GIS trainer for the State. Organizes and conducts State Office training programs for
maintenance County Offices, including setting up work stations and installing software. Compiles, tests,
and updates training manuals and instructions. Serves as national trainer when so designated.

Provides ongoing technical support and updated instructions and procedures to maintenance County
Offices. Responds to County Office inquiries and requests for assistance, and researches and resolves
hardware, software, and procedural problems encountered by County Office personnel, including using
remote access capabilities. Travelsto County Offices to provide on-site training, problem solving, and to
ensure that certification requirements are met and maintained.

Participates in meetings and teleconferences about implementing and using GIS technology. Maintains
contact with other digitizing centers, State and headquarters specidists, and representatives of other
agencies and external organizations.

Performs related duties as assigned.

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervison Received

The employee works independently to plan and direct operations of the digitizing center, develop and
implement operating procedures and standards, and ensure that quality control requirements are met.
The employee also provides training to center personnel and maintenance County Office personnel and
resolves operational problems without supervisory intervention. Work is reviewed upon completion
through analysis of reports, additional quality control reviews, and feedback from maintenance County
Offices served.--*
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Standard Position Descriptionsfor Subordinate Positions (Continued)

*--Program Technician (GIS) (Continued)

K nowledge Required

The work requires computer skills as well as extensive knowledge of procedural aspects of the GIS
process and of Agency policies about using GIS technology, and expertise in using applicable GIS
software. The incumbent must possess and apply the ability to research and resolve hardware, software,
and procedural problems, as well as the ability to communicate effectively both orally and in writing to
provide training and guidance and to develop instructional materials. The work also requires a working
knowledge of FSA programs and the application of GIS technology to these programs.--*
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*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Student Trainee

Title : Student Trainee
Grade: CO-3,CO0O-4, CO-5

Introduction

The incumbent is a student trainee participating in the Cooperative Education Program. Work
assignments are structured to provide an introduction to and training in County Office program and
administrative activities. As experience is gained, the incumbent receives progressively more responsible
work assignments.

Primary Duties

Receives introduction to County Office activities and operations and to FSA policies and programs.

Participates with other County Office employees in providing information to producers concerning
various programs, requirements, and benefits. Assists in determining program eligibility and helps
producers complete forms necessary to participate in available programs.

Maintains or assists in the maintenance of County Office administrative and program records. Processes
program and administrative documents including maintaining and updating computerized data, and
transmitting the data to the State Office as appropriate.

Participates in the development of written program information, visual displays, and related materials.

Performs related assignments designed to provide training and experience in County Office activities and
operations.--*
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*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Student Trainee (Continued)

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The employee works under the direction of CED or other higher graded employee who initialy provides
detailed technical supervision and monitors work closely in progress and upon completion. The
employee works more independently as knowledge and experience are gained but receives assistance as
needed on situations involving particularly difficult or unprecedented matters.--*
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*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Field Assistant, CO-2

Title : Fidd Assistant
Grade: CO-2

Introduction

The incumbent works in alearner or limited performance status, performing field work related to 1 or
more FSA programs. Some incidental office work may be required; however, office work is performed
only occasionally and the mgjority of the employee' stime is spent in the field. This position typically has
afull performance level of CO-5.

Primary Duties

Performs routine, repetitive tasks related to 1 or more FSA programs, as required.

Measures fields, including staking and referencing before planting, to establish boundaries and filling
reguests for measurements after planting.

Inspects stored commodities, including measuring, to verify quantities and ensuring that stored
commodities are properly maintained.

Conducts spot-checks to verify producer compliance with program requirements.
Maintains CCC equipment in good operating condition.

Performs other field work as assigned.--*

Continued on the next page
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*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Field Assistant, CO-2 (Continued)

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The Field Assistant is usually accompanied by a higher graded employee and receives detailed instructions
on al assignments. Problems are referred to a higher graded employee for assistance and/or solution.
Completed work is closely reviewed.

K nowledge Required

The work requires some knowledge of field procedures, familiarity with work terminology, and ability to
learn proper use of equipment. No prior FSA program knowledge is required.

The work may involve special physical requirements and/or exposure to inclement environmental
conditions.--*
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*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Field Assistant, CO-3

Title : Fidd Assistant
Grade: CO-3

Introduction

The incumbent works independently on routine, recurring field work related to 1 or more FSA programs.
Some incidental office work may be required; however, office work is performed only occasionally and
the majority of the employee’stimeis spent in the field. This position typically has a full performance
level of CO-5.

Primary Duties

Performs recurring tasks related to 1 or more FSA programs, as required.

Measures fields, including staking and referencing before planting, to establish boundaries and filling
reguests for measurements after planting.

Inspects stored commodities, including measuring, to verify quantities and ensuring that stored
commodities are properly maintained.

Conducts spot-checks to verify producer compliance with program requirements. As needed, witnesses
crop disposition or other action to ensure program compliance.

Performs routine appraisals and computes payments.
Explains basic program requirements to producers.
Maintains CCC equipment in good operating condition.

Performs other field work as assigned.--*

Continued on the next page
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*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Field Assistant, CO-3 (Continued)

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The employee performs routine work independently according to specific guidelines. Detailed
instructions are provided on new assignments. The employee makes decisions on routine matters and
refers problems to a higher graded employee. Completed work is submitted for supervisory review.

K nowledge Required

The work requires limited working knowledge of procedures and terms related to field work, basic skill
in using a digitizer and planimeter, ability to perform routine aspects of the work, and ability to recognize
problems requiring referral to others. Some knowledge of FSA programsis required.

The work may involve special physical requirements and/or exposure to inclement environmental
conditions.--*
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*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Field Assistant, CO-4

Title : Fidd Assistant
Grade: CO-4

Introduction
The incumbent works independently on field work related to 1 or more FSA programs. Some incidental
office work may be required; however, office work is performed only occasionally and the mgjority of the

employee' stime is spent in the field. This position typically has a full performance level of CO-5.

Primary Duties

Performs tasks related to 1 or more FSA programs, as required.

Measures fields, including staking and referencing before planting, to establish boundaries and filling
reguests for measurements after planting.

Inspects stored commodities, including measuring, to verify quantities and ensuring that stored
commodities are properly maintained.

Conducts spot-checks to verify producer compliance with program requirements. As needed, witnesses
crop disposition or other action to ensure program compliance.

Performs appraisals and computes payments.

Explains program requirements to producers. Conducts investigations of possible program violations.
Maintains CCC equipment in good operating condition.

May be required to train lower graded field employees.

Performs other field work as assigned.--*
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*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Field Assistant, CO-4 (Continued)

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The employee carries out assignments independently according to general instructions, makes routine
decisions according to established procedures and guides, and refers complex problems to the supervisor
for assistance. Completed work is subject to spot check.

K nowledge Required

The work requires working knowledge of procedures and terms applicable to field work, skill in using a
digitizer and planimeter, ability to explain program requirements to producers, and ability to solve a
variety of recurring problems. General knowledge of FSA program provisions and requirements is also
required.

The work may involve special physical requirements and/or exposure to inclement environmental
conditions.--*
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*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Field Assistant, CO-5

Title : Fidd Assistant
Grade: CO-5

Introduction
The incumbent serves at the full performance level and works independently on field work related to 1 or
more programs. Some incidental office work may be required; however, office work is performed only

occasionally and the majority of the employee’ stime is spent in the field.

Primary Duties

Performs tasks related to 1 or more FSA programs, as required.

Measures fields, including staking and referencing before planting, to establish boundaries and filling
reguests for measurements after planting.

Inspects stored commodities, including measuring, to verify quantities and ensuring that stored
commodities are properly maintained.

Conducts spot-checks to verify producer compliance with program requirements. As needed, witnesses
crop disposition or other action to ensure program compliance.

Performs appraisals and computes payments.

Explains program requirements to producers. Conducts investigations of possible program violations.
Works directly with program participants and others to resolve problems.

Maintains CCC equipment in good operating condition.
May be required to train lower graded field employees.

Performs other field work as assigned.--*
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*--Standard Position Descriptionsfor Subordinate Positions (Continued)

Field Assistant, CO-5 (Continued)

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The employee works independently according to accepted practices and procedures and determines work
procedures and job priorities. Difficult or unusual problems may be referred to the supervisor.
Completed work is subject to limited spot check.

K nowledge Required

The work requires broad working knowledge of procedures and terms applicable to field work, skill in
using a digitizer and planimeter, ability to explain program requirements to producers, and ability to solve
avariety of recurring problems. Detailed knowledge of FSA program provisions and requirementsis also
required.

The work may involve special physical requirements and/or exposure to inclement environmental
conditions.--*
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L oan Specialist

Working Title: Farm Loan Officer
Grade o ***COo-11

Introduction

The incumbent assists FLM in administering farm loan programsin a USDA Service Center serving 1 or
more County Offices. Major responsibilities include making, servicing, and supervising loans and
providing technical advice, guidance, and credit counseling to loan applicants and borrowers. The
incumbent has delegated loan approval authority to approve loans within a specific limit. The position
requires knowledge of Agency farm loan programs and eligibility requirements, the technicalities of farm
financing and credit, financial management concepts and practices, farm operations, land use and value,
production and marketing of various crops and livestock, and prices and markets in the serviced farming
areas. Thisisthe full performance level of the position. The position is FLSA nonexempt.

Primary Duties

Conducts interviews with loan applicants, reviews loan applications, and makes preliminary inquiries to
develop factual information to assess the eligibility of applicants and to provide financial counseling.
Works closely with local committees to determine the eligibility and feasibility of loans.

Evaluates financial situations and credit risks, considering and analyzing factors, such as profit and loss
statements, statements of assets and liabilities, income tax records, collatera appraisals, farm inventories,
credit policies, farm management practices, economic trends, and farming conditions in the area

Analyzes farm, home, family, and community situations and provides technical advice to applicants and
borrowers on selecting, expanding, and using farms, land developments, improvements, organization of
farm and rural enterprises, and other related matters.

Exercises loan approval authority within delegated amounts. Recommends approval or disapproval of
individual loans and guarantees above delegated amounts. Establishes control as a condition of approval,
when applicable.

Continued on the next page
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Standard Position Descriptionsfor Subordinate Positions (Continued)

*--Loan Specialist (Continued)

Primary Duties (Continued)

Services all types of Agency farm loans within amount of delegated authority. Periodically visits
borrowers to review compliance with planned operations, construction, land development, and security
requirements. Provides continuing technical and administrative supervision to individual and group
borrowers to assist in maintaining compliance with loan requirements.

Ensures that appropriate steps are taken to appraise farm properties, chattel properties, and leasehold
interests. Determines value of property, considering a variety of factors, such as sales prices of
comparable properties, influences of off-farm income availability, land productivity, water supply, value
of buildings and equipment, and other related factors.

Provides continuing loan supervision and oversight of borrower accounts. Reviews and makes
recommendations for a variety of loan-related changes, including releases, subordinations, adjustments,
transfers, and similar actions. Establishes and administers financial controls for disbursement,
distribution, use of loan and nonloan funds, maintenance of security property and insurance, and other
detailed accounts.

Periodically analyzes accounts and determines feasibility of borrower graduation. Ensuresthat action is
taken to graduate eligible borrowersto other credit sources. Provides credit counseling and other
services related to settlement of loans.

Takes appropriate action to collect on loan accounts. Works with borrowers to negotiate settlements and
recommends settlement agreements to the appropriate approving authority.

Maintains cooperative relationships with representatives of other Federal, State, and local agencies, banks
and lending ingtitutions, other commercial and educational institutions, rural community groups, etc.
Provides information and program ligibility requirements regarding the Agency’s farm loan programs
and other FSA programs. Recommends ways to meet the needs of socialy disadvantaged applicants and
borrowers. Improves access to programs through community outreach efforts and removal of barriers.
Promotes high quality customer service to all FSA applicants and borrowers.

Performs other related duties as assigned.--*
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Standard Postion Descriptionsfor Subordinate Positions (Continued)

*--Loan Specialist (Continued)

EEQO and Civil Rights Responsibilities

The incumbent is respongible for knowing and supporting equa opportunity and civil rights policies, performing
assigned duties in full compliance with the letter and spirit of equa opportunity and civil rights laws and
regulations, ensuring bias-free written and ora communications; respecting and vauing differences of other
employees and clients; and, as gppropriate, preparing for career advancement opportunities.

Nature of L oans

Loans are in severd program aress, for example, farm ownership, farm operating, economic emergency,
disaster emergency, soil and water, limited resource, beginning farmer, socidly disadvantaged, etc. Many
borrowers have loansin more than 1 loan program category. Loans require andyzing the financia and
business cgpacity of beginning and struggling family-sized farming and ranching operations. Applicants and
borrowers represent various types of entities, for example, guaranteed lenders, sole proprietors, partnerships,
joint operations, corporations, and cooperatives. Agriculture may be diversified, including multiple types of
farm commodities, such as annuad and perennid crops, speciaized crops, and livestock, which requires
sgnificant long-term planning and supervison.

Supervision Received

As a County Office employee, the incumbent is hired by CED. Technicad supervison, daily assgnments, and
performance evauation are provided by FLM or, in the absence of FLM, by DD. The incumbent, in
consultation with FLM, devel ops general approaches to the work to be done and accomplishes the normal
day-to-day actions without supervisory direction. Actions not covered by regulations or precedents are
discussed with FLM or DD before formulating recommendations or making decisions about the approval or
disapprova of theloan. CED and FLM are kept informed of potentialy controversa matters or implications
that may affect Agency activities outsde the geographic limits of the Service Center. Completed work is
reviewed for technica adequacy and compliance with Agency policies, regulations, and procedures.
Recommendations are reviewed to determine whether it is the best solution to the problem or whether other
gpproaches may be used to resolve the problem in a more efficient and economica manner.

Program guiddines are available in the form of nationa handbooks and State notices, COC palicies, and
interna office practices and procedures. Guiddines are usudly genera in nature and must often be adapted to
accommodate specific Stuations. The incumbent typicaly must andyze the potentid results of applying
interpretations and adaptations of guidelines to unusua Stuations and discuss recommended changes with
FLM or DD before implementation.--*
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*--Loan Specialist (Continued)

Knowledge Required

Comprehensive knowledge of agricultura production, economics, and marketing and of the regulations,
procedures, and palicies governing the farm loan program to make informed, authoritative judgments involving
avariety of complex loans and loan gpplications. Knowledge is gpplied in determining the survivability of farm
and ranch operations as a business enterprise, identifying and recommending agricultura practices and
marketing srategies, advising farmers and ranchers on operating choices, and performing other functions
required to make and supervise farm loans.

Knowledge of financia management and credit principles and practices sufficient to andyze the solvency,
credit risk, and future repayment capacity of integrated agricultura operations. Knowledge isrequired to
andyze financid information from individuals, partnerships, corporations, joint operations, and trusts to assess
thelr capacity to operate profitable farming enterprises and arrange for the timely repayment of al ligbilities.

Knowledge of laws, rules, and regulations concerning agricultura trade and business practices and of income
tax laws, bankruptcy laws, and other statutes. Knowledge is required to advise and assist gpplicants,
borrowers, farm customers, and lenders with respect to liquidating assets or restructuring their business, when
necessary, and to ensure that lending activities and decisons comply with legd requirements.

Skill in communicating with clients and cusomers. Ability to motivate clients and contacts to accept and act
upon agricultura and credit recommendations. Ability to conduct outreach to new and under-served client

groups.--*
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*.-oan Assistant

Working Title : Farm Loan Officer Trainee
Grade . CO-5

Statement of Difference

Introduction

Thisis a statement of difference between this basic trainee position and the full performance CO-11. The
employee will receive both classroom and on-the-job training to develop the knowledge, skills, and
abilities required to satisfactorily perform the farm loan work at the next higher level. Assignments will
be selected from the full performance level position to combine performance of productive work with
closely supervised on-the-job training. The incumbent may be noncompetitively promoted to CO-7 when
all requirements are satisfied including satisfactory performance, qualification requirements, budget and
ceiling, and the continued availability of duties at the next higher grade.

The full performance level of the position is CO-11. The position is FLSA nonexempt.

Primary Duties

In addition to prescribed classroom training, the employee will perform a variety of on-the-job training
assignments. These assignments will consist of the very basic, uncomplicated functions in the CO-11 full
performance position description. Assignments are selected by the supervisor or assigned trainer to
provide the employee with experience in basic loan examining and servicing principles, theories, methods,
and techniques as they apply to the investigating, analyzing, and evaluating financial factors and credit
risks.

Performs other related duties as assigned.

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.--*
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*--Loan Assistant (Continued)

Supervison Received

As a County Office employee, the incumbent is hired by CED. Technical supervision, daily assignments,
and performance evaluations are provided by FLM or, in the absence of FLM, by DD. FLM or DD
provides close and detailed guidance, assigning the work by indicating with each new assignment what is
to be done, approaches to take, priority, and results expected. Recurring assignments are performed
independently. Additional guidance is provided when unanticipated complications or problems are
encountered. Completed work is reviewed for compliance with instructions or established procedures,
adequacy of methods used, and achievement of expected results. The level of supervision gradually
decreases as the employee gains experience and proficiency in handling more complex assignments.

A number of guidelines including oral instructions are applicable to the work assigned. The incumbent
selects and applies the appropriate guidelines to a limited range of standard loan processing and servicing
situations, making minor deviations or adjustments as necessary. Situations not covered by established
guidelines or those requiring significant deviations are referred to the FLM or DD for guidance.

K nowledge Required

General knowledge of the basic principles and practices of agricultural production and practical
approaches to marketing of agricultural products sufficient to perform segments of loan processing
activities.

Ability to learn and follow the principles and procedures sufficient to understand and apply guidelines,
policies, and procedures to specific routine cases.

Knowledge of financial management and credit principles and practices to perform preliminary analysis of
uncomplicated financial statements and credit risk factors.

Basic knowledge of Agency programs, policies, and procedures sufficient to provide information to
applicants and borrowers and to make and service loans involving few complicating factors.--*
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Standard Position Descriptionsfor Subordinate Positions (Continued)

*.-oan Assistant

Working Title : Farm Loan Officer Trainee
Grade . CO-7

Statement of Difference

Introduction

Thisis a statement of difference between this advanced trainee position and the full performance CO-11.
The employee will receive both classroom and on-the-job training to develop the knowledge, skills, and
abilities required to satisfactorily perform the farm loan work at the next higher level. Assignments will
be selected from the full performance level position to combine performance of productive work with
supervised on-the-job training.

The incumbent may be noncompetitively promoted to CO-9 when all requirements are satisfied including
satisfactory performance, qualification requirements, budget and ceiling, and the continued availability of
duties at the next higher grade.

The full performance level of this position is CO-11. The position is FLSA nonexempt.

Primary Duties

Assignments are selected from the CO-11 position description to provide the employee with
developmental experiences in loanmaking and servicing. The employee will process a variety of loan
cases of limited scope and complexity and may provide assistance to a higher grade loan specialist on
more complex loans.

Performs other related duties as assigned.

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
Standard Position Descriptionsfor Subordinate Positions (Continued)

*--Loan Assistant (Continued)

Supervison Received

As a County Office employee, the incumbent is hired by CED. Technical supervision, daily assignments,
and performance evaluations are provided by FLM or, in the absence of FLM, by DD. FLM or DD
defines the objectives, priorities, and deadlines; and assists the employee with unusual situations that do
not have clear precedents. Asthe complexity of assignments increases, the employee receives more
detailed instructions and guidance. The employee plans and carries out recurring work, handling
problems and deviations according to instructions, policies, and previous training. Completed work is
reviewed for technical soundness, appropriateness, and conformance to Agency and program policies and
requirements.

Guidelines include oral instructions and the policies, regulations, and procedures applicable to the work
assigned. The incumbent selects and applies the appropriate guidelines to aindividua situations, making
minor deviations or adjustments as necessary. Situations not covered by established guidelines or those
requiring significant deviations are discussed with FLM, a higher grade loan specialist, or DD before
making a decision.

K nowledge Required

Knowledge of the basic principles, concepts, and practices of agricultural management to carry out
developmental assignments such as those involving uncomplicated loans or to assist higher grade
specialists by performing selected segments of more complicated loan cases.

Knowledge of sources of program and agricultural information to identify and abstract pertinent
information to respond to questions and address issues that arise in the assignment area.

Knowledge of financial management and credit principles and practices to assess the soundness of
individual loan applications such as those for farm ownership or farm operation.

Knowledge of Agency programsto determine the eligibility of individual applicants for loans under
various programs, advise applicants of the provisions and implications of programs; and perform a variety
of loan processing activities.

Ability to deal effectively with customers from a diverse population.--*
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
Standard Position Descriptionsfor Subordinate Positions (Continued)

*--Loan Specialist

Working Title : Farm Loan Officer
Grade ;. CO-9

Statement of Difference

Introduction

Thisis a statement of difference between this position and the full performance CO-11. The employee
will perform all but the most complex CO-11 assignments, but under closer supervision than that of the
full performance level.

The incumbent may be noncompetitively promoted to CO-11 when all requirements are satisfied
including satisfactory performance, qualification requirements, budget and ceiling, and the continued
availability of CO-11 duties.

The full performance level of this position is CO-11. The position is FLSA nonexempt.

Primary Duties

Assignments are selected from the CO-11 position description to broaden the employee’s knowledge and
skill in making and supervising loans. The employee makes and services loans involving moderate size
operations having a limited number of enterprises. The work involves analyzing financial and credit
records characterized by well developed facts that are readily evaluated using Agency criteriafor
approval or disapproval of loans and by applicant income that is based primarily on salary, wages, or
operation of arelatively stable business. The employee identifies weaknesses and determines conditions
necessary to optimize resource use and effectively manage debt.

Performs other related duties as assigned.

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies;
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations; ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients; and, as appropriate, preparing for career advancement
opportunities.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
Standard Position Descriptionsfor Subordinate Positions (Continued)

*--Loan Specialist (Continued)

Supervison Received

As a County Office employee, the incumbent is hired by CED. Technical supervision, daily assignments,
and performance evaluations are provided by FLM or, in the absence of FLM, by DD. The employeeis
fully responsible for performing the analyses and recommending approval or disapproval of assigned
loans. A higher grade loan specialist or the supervisor is available to provide guidance on the more
complex loans. Completed work is reviewed for compliance with Agency policy, regulations, and
procedures. FLM or DD may spot check work for technical accuracy and to determine whether
recommendations are based on a thorough analysis of relevant factors. Complex developmental
assignments will be more closely reviewed to monitor progress and provide feedback for improvement.

Guidelines include oral instructions and the policies, regulations, and procedures applicable to the work
assigned. The incumbent selects and applies the appropriate guidelines to individual situations, making
minor deviations or adjustments as necessary. Situations not covered by established guidelines or those
requiring significant deviations are discussed with FLM, a higher grade loan specialist, or DD before
making a decision.

K nowledge Required

Sufficient knowledge of agricultural production, economics and marketing, and of the regulations,
procedures, and policies governing FLP to conduct analyses and make loan approval recommendations,
identify and recommend agricultural practices and marketing strategies, advise farmers and ranchers on
operating choices, and perform other functions required to make and supervise farm loans.

Knowledge of financial management and credit principles and practices sufficient to analyze the solvency,
credit risk, and future repayment capacity of moderate size agricultural operations having a limited
number of enterprises. Knowledge is required to analyze financial information from individual farmers
and ranchers to assess their capacity to operate profitable farming enterprises and arrange for the timely
repayment of all liabilities.

Knowledge of laws, rules, and regulations about agricultural trade and business practices and of income
tax laws, bankruptcy laws, and other statutes. Knowledge is required to advise and assist applicants,
borrowers, farm customers, and lenders with respect to liquidating assets or restructuring their business
when necessary and to ensure that lending activities and decisions comply with legal requirements.

Skill in communicating with clients and customers. Ability to motivate clients and contacts to accept and
act upon agricultural and credit recommendations. Ability to conduct outreach to new and under-served
client groups.--*
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
Standard Position Descriptionsfor Subordinate Positions (Continued)

*--Computer Assistant

Title : Computer Assistant
Grade . CO-4, CO-5, CO-6, CO-7
Title Code : 0001

Series Code: 0335

Introduction
The incumbent of this position serves in atemporary capacity and assists in the migration of County
Office personal computersto the XP operating system. The full performance level of the position is

CO-7. The position is FLSA non-exempt.

Primary Duties

Assists State Office I T speciaists and County Offices employees in the migration of personal computers
to the XP operating system. Duties include installing new software and uninstalling old software and/or
verifying compatibility of previoudy installed software with the X P operating system, establishing
network connections, computer configuration, and files transfer. Uses technical knowledge and skill
relative to PC software and hardware to analyze and troubleshoot problems encountered in performing
the migration.

Provides on-site training to new users of the XP operating system. Training may be provided to
individual users, or in group sessions, and includes demonstrations on running programs, working on
documents, dealing with error messages, and resource sharing. Training includes explaining computer
security principles, including backing up and archiving files, as well as alerting employees to possible
security risks. Answers questions on the various administrative and technical programs as related to the
computer systems.

Helps develop user guides and handbooks on the effective use of the new operating system. Uses
Situations encountered during the migration to develop instructions as well as preparing lists of frequently
asked questions with appropriate responses.

Prepares and maintains inventory and other records associated with the migration.

Performs other related duties as assigned.--*

Continued on the next page
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Exhibit 15
(Par. 134, 135, 153-157, 171, 172, 379)
Standard Position Descriptionsfor Subordinate Positions (Continued)

*--Computer Assistant (Continued)

EEO and Civil Rights Responsibilities

The employee is responsible for knowing and supporting equal opportunity and civil rights policies,
performing assigned duties in full compliance with the letter and spirit of equal opportunity and civil
rights laws and regulations, ensuring bias-free written and oral communications; respecting and valuing
differences of other employees and clients, and, as appropriate, preparing for career advancement
opportunities.

Supervision Received

The employee works under the general direction of a State Office IT speciadist. The employee is
expected to apply technical knowledge, judgment, and skill in carrying out assignments. Work is
reviewed upon completion in terms of the success of the migration in County Offices served.

K nowledge Required

The work requires computer skills as well as technical knowledge of operating systems and application
software. The incumbent must possess and apply the ability to research and resolve hardware, software,
and procedural problems, as well as the ability to communicate effectively both oraly and in writing to
provide training and guidance and to develop instructional materials.

Extensive travel is required as well as possession of a valid driver’s license.--*
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Summary of Program Technician Classification Criteria

Thistable lists general characteristics of permanent and temporary Program Technician positions at

Exhibit 16
(Par. 126)

various grade levels. More detailed information is in[paragraphs 127 throug Also, see
classification criteria for related positions in paragraph:

132 for Counter Program Technicians
133 for lead Program Technicians in shared management offices
134 for Chief Program Technicians

135 for Program Techniciansin Charge.

CO-3 CO-4 CO-5 CO-6 CO-7
Basic trainee | Advanced First independent | Independent Either of the following:
level trainee level | working level responsibility in a
single significant |+  independent responsibility
program in 2 or more significant
programs
o expert level in 1 or more
significant programs.
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Exhibit 30
(Par. 306)
*--OFI Form 86C

A OFI Form 86C Instructions

Obtain information for OFl Form 86C from the completed security forms submitted by the
employee.

Agencies shall use this OFI Form 86C to request limited investigation, or checks, on personsin
positions for which there is a special agreement with OPM that permits and specifies alternative
procedures to meet investigative requirements. Complete all items on OFI Form 86C according
to the agreement with OPM and using information obtained from the person to be checked or
from documents provided by the person. This form must be typed. Submit OFI Form 86C and
any other documentation specified in the written agreement to the following.

OPM-FIPC

ATTN: SAC PROCESSING
P.O. BOX 618

BOYERS, PA 16018

Item Action

1 Enter the employee’ s full name.
If the employee:
e does not have a middle name, then ENTER “NMN”

e isa“Jdr.”,"Sr.”, “lll", etc, then enter the appropriate abbreviation in the “ Abbrev.”
box

e hasinitials only, then enter each initialsin the “ Abbrev.” box.

2 Enter the employee’ s date of birth.

Example: Enter June 7, 1942, as“06/07/42" .
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Exhibit 30
(Par. 306)

*__OFI Form 86C (Continued)

A OFI Form 86C Instructions (Continued)

Item Action

3 Enter the employee’ stown, county, and State of birth. Enter the full name of the:
e city/town under “City”
e county under “County” if the employee was born in the United States.
Enter the appropriate abbreviation for the State if born in the United States, a United
States territory, or the District of Columbia from the following.

State Abbreviations
e Alabama- AL e Alaska-“AK” e Arizona-“AZ"
e Arkansas- “AR” e Cdlifornia- “CA” e Colorado - “CO”
e Connecticut - “CT” e Delaware- “DE”
e Didtrict of Columbia- “DC” e Florida- “FL”
e Georgia- “GA” e Hawaii - “HI” e Idaho-"“ID”
e lllinois- “IL” e Indiana- “IN” e lowa-|A”
e Kansas-“KS’ e Kentucky - “KY” e Louisiana- “LA”
e Maine-“MFE” e Maryland - “MD” e Massachusetts- “MA”
e Michigan - “MI” e Minnesota- “MN” e Mississippi - “MS’
e Missouri - “MO” e Montana- “MT” e Nebraska- “NE”
e Nevada- “NV” e New Hampshire- “NH” e New Jersey - “NJ’
e New Mexico - “NM” e NewYork-“NY” e North Carolina- “NC”
e North Dakota- “ND” e Ohio-“OH" e Oklahoma- “OK”
e Oregon-“OR” e Pennsylvania- “PA” e Rhodelsland - “RI”
e South Carolina- “SC” e South Dakota- “SD” e Tennessee- “TN”
o Texas-“TX" e Utah-“UT” e Vermont-“VT”
e Virginia- “VA” e Washington - “WA” e West Virginia- “WV”
e Wisconsin - “WI” e Wyoming - “WY”
United States Territory Abbreviations

e American Samoa- “AS’ e Guam-“GU”
e Northern Marianalsland - “CM” e Puerto Rico - “PR”
e Trust Territory - “TT” e Virginlslands- “VI”

4 Enter the employee' s Social Security Number.

5 To the extent the information is available, enter all other names the employee was

known by or is now using. Provide beginning and ending dates for use of each name.

If the employee is afemale and is or was married, include maiden name or other
married names if married more than once. Identify maiden name with “NEE”.

4-17-06
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Exhibit 30
(Par. 306)

*__OFI Form 86C (Continued)

A OFI Form 86C Instructions (Continued)

Item Action
6 Check appropriate box to specify sex as “Female’ or “Male”.
7 ENTER “B” and “E” for the special agreement codes.
8 Enter the employee’ s position title.
9 Enter the Federal-assigned Submitting Office Number (SON) by OPM.
Note: Use the Federal-assigned SON for non-Federal.
10 ENTER “AG-06".
11 ENTER “12-06-0000".
12 Non-Federal employees. F87SSCCC020000; budget object class (BOC)
code “2524”.
Note: “F’ representsthe last digit of the current FY. “SSCCC” representsthe
County Office code that is a 5-digit numeric field. Each County Officeis
assigned an organization code and should substitute “SSCCC” with their
organization code. See 98-Fl
Up to 25 characters may be entered in this block.
13 Enter any information required by the agreement with OPM. The format and
(CodeE) | content of the information must be exactly as specified in the OPM agreement.
Note: Code“E” must be entered in item 7.
13 Leave blank.
(Codel)
13 Leave blank.
(Code N)
14 Enter the requestors name, title, phone number, and date. OFI Form 86 C must be
signed by servicing HRO representative.

4-17-06
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Exhibit 30
(Par. 306)

*__OFI Form 86C (Continued)

B Example of OFI Form 86C

SPECIAL AGREEMENT CHECKS (SAC)
U.S. Department of Agriculture

OFI FORM 86C U.S. OFFICE OF PERSONNEL MANAGEMENT
February 2002 INVESTIGATIONS SERVICE
Ageney OPM OPM Codes Case Number

f\_;u'ﬂ'mcnl ' = ' I I:'SII-'. )

AGENCY USE ONLY (COMPLETE ITEMS 1 THROUGH 14 USING INSTRUCTIONS FROM THE BACK)

1 SUBJECT'S FULL NAME DATE OF
BIRTH
Last Mame |Fu.\l Name |Mid|l||: Mame |.—\hh:u. Manth | Dy | Year I
3 PLACE OF BIRTH - Use the two letter code for the State 4 SOCIAL SECURITY NUMBER
City Il'nlull}' |Nlil|\‘ It.'ol:nlr:,' (if ot thee United Sttes) | I i | I

5 OTHER NAMES USED AND DATES WHEN USED

MName MonthYear MomhYenr  [Name MonthYear Month/Year
To To

MNume MonthYear MomhYear  [Name Month Y ear Momth/Y ear
To To

LX (Mark one box) 7 SPECIAL AGREEMENT CODES 8 POSITION TITLE
ale [ Tsere

10 11 orac-aLc 12 ACCOUNTING DATA
son | . . sot | A-G -0 - 6 [NumBER |1-2-0-6-0-0-0-0
13 OTHER INFORMATION REQUIRED BY AGREEMENT ~

(CODE E) Credit Record - Complctc if Needed Fill in subject’s address for every place lived for more than three months in the past 12 months. 1f additional

space is needed, attach a continuation sheet to this form

Month/Year to Month/year Street Address Apit City State Zip

Month/Year to Month/Year Street Address Api City | State Zip
7

(CODE I) Immigration and Naturalization Service Record - Complete if Needed UNITED STATES CITIZENSHIP 1f subject is a U.S. Citizen, not

borm in the LLS., provide information about one or more of the following citizenship proofs

Maturalization Certificate (Where was subject naturalized?)

Court City State “ertificate Number Month/ Day/ Year Issued

mzenship Certificate {Where was the Certificate issued?)

City State Centificate Number Month' Day/ Year lssued

State Department Form 240 - Report of Birth Abroad of a Citizen of the United States

Give the date the form was prepared Month/ Day/ Year Explanation
and give an explanation if needed

U.S. Passport - This may be either a current or previously issued U.S. Passpont

Passpont Number Month/ Day/ Year Issued

Dual Citizenship - If subject is (or was) a dual citizen of the United States and ~ Country
another country, provide the name of that country in the space to the right

Allien - If subject is an alien, provide the following information

Flace subject entered City State [ATien Regisiration Number Countrylies) of Crizenship

the United States

Code N-Burcau of Vital Statistics - Complete if Needed.

Mother's Full Name Mother's Maiden Name Father's Full Name

14 Requesting Official Name and Title Signature Telephone Number Date

fimcluding ares code)

4-17-06
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*--Background Investigations

A Public Trust Positions

Exhibit 31
(Par. 306)

Public Trust Positions: Public trust positions are positions that have the potential for adverse impact to the
integrity and efficiency of the organization’smission. These positions are deemed sensitive in nature and
designated by the level of impact to the mission. Public trust positions have either a moderate or high risk level
designation. Positions deemed:

e highrisk public trust have potentia for exceptionally serious impact on the Agency’s mission
e moderaterisk public trust have the potential for moderate to serious impact on the Agency’'s mission.

These positions do not require a security clearance but do require a background investigation to determine
suitability to occupy the position. Public trust positions require completing SF-85P.

Low risk, nonsensitive positions have alimited impact on the Agency’ s mission and are not considered “public

trust positions’. These low risk positions require completing SF-85.

Security
Sensitivity/Risk | Clearance Minimum
Leve Access L evel I nvestigation Required Forms | Submitting Forms
Low Risk —Non None NACI e AD-2050 OPM-FIPC
Sensitive PO Box 618
Note: Usefor e Copy of Boyer, PA
permanent FSA-675 16018-0618
employees and
temporary e FD-258
employees with
appointments e SF-85
of more than
6 months.
Special Agreement FD-258 OPM-FIPC
Check OFI Form 86C Attn: SAC Processing
PO Box 618
Note: Usefor temporary Boyer, PA
employees with 16018-0618
appointments less
than 6 months.
%
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Exhibit 35

(Par. 356)
Labor Management Relations Agreement Between USDA, FSA, and NASCOE
*_.
Amendment and Extension of
LABOR-MANAGEMENT RELATIONS AGREEMENT
Between
U.S. Department of Agriculture
(USDA)
Farm Service Agency
(FSA)
and
The National Association of FSA County Office Employees
(NASCOE)
This extends the current agreement between the U.S. Department of Agriculture
(USDA), the Farm Service Agency (FSA), and The National Association of FSA
County Office Employees (NASCOE).
19 PROVISION FOR TERMINATION
This agreement will terminate, subject to renegotiation, on August 31,
2007. Recognition at the State level may be terminated after a finding that
the NASCOE Affiliate has less than 51 percent membership within the
State(s).
APPROVALS
For The National Association of FSA County Office Employees:
DAt el ot
President, NASCOE Date
%
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Exhibit 35
(Par. 356)

Labor Management Relations Agreement Between USDA, FSA, and NASCOE

Amendment and Extension of
LABOR-MANAGEMENT RELATIONS AGREEMENT

Between
U.S. Department of Agriculture (USDA),

Farm Service Agency (FSA),
And

Ve B LY

- The National Association of FSA County Office Employees (NASCOE)
APPROVALS
For the Farm Service Agency and USDA:

o (TP C. c%a/meiug_, ¥ /’O/Ofé

Administrator, FSA Date

DD Gl sl

De‘fruty inistrator of Field Operation$ Date

OMJ\ : WESLY

Dlrector " Date -
Office of Human Resources Management,
( USDA

12-18-06 27-PM (Rev. 1) Amend. 13
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Exhibit 37
(Par. 357)
FSA-53, Statement of Understanding

Thisis an example of FSA-53.

REPRODUCE LOCALLY. inciude form number and date on all reproductions.

FSA-53 U.S. DEPARTMENT OF AGRICULTURE
(07-12-01) Farm Service Agency

STUDENT CAREER EXPERIENCE PROGRAM STATEMENT OF UNDERSTANDING

The statements below are to be discussed with each student at the time of appointment to a position under the Student
Career Experience Program (SCEP).

1. Thave received a copy of the Agreement between my academic institution and the Farm Service Agency (Agency).
2. My questions concerning the terms of the Agreement have been answered to my satisfaction.
3. Tunderstand that my employment as a student may extend the time necessary to complete degree requirements.

4. Tagree to provide a copy of my current transcripts to the Agency program coordinator at the beginning of each work
period.

5. Tunderstand that I must maintain the academic and work performance standards as outlined in the Agreement, and
that failure to do so may result in termination from the Program.

6. Imust complete all required work periods before graduating.

7. This Agreement covers an academic program leading to an undergraduate degree and cannot be extended to include
a graduate degree.™

§. Tagree to the provisions of the Agreement which permit the sharing of appraisal information between the employing
Agency and the academic institution. Iunderstand any authorization is necessary because of the Privacy Act of
1974, and that my [ailure to do so could result in disqualification for participation in the Program.

9. It is my understanding that although the employing Agency will make every effort to place a student in a position
after completing the Program, there is no absolute obligation to do so.

10. COMMENTS:

11. Date 12. Signature of Student

*Applies to Baccalaureate and Nonbaccalaureate student only.

NOTE: This statement of understanding will be filed in the appointee's Official Personnel Folder.

The U.S. Department of Agriculture (USDA) prohibits discrimination in all its programs and activities on the basis of race, color, national origin, gender, religion, age, disability,
political beliefs, sexual orientation, and marital or family status. (Not all prohibited bases apply to all programs.) Persons with disabilities who require alternative means for
ication of program ion (Braille, large print, audictape, etc.) should contact USDA's TARGET Center at (202) 720-2600 {voice and TDD). To file a complaint

of discrimination, write USDA, Director, Office of Civil Rights, Room 326-W, Whitten Building, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410 or call 202)
720-5964 {voice or TDD). USDA is an equal opportunity provider and employer.
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Checklist for Appointments

Exhibit 38
(Par. 363)

County Offices shall perform action according to this table.

When to Perform Action

Action

Before appointment

Advertise or give public notice and request that State Office post
* --vacancy according tQ paragraph 564

Obtain resumée or application for employment from candidates.--*

Determine:

o qudifications

o suitability

* physical requirements

whether position is approved.

If position requires the employee to drive extensively, determine
whether:

* the applicant has adriver’slicense

* the applicant has an automobile or other transportation

* thereisany reason to believe that the applicant’s automobile is
unsafe, such asit did not pass State inspection, lights are broken,
defective brakes, etc.

» theapplicant had any traffic violations during the past 5 years for
which the applicant pleaded guilty or was convicted

* the applicant has any physical condition that could make the
applicant an unsafe driver, such as bad eye sight that is not
correctable.

During appointment

If employee is covered by retirement:

* issue RI 90-1 booklet
* advise employee of right to designate beneficiary
» and employee is an annuitant, see 22-PM.

4-12-02

Continued on the next page
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Exhibit 38
(Par. 363)
Checklist for Appointments (Continued)

When to Perform Action Action
During appointment If employee is covered by life insurance:
(Continued)

* advise employee of right to waive
* advise employee of right to designate beneficiary
e jssue SF-2817 and SF-2817A.

If employee is covered by life insurance but coverage was waived
under previous employment:

¢ oObtain proof of waiver
» advise employee of possible right to request insurance coverage.

If employee is eligible to enroll in health benefits:

issue Rl 70-1, plan comparison brochure

* issue specific plan brochures at employees request

» issue SF-2809 and SF-2809A

¢ annotate date by which employee must choose coverage

« and employee is being transferred from other Agency or payroll
office, complete SF-2810

* send completed SF-2809 or SF-2810 to the State Office.

Continued on the next page
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Exhibit 38

(Par. 363)
Checklist for Appointments (Continued)
When to Perform Action Action
Other action during or Obtain the following from the employee:
immediately after
appointment » Socia Security number; if employee has none, require employee

to send necessary request to SSA

Note: Appointee cannot be placed on the rolls or be paid until
appointee receives a Socia Security number.

« AD-349
« FSA-67A
 FSA-586
. 19

.« SF-181
« SF-256
« SF-1199A

o W-4.

Advise employee of payroll deduction plan for purchase of U.S.
Savings Bonds.

Issue AD-53 to the employee.

Send appointment package to the State Office according to 28-PM.
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Exhibit 39
(Par. 363)
Checklist for Separations

County Offices shall follow this table for separations.

Type of Separation Action

Separations other than If employee was covered by retirement:
retirement or death
o explain future benefits if funds are not withdrawn

+ if sgparation isinvoluntary and the employee is eligible to submit
application for retirement because of discontinued service on
separation, advise the employee of this fact

» explain how to obtain refund of retirement deductions.

If employee was covered by health benefits, explain the right to convert
to individual contract.

If employee was covered by life insurance benefits, explain eligibility to
convert to individual policy.

Counsel employee on unemployment compensation and issue SF-8 to the
employee.

Send separation package to the State Office according to 28-PM.

Disability retirement Review 22-PM for standards.

Submit the following to the State Office:

SF-2801

SF-2801-1

SF-2806 or SF-3100
OPM-1503
OPM-1504
OPM-1505
OPM-1506
OPM-1507.

Continued on the next page
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Exhibit 39
(Par. 363)
Checklist for Separations (Continued)

Type of Separation Action
Disability retirement If disability retirement is approved:
(Continued)

* et date of separation
* issue SF-8 to employee.

After disability retirement is approved, submit the following to the State
Office:

o completed SF-50 for retirement
o SF-2821 if employee is eligible to continue life insurance as annuitant
o SF-2823 attached to SF-2821, if needed

o SF-2810if employee is eligible to continue health benefits as
annuitant or if eligible to convert health benefits.

I ssue employee SF-2819 if employee is not eligible to continue life
insurance as annuitant but is eligible to convert coverage.

If disability is because of an on-the-job injury, review 8-PM before
submitting final retirement separation. Employee benefit may be greater
under compensation than under retirement.

Continued on the next page
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Exhibit 39
(Par. 363)

Checklist for Separations (Continued)

Type of Separation

Action

All other retirements

Review 22-PM for standards.

Send the following to the State Office:

o completed SF-52 for retirement

o SF-2821 if employee is eligible to continue life insurance as annuitant
s SF-2823 attached to SF-2821, if needed

o SF-2810 if employee is eligible to continue health benefits as annuitant or
if eligible to convert coverage.

I ssue employee:

o SF-2819 if employee is not eligible to continue life insurance as annuitant
but is eligible to convert coverage

. SF8.

Death

Review 8-PM.

If employeeiskilled or dies from injury sustained in line of duty:

» notify State Office immediately
* send the following to the State Office:

« CA-3
» CA-2, if not already submitted.

7-5-01

Continued on the next page
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Exhibit 39
(Par. 363)

Checklist for Separations (Continued)

Type of Separation

Action

Death (Continued)

Compute approximate benefits payable to survivors under CSRS or FERS
retirement. See 22-PM.

Review personnel records to determine whether the employee was covered
by life insurance and whether SF-2823 is onfile.

Review necessary documents to determine unpaid compensation.

Counsel family. Help them complete any required forms.

Send the following to the State Office:
o completed SF-52 for death
» FE-6, attach any SF-2823
» SF-2810, and:
» attach copies of SF-2809 if survivors are eligible to continue coverage
» annotate action required if survivorsin job accident cases choose
employee compensation rather than death benefits from CSRS or

FERS retirement

»  SF-2800, attach various supporting documents as annotated on the form.

Separations including
retirements and

Obtain FEMA 12-11, if 1 was issued, and return to State Office by certified
mail.

h .
deaths Obtain AD-53 from employee. See 3-AS.
Complete CCC-392, if applicable. See 1-FI.
Send final TBA to the State Office for filing in OPF.
Complete FSA-606. See 6-PM.
7-5-01 27-PM (Rev. 1) Amend. 1 Page 4
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Checklist for Transfer From One County to Another

Thistable lists the actions to take for employees who move from one FSA County Office to another
without a break in service or a break in service of less than 4 days.

Responsible Office Action
Separating County Office Complete CCC-392, if applicable. See 1-FI.

Send FSA-606 and copy of last T& A to appointing County Office.

Appointing County Office Submit SF-52 for appointment. See 28-PM.

Issue AD-53 to employee.

Obtain FSA-586 from employee.

Obtain a new SF-2823 if employee previously designated a
beneficiary for life insurance.

For employees covered by health insurance, advise employee about
enrollment in another plan if change in employment moves the
employee out of the geographic area covered by the employee’s
health benefits plan.

7-5-01 27-PM (Rev. 1) Amend. 1 Page 1
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(Par. 363)

Checklist for Transfer From County to Federal

A

Transferring
From County to
Federal

This exhibit lists the actions for employees:

* who move from FSA County Office non-Federal position to a Federal position
* without abreak in service or abreak in service of less than 4 days.

B
Verifying The gaining Agency shall contact the State Office to obtain the employment
Employment records to verify:
Data
* the appointment
» theeffective date
* employee’ s fringe benefits that are to be protected.
C
Handling Handle separation records according to thistable.
Separation
Records
Type of Action Action
Separation from Prepare SF-52 for termination, appointment in (Federal Agency). See 28-PM.
fi . .
County Office If employee is covered by health benefits, prepare SF-2810 for transfer of
benefits.
Complete CCC-392, if applicable. See 1-FI.
Prepare SF-1150, if employee has leave to transfer to the Federal Agency.
Prepare SF-2821.
Issue SF-8 to employee. See 8-PM.
Obtain FEMA 12-11 from employee, if 1 wasissued, and return it to the State
Office by certified mail.
Obtain AD-53 from employee, if 1 wasissued. See 3-AS.
Continued on the next page
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Checklist for Transfer From County to Federal (Continued)

D
Transferring
Employee
Records

Do not send employee records to employing agency until a written request has
been received from the gaining Agency. State Offices shall:

* remove the appropriate documents from OPF and make copies of them
» refile the copies of the documents in OPF
o distribute the original material according to this table.

Type of Action

Action

Transfer of records
to employing
agency

If employee was covered by a Federa retirement system, the State Office
shall:

* send SF-2803 with attachments to gaining Agency
* send any GSA-issued transcripts of Federal service to gaining Agency
» send transcript of service certifying County Office employment.

If employeeis enrolled in a health plan:

« State Office shall send personnel copies of SF-2809 and SF-2810 to
gaining Agency

* County Office shall advise employee about the possible need to enroll in
another plan if change in employment moves employee out of the
geographic area covered by the plan.

If employee is covered by life insurance, State Offices shall:
* send SF-2821 to gaining Agency
* send SF-2817 to gaining Agency

¢ do not send SF-2823. Advise employee that a new SF-2823 must be
prepared with the gaining office.

Place employee’ s OPF in inactive file.

7-5-01
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Example of Memorandum of Agreement

This is an example of memorandum of agreement.

TO: Wood County FSA Committee
FROM: Terrie M. Conley, Program Technician

SUBJECT: Temporary Promotion to Program Technician in Charge

I, the undersigned, do hereby accept the temporary promotion to the position of Program Technician
in Charge, at grade (fill in grade and step), for a period not to exceed 1 year. | understand that at any
time within this period, | will return to my former position of (fill in name of position) at grade (fill in
grade and step), plus any WGI that would have occurred during the interim period. 1n addition,
should I return to my former position before the date any WGI is due in the former position, the time
elapsing between the anniversary date of my last WGI will be counted as creditable service for the
next WGI due in my former position.

SIGNED:
/sl Terrie M. Conley
Program Technician, CO-7
Wood County FSA Office
AFFIRMED:
/s Donald K. Carter
Chairperson, Wood County
FSA Committee
CONFIRMED:

/s/ James D. Duncan
Chairperson, Texas State
FSA Committee
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(Par. 403)
-9, Employment Eligibility Verification

A

[-9 Instructions Complete -9 according to the following instructions.

OMB No. 1115-0136
Employment Eligibility Verification

U.S. Department of Justice
Immigration and Naturalization Service

INSTRUCTIONS
PLEASE READ ALL INSTRUCTIONS CAREFULLY BEFORE COMPLETING THIS FORM.

Anti-Discrimination Notice. It is illegal to discriminate against any individual {other than an alien not authorized to work in the
U.S.) in hiring, discharging, or recruiting or referring for a fee because of that individual's national origin or citizenship status. It is
illegal to discriminate against work eligible individuals. Employers CANNOT specify which document(s) they will accept from an

7-5-01

employee. The refusal to hire an individual because of a future expiration date may also constitute illegal discrimination,

Section 1 - Employee. All employees, citizens and
noncitizens, hired after November 6, 1986, must complete
Section 1 of this form at the time of hire, which is the actual
beginning of employment. The employer is responsible for
ensuring that Section 1 is timely and properly completed.

Preparer/Translator Certification. The Preparer/Translator
Certification must be completed if Section 1 is prepared by a
person other than the employee. A preparer/translator may be
used only when the employee is unable to complete Section 1
on histher own. However, the employee must still sign Section
1 personally.

Section 2 - Employer. For the purpose of complsting this
form, the term “employer” includes those recruiters and
referrers for a fee who are agricultural associations, agricultural
employers, or farm labor contractors.

Employers must complete Section 2 by examining evidence of
identity and employment sligibility within three (3} business
days of the date employment begins. I employees are
authorized to work, but are unable to present the required
document(s) within three business days, they must present a
receipt for the application of the document(s) within three
business days and the actual document(s) within ninety (90)
days. However, if employers hire individuals for a duration of
less than three business days, Section 2 must be completed at
the time employment begins. Employers must record: 1)
document title; 2) issuing authority; 3) document number, 4)
expiration date, if any; and 5) the date employment begins.
Employers must sign and date the certification.  Employees
must present original decuments. Employers may, but are not
required- to, photocopy the document(s) presented. These
photocopies may only be used for the verification process and
must be retained with the 1-9. However, employers are stitl
responsible for completing the 1.9.

Section 3 - Updating and Reverification. Employers
must complete Section 3 when updating and/or reverifying the
1.8. Employers must reverify employment eligibility of their
employees on or before the expiration date recorded in
Section 1. Employers CANNOT specify which document(s)
they will accept from an employee.

o If an employee’s name has changed at the time this
form is being updated/ reverified, complete Block A.

e |f an employee is rehired within three (3) years of the
date this form was originally completed and the
employee is still eligible to be emptoyed on the same
basis as previously indicated on this form (updating),
complete Block B and the signature block.

o If an employee is rehired within three {3) years of the
date this form was originally completed and the
employee’s work authorization has expired or if a
current employee’s work authorization is about to
expire (reverification), complete Block B and:

- examine any document that reflects that the
employee is authorized to work in the U.S. (see
List A or C),

- record the document title, document number and
expiration date (if any} in Block C, and

- complete the signature block.

Photocopying and Retaining Form 1-9. A blank I-9 may be
reproduced provided both sides are copied. The Instructions
must be available to all employees completing this form.
Employers must retain completed 1-9s for three E33) years after
the date of hire or one (1} year after the date employment ends,
whichever is later.

For more detailed information, you may refer to the INS
Handbook for Employers, (Form M-274). You may obtain
the handbook at your local INS office.

Privacy Act Notice. The authority for collecting this

information is the Immigration Reform and Control Act of 1986,
Pub. L. 99-603 (8 U.S.C. 1324a).

This information is for employers to verify the eligibility of
individuals for employment to preclude the untawful hiring, or
recruiting-or referring for a fee, of aliens who are not authorized
to work in the United States.

This information will be used by employers as a record of their
basis for determining eligibility of an employee to work in the
United States. The form will be kept by the employer and made
available for inspection by officials of the U.S. Immigration and
Naturalization Service, the Department of Labor, and the Office
of Special Counsel for Immigration Related Unfair Employment
Practices.

Submission of the information required in this form is voluntary.
However, an individual may not begin employment unless this
form is completed since employers are subject to civil or
criminal penaities if they do not comply with the Immigration
Reform and Control Act of 1986.

Reporting Burden. We try to create forms and instructions that
are accurate, can be easily understood, and which impose the
least possible burden on you to provide us with information.
Often this is difficult because some immigration laws are very
complex. Accordingly, the reporting burden for this collection of
information is computed as follows: 1) learning about this form,
5 minutes; 2) completing the form, 5 minutes; and 3) assembling
and filing (recordkeeping) the form, 5 minutes, for an average of
15 minutes per response. If you have comments regarding the
accuracy of this burden estimate, or suggestions for making this
form simpler, you can write to both the Immigration and
Naturalization Service, 425 I Street, N.W., Room 5304,
Washington, D. C. 20536; and the Office of Management and
Budget, Paperwork Reduction Project, OMB No. 1115-0136,
Washington, D.C. 20503.

Form I-9 (Rev. 11-21-91) N

EMPLOYERS MUST RETAIN COMPLETED I-9
PLEASE DO NOT MAIL COMPLETED 1-9 TO INS
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[-9, Employment Eligibility Verification (Continued)

B

Lists of
Acceptable
Documents

7-5-01

Exhibit 45
(Par. 403)

The following are lists of acceptable documents for 1-9.

LIST A

Documents that Establish Both
identity and Employment
Eligibility

1. U.S. Passport {unexpired or
expired)

2. Certificate of U.S. Citizenship
(INS Form N-560 or N-561)

3. Certificate of Naturalization
(INS Form N-550 or N-570)

4. Unexpired foreign passport,
with I-551 stamp or attached
INS Form 1-94 indicating
unexpired employment
authorization

5. Alien Registration Receipt Card
with photograph (INS Form
I-151 or I-551)

6. Unexpired Temporary Resident
Card (INS Form I-688)

7. Unexpired Employment
Authorization Card (INS Form
1-688A)

8. Unexpired Reentry Permit (INS
Form I-327)

9. Unexpired Refugee Travel
Dacument {INS-Form 1-571)

10. Unexpired Employment
Authorization Document issued
by the INS which contains a
photograph (INS Form 1-6888)

LISTS OF ACCEPTABLE DOCUMENTS

LISTB

Documents that Establish
Identity

1. Driver's license or 1D card
issued by a state or outlying
possession of the United States
provided it contains a
photograph or information such
as name, date of birth, sex,
height, eye color, and address

2. ID card issued by federal, state,
or local government agencies or
entities provided it contains a
photograph or information such
as name, date of birth, sex,
height, eye color, and address

3. School ID card with a
photograph

4. Voter's registration card
6. U.S. Military card or draft record
6. Military dependent’s D card

7. U.S. Coast Guard Merchant
Mariner Card

8. Native American tribal document

9. Driver's license issued by a
Canadian government authority

For persons under age 18 who
are unable to present a
document listed above:

10. School record or report card

11. Clinic, doctor, or hospital record

12. Day-care or nursery school..
record

LISTC

Documents that Establish
Employment Eligibility

U.S. social security card issued
by the Social Security
Administration (other than a
card stating it is not valid for
employment)

Certification of Birth Abroad
issued by the Department of
State (Form FS-545 or Form
DS-1350)

Original or certified copy of a
birth certificate issued by a
state, county, municipal
authority or outlying possession
of the United States bearing an
official seal

Native American tribal document

U.S. Citizen ID Card (INS Form
I-197)

ID Card for use of Resident
Citizen in the United States
(INS Form I-179)

Unexpired employment
authorization document issued
by the INS (other than those
listed under List A)

Tllustrations of many of these documents appear in Part 8 of the Handbook for Empioyers (M-274)

Form I-9 {Rev. 11-21-91} N

27-PM (Rev. 1) Amend. 1

Continued on the next page

Page 2



Exhibit 45
(Par. 403)
[-9, Employment Eligibility Verification (Continued)

C
Example of -9 Thisis an example of 1-9.

U.S. Department of Justice
Immigration and Naturalization Service Employment Eligibility Verification

Please read instructions carefully before completing this form. The instructions must be available during completion of this form.
ANTI-DISCRIMINATION NOTICE. ltis illegal to discriminate against work eligible individuals. Employers CANNOT specify which
document(s) they will accept from an employee. The refusal to hire an individual because of a future expiration date may also
constitute illegal discrimination.

Section 1. Employee Information and Verification To be completed and signed by employee at the time employment begins.

Print Name: Last First Middle Initial Maiden Name
Worker Besta
Address (Streef Name and Number) Apt# Date of Birth (monthiday/year)
3329 Homeplace Ave 03/18/1970
City State Zip Code Social Security #
Anytown TX 77700 220-20-2222

| attest, under penalty of perjury, that | am (check ane of the following):

| am aware that federal law provides for imprisonment [ Acitizen or national of the United States

and/or fines for false statements or use of false

: > statemel i [ ALawlul Permanent Resident (Alen#A__ )
documents in connection with the completion of this [ An alien authorized to work until o
form. (Alien # or A 1 # )
Employee’s Signature " Date (monthidayl/year}

/s/ Besta Worker ‘ 6/18/01

Preparer and/or Translator Certification (7o be completed and signed if Section 1 is prepared by a person other than the
employee.) | attest, under penalfy of perjury, that | have assisted in the completion of this form and that to the best of my knowledge
the information is true and correct.

Preparer'siTranslator's Signature Print Name

Address (Street Name and Number, City, State, Zip Code) Date (month/day/year)

Section 2. Employer Review and Verification To be completed and signed by emplayer. Examine one document from List A OR examine one
document from List B and one from List C as listed on the reverse of this form and record the tile, number and expiration date, if any, of the document(s).

List A OR ListB AND ListC
Document fitle: 2546962 220-20-2222
Issuing authority: Texas DMV SSA
Document #: B
Expiration Date (if any): 9/30/04
Document #:

Expiration Date {if any):

CERTIFICATION 4 attest, under penalty of perjury, that | have examined the document(s) presented by the above-named
employee, that the above-listed document(s) appear to be genuine and to relate to the employee named, that the employee
began employment on (monthidaylyear) 6/17/01 and that to the best of my knowledge the employee is efigible to
work in the United States. (State employment agencies may omit the date the employee began employment).

Signature of Employer or Authorized Represenlative Print Name Title
/s/ Jane A Techinican Jane A Techinican Program Technician
Business or Organization Name Address (Streef Name and Number, City, State, Zip Code) Date (monthidaylyear)
USDA-ASCS Wood County 1201 Hwy 154E Anywhere, TX 77001

06/18/2001

Section 3. Updating and Reverification To be completed and signed by employer.
A. New Name (if applicable)

B. Date of rehire (monthidaylyear) (if applicable)

C. If employee’s previous grant of ;vork authorization has expired, provide the information below for the document tﬁét eéiéblisheé current employmea{ él@TBiliw. T

Document Title: Document #: Expiration Date {if any): _ ___

| attest, under penaity of perjury, that to the best of my knowledge, this employee is eligible fo work in the United States, and if the employee presented document(s),
the document(s) | have examined appear to be genuine and to relate to the individual.

Signature of Employer or Authorized Representative

Dale (monthidaylyear)

Form -9 (Rev. 11-21-81) N This form was alectronically produced by National Production Services Staft
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(Par. 454)
*--CED Vacancy Announcement

The following is an example of a CED vacancy announcement.

UNITED STATESDEPARTMENT OF AGRICULTURE
Farm Service Agency

County Office Committee Service

VACANCY ANNOUNCEMENT
ANNOUNCEMENT NUMBER: (State abbreviation, last 2 digits of the calendar year and 4-digit
sequential number)
OPENING DATE: (Month, day, year)
CLOSING DATE (Month, day, year) application must be received by or postmarked by)
POSITION: County Executive Director, CO-1101

GRADE: CO- 9/11/12, Entrance grade level will be determined by the qualifications of the candidates
selected to fill the vacancy

SALARY: Starting at to , per year

PROMOTION POTENTIAL: 12
LOCATION: (City/County/Duty Station)

AREA OF CONSIDERATION: (Nationwide or Statewide). Open to current or former FSA
managerial employees including CEDs and FLMs or COTs and current Program Technicians, who
remain on the STC register or have exceeded time limit.

* Displaced FSA County Office CED’ s who apply to this announcement will receive priority
consideration in accordance with Agency regulations. A copy of written notice of separation must be
submitted along with the application.

Note: Statewide area of consideration requires pre-approval from DAFO.--*
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(Par. 454)
*--CED Vacancy Announcement (Continued)

DESCRIPTION OF DUTIES: Responsible for directing and managing program and administrative
operations of the County FSA Office as required to carry out authorized operations of production
flexibility, price support, conservation, environmental quality, risk management, emergency, defense,
farm loan, and related programs. Duties include performing office and field activities as needed to
accomplish program objectives. The incumbent is employed by the local County FSA Committee and
takes appropriate action to ensure that County FSA Committee policies and objectives are properly
communicated to and carried out by subordinate employees, and performing basic farm loan program
assignments. Employs, trains and supervises subordinate County Office and Field employees

QUALIFICATIONS REQUIREMENTS:

These qualifications are in accordance with requirements in Handbook 27-PM. Applicants must be
U.S. citizens, high school graduates or equivalent, and be at least 18 years of age or 17 years of age
for high school graduates. Applicants must demonstrate specialized experience which isin or directly
related to the line of work of the position to be filled and which has equipped the applicant with the
particular knowledge, skills and abilities to successfully perform the duties of the position. Applicants
must demonstrate that they meet the specialized experience described below:

CO-9: Qualifying Specialized Experience:

One year of specialized experience equivalent to the CO/GS-7/8 grade levels. Applicants must
demonstrate experience in providing program interpretation, and instruction for an agriculture
program area or operational phases of farm loan programs. Such work experience included acquiring
data and providing information to producers, farm loan borrowers and farming operations; writing
summary reports, assisting staff with policy guidance; arranging and scheduling activities of
subordinates to complete technical/clerical review.

CO-11: Qualifying Specialized Experience:

One year of specialized experience equivalent to the CO/GS-9 grade levels. Applicants must
demonstrate experience in independently conducting agricultural operations or in participating in the
overall administration of one or more agricultural program areas. Such work experience included
actively participating in the development or implementation of local farm program policies; applying
knowledge of agricultural principles; making presentations or providing training; planning and
organizing work of lower level employees.

CO-12: Qualifying Specialized Experience:

One year of specialized experience equivalent to the CO/GS-11 grade levels. Applicants must
demonstrate experience in administering or significantly impacting administration of one or more
agricultural programs. Such work experience included providing technical information and assistance
regarding farm programs to representative of business and community groups; leading in the
development of local farm program policies; manages all day-to day operations of the office; employs
subordinate staff.

*
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*--CED Vacancy Announcement (Continued)

BASIS OF RATING:

Your rating will be based on an evaluation of your experience, training, awards, performance
appraisals and education at it relates to the qualification requirements and on the knowledge, skills and
abilities (KSA’s) listed. Y ou should provide detailed evidence of your possession of the KSA'sin
your application as well asin your KSA responses with clear, concise examples that include level of
accomplishment, and degree of responsibility. Supplemental KSA statements may not be more than 2
single-spaced pages per KSA. Failureto address any KSA described below will disqualify applicants
from receiving further consideration:

1. Knowledge of Farm Service Agency programs, farm practices and customs.

2. Knowledge and skill in managing an office comprised of multiple program responsibilities to
ensure the effective accomplishment of the program’s mission.

3. Ability to plan, work and make decisions independently.

4. Knowledge and ability to provide leadership and supervision for a diverse group of employees,
approve leave requests, evaluate employee performance, evaluate training needs of subordinates
and provide employee recognition and supervision.

5. Ability to effectively communicate orally and in writing in order to prepare reports and
correspondence, explain practice standards, agency policies and program rules to staff, partners
and clients.

6. Knowledge of Farm Service Agency’s Civil RightsEEO and Outreach policies.

PAY, BENEFITSAND WORK SCHEDULE:

This is a permanent full-time non-federal appointment. Eligible for health and life insurance, annual
(vacation) and sick leave and will be covered by afederal retirement system and Thrift Saving Plan.

RELOCATION EXPENSES:

Relocation expenses will not be paid.
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*--CED Vacancy Announcement (Continued)

CONDITIONSOF EMPLOYMENT:

Selection and retention in this position is contingent on a successfully adjudicated FBI National
Criminal History Check (fingerprint check) and a background investigation. Prior to employment,
applicable selectees will be required to complete certain paperwork and the information collected on
this form is used to determine suitability for employment.

Y ou will also be required to sign and certify the accuracy of all information in your
application/resume. You must answer all questions truthfully and completely. A false statement on
any part of the declaration or other forms may be grounds for not hiring you or for firing you after you
begin work.

OTHER INFORMATION:

Management has the option to select at any grade level for which this position has been advertised. If
you are selected in this position at a grade lower than the target grade (full performance level), you
may be promoted to the target grade without further competition; however, there is no commitment or
an obligation on the part of management to promote you. Promotion will depend upon administrative
approval and the continuing need for an actual assignment and performance of higher level duties.

Before being hired, you will be required to sign and certify the accuracy of the information in your
application if you have not done this using an application form.

This Agency provides reasonable accommodations to applicants with disabilities. The decision on
granting reasonable accommodation will be on a case-by-case basis.

HOW TO APPLY:

Interested candidates who meet the basic eligibility requirements may file for consideration by
sending the following MANDATORY information to the address below:

e Application. You may submit aresume and an FSA-675 (Application for FSA County
Employment), or any other written format. You must include your SSN, your country of
Citizenship, education, and work experience.

e A copy of your most recent performance appraisal (within 18 months). Candidates who are unable
to provide their most recent performance appraisal must provide written justification for its
absence.
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*--CED Vacancy Announcement (Continued)

e Supplemental KSA statements responding to evaluation criteria.

e Current or former employees must submit a copy of their latest Notification of Personnel Action
(SF-50) that shows civil service status for Federal employees or shows status for FSA County
Committee employees.

e A copy of college transcript (if you are using education to qualify).

Employment applications may be mailed through the U.S. Pogtal Service or any commercial or private
carrier (i.e., Federal Express, United Parcel Service, etc.). Please use the following address:

USDA/FSA/County
Office Address
City, State, Zip code

Faxed applications are not acceptable.

If you have any questions regarding this announcement or you need to request an application form,
FSA-675, (contact name and telephone; if applicable, also list e-mail address).

FSA-675 forms may be obtained from any FSA County Office.

The use of U.S. Government envelopes is prohibited. Applications received in such envelopes will
not be considered.

EQUAL EMPLOYMENT OPPORTUNITY:
EEOQO/Diversity Policy

The USDA is an Equal Opportunity Employer and prohibits discrimination in all its programs and
activities on the basis of race, color, national origin, sex, religion, age, disability, political beliefs,
sexual orientation, and marital or family status. (Not al prohibited bases apply to al programs.) To
file acomplaint of discrimination, write USDA, Director, Office of the Civil Rights, Room 321-W,
Whitten Building, 1400 Independence Ave. SW, Washington, D.C. 20250-9410 or call

(202) 720-5964 (voice or TDD).

This Agency provides reasonable accommodation to applicants with disabilities. 1f you need a
reasonable accommodation for any part of the application and hiring process, please contact USDA’s
Target Center at (202) 720-2600 (voice or TDD). Decisions on granting reasonable accommodation
will be on a case-by-case basis.

All applicants are considered without regard to race, religion, color, national origin, se, political
affiliation, age (with authorized exceptions), or nay other nonmerit factor.
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(Par. 454)
*--Hard-to-Fill Vacancy Announcement

The following is an example of a hard-to-fill vacancy announcement.

UNITED STATESDEPARTMENT OF AGRICULTURE
Farm Service Agency

County Office Committee Service

VACANCY ANNOUNCEMENT
ANNOUNCEMENT NUMBER: (State abbreviation, last 2 digits of the calendar year and 4 digits
sequential number)
OPENING DATE: (Month, day, year)
CLOSING DATE: (Month, day, year) Applications must be received by or postmarked by
POSITION: County Executive Director (Trainee) CO-1101

SALARY: to

GRADE: CO- 5/7/9/11/12, Entrance grade level will be determined by the qualifications of the
candidates selected to fill the vacancy

PROMOTION POTENTIAL: CO-12

LOCATION: (City/County/Duty Station)

AREA OF CONSIDERATION: Open to all eligible candidates Statewide.
Thisvacancy isa hard-to-fill and isreadvertised, any COT’sor other best qualified candidates
not selected in thefirst CED announcement automatically are placed on the Certificate of Best
Qualified Candidates for thisannouncement. Those candidates do not haveto reapply to be
considered.

* Displaced FSA County Office CED’ s who apply to this announcement will receive priority

consideration in accordance with Agency regulations. A copy of written notice of separation must be
submitted along with the application.
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Exhibit 48.1
(Par. 454)
*--Hard-to-Fill Vacancy Announcement (Continued)

DESCRIPTION OF DUTIES: Incumbent servesasa CED trainee. Receives managerial and
program training necessary for the advancement to a full performance County Executive
Director who will be responsible for directing and managing program and administrative operations
of this county FSA Service Center, as required to carry out authorized production flexibility, price
support, conservation, environmental quality, risk management, emergency, defense, and related
programs. Duities include performing office and field activities, taking appropriate action to ensure
County FSA Committee policies and objectives are properly communicated to and carried out by
subordinate employees, and performing basic farm loan program assignments. Employs, trains, and
supervises subordinate Service Center and Field employees.

Depending on experience, successful completion of an Agency directed training program may be
required.

QUALIFICATIONS REQUIREMENTS:

These qualifications are in accordance with requirements in Handbook 27-PM. All applicants must be
U.S. citizens, high school graduates or equivalent, and be at least 18 years of age or 17 years of age
for high school graduates. All applicants must demonstrate specialized experience which isin or
directly related to the line of work of the position to be filled and which has equipped the applicant
with the particular knowledge, skills, and abilities to successfully perform the duties of the positions.
Applicants must demonstrate that they meet the specialized experience described below:

SPECIALIZED EXPERIENCE:

CO-5 Grade: One year of specialized experience equivalent at the CO/GS-4 grade, a four year
college degree, in economics, agricultural economics, marketing, business administration, animal
science, soil science or related curricula in the area of production and distribution of farm products, or
a combination of education and work experience is required. Applicants must demonstrate knowledge
of basic agricultural principles and practices to perform entry-level duties involving agriculture laws
and regulations. Applicants must show an understanding of current State and Federal agricultural
trends and the economic need of farm communities.

Some examples of how this experience may have been gained are: working in a position which
required the applicant to research and apply regulations, technical materials and procedura handbooks
to obtain information or complete work assignments; serving as program technician or assistant and
providing assistance to staff and producers in administrative aspects of farming practices; participating
in farm associations and related agricultural organizations.

*
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(Par. 454)
*--Hard-to-Fill Vacancy Announcement (Continued)

CO-7 Grade: One year of specialized experience equivalent to the CO/GS-6 grade, afour year
college degree with a GPA of at least 3.0 on a 4.0 scale, or a combination of education and work
experience isrequired. Applicants must demonstrate knowledge of administering segments of an
agricultural program area and researching procedural content of new laws, amendments, and
regulations for compliance.

Some examples of how this experience may have been gained may include any of the following:
experience in reviewing documents for accuracy and compliance with agricultural provisions,
assisting staff in resolving program problems; serving as technical specialist; reviewing regulations
to recommend an effective approach in resolving problems; developing reports, written and oral
communications for managers; establishing effective relationships with representatives of public and
private organizations or farmers’ associations; or similar activities.

CO-9 Grade: One year of specialized experience equivalent to the CO/GS-7/8 grade levels and/or
Master’s degree or equivalent or combination of education and work experience is required.
Applicants must demonstrate experience in providing program interpretation, and instruction for an
agriculture program area or operational phases of farm loan programs.

Some examples of how this experience may have been gained are: experience as program specialist;
agriculture specialist; farm loan officer; farm loan manager at the county, district or state levels;
acquiring data and furnishing information to producers, farm loan borrowers and farming operations;
writing summary reports; conducting informal training to provide information agriculture programs;
making presentations on agricultural topics; assisting staff with policy guidance; arranging and
scheduling activities of subordinates to complete technical/clerical review; participating in farm
associations and related agricultural organizations in activities which evidence a knowledge of the
economic needs of farm communities and federal agricultural trends; or similar activities.

CO-11 Grade: The candidate shall have one year of qualifying specialized experience at the CO/GS-
9level. Applicants must demonstrate experience in independently conducting agricultural operations
or in participating in the overall administration of one or more agricultural program areas.

Some examples of how this experience may have been gained are: experience as a State office
program specialist with responsibility for participating in interpreting and applying farm program
regulations and requirements; serving as aloan specialist with responsibility for making and/or
servicing routine farm loans; planning and organizing work of lower level employees; developing and
implementing new or revised office policies and procedures; actively participating in the development
or implementation of local farm program policies; serving as representative of more or more
agribusiness interests within the community; compiling data, making presentations or providing
training related to agricultural programs or polices; applying knowledge of agricultural principles and
practices to the successful operation of a diversified farming operation; or similar activities.
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*--Hard-to-Fill Vacancy Announcement (Continued)

CO-12 Grade: The candidate shall have one year of qualifying specialized experience at the CO/GS-
11 level. Applicants must demonstrate experience in administering or significantly impacting
administration of one or more agricultural programs.

Some examples of how this experience may have been gained are: experience as a key State office
program specialist with responsibility for administering one or more programs that are limited in
variety, scope, complexity, controversy or economic impact; serving as aloan specialist with
responsibility for making and servicing farm loans for a substantial range and variety of crops and
agricultural enterprises and/or approving loan-related actions; providing technical information and
assistance regarding farm programs to representatives of business and community groups; leading in
the development of local farm program policies; representing and speaking for recognized or
agribusiness interests; or similar activities.

SPECIAL CONDITIONS OR REQUIREMENTS:

For supervisory or managerial positions, candidate is subject to a probationary period unless prior
supervisory or managerial experience is creditable.

KNOWLEDGE, SKILLSAND ABILITIES (KSA’S):

In order to receive further consideration applicants must address the knowledge, skills and abilities
(KSA’s) listed below:

Knowledge of FSA programs, farm practices, and customs.
Ability to identify and solve problems.

Ability to interpret and apply written regulations.

Supervise and direct the activities of subordinate employees.
Ability to communicate both orally and in writing.

agrwdPE

Note: There are no special forms for these statements. They may be submitted on plain paper with
your name and the announcement number at the top. Y ou should include specific tasks performed, the
dates you performed them, and where you were working at the time.

KSA statements may not be more than 2 single-spaced pages per KSA. Candidates who do not submit
the supplemental statements will not be considered.

BASIS OF RATING:

All applicants will be considered on the basis of their education, experience, supervisory appraisal,
training and awards, Knowledge's, Skills, Abilities (KSA’s) and other characteristics for this position.

*
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(Par. 454)
*--Hard-to-Fill Vacancy Announcement (Continued)

PAY, BENEFITS, AND WORK SCHEDULE:

This is a permanent full-time non-federal appointment. Eligible for health and life insurance, annual
(vacation) and sick leave and will be covered by afederal retirement system.

RELOCATION EXPENSES:

Relocation expenses for current permanent FSA employees may be authorized in accordance with
applicable Agency regulations.

CONDITIONSOF EMPLOYMENT:

Selection and retention in this position is contingent on a successfully adjudicated FBI National
Criminal History Check (fingerprint check) and a background investigation. Prior to employment,
applicable selectees will be required to complete certain paperwork and the information collected on
this form is used to determine suitability for employment.

Y ou will also be required to sign and certify the accuracy of all information in your
application/resume. Y ou must answer all questions truthfully and completely. A false statement on
any part of the declaration or other forms may be grounds for not hiring you or for firing you after you
begin work.

OTHER INFORMATION:

| dentification of promotion potential in this position does not constitute a commitment or an
obligation on the part of management to promote the employee selected at some future date.
Promotion will depend upon administrative approval and the continuing need for an actual assignment
and performance of higher levels.

Before being hired, you will be required to sign and certify the accuracy of the information in your
application if you have not done this using an application form.

This Agency provides reasonable accommodations to applicants with disabilities. The decision on
granting reasonable accommodation will be on a case-by-case basis.
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*--Hard-to-Fill Vacancy Announcement (Continued)

HOW TO APPLY:

Interested applicants who meet the basic eligibility requirements may file for consideration by sending
the following MANDATORY information to the address below:

e Application. You may submit aresume and an FSA-675 (Application for FSA County
Employment), or any other written format. You must include your SSN, your country of
Citizenship, education, and work experience.

e A copy of your most recent performance appraisal (within 18 months). Candidates who are unable
to provide their most recent performance appraisal must provide written justification for its absence.

e Supplemental KSA statements responding to evaluation criteria.

e Current or former employees must submit a copy of their latest Notification of Personnel Action
(SF-50) that shows civil service status for Federal employees or shows status for FSA County
Committee employees.

e A copy of college transcript (if you are using education to qualify).

Employment applications may be mailed through the U. S. Postal Service or any commercial or private
carrier (i.e., Federal Express, United Parcel Service, etc.). Please use the following address:

USDA/FSA/County Office
Address
City, State, Zip code

If you have any questions regarding this announcement or you need to request an application form
(FSA-675), contact .

FSA forms may be obtained from any FSA County Office.
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*--Hard-to-Fill Vacancy Announcement (Continued)

EQUAL EMPLOYMENT OPPORTUNITY:
EEO/Diversity Policy

The USDA is an Equal Opportunity Employer and prohibits discrimination in all its programs and
activities on the basis of race, color, national origin, sex, religion, age, disability, political beliefs, sexual
orientation, and marital or family status. (Not all prohibited bases apply to all programs.) Tofilea
complaint of discrimination, write USDA, Director, Office of the Civil Rights, Room 321-W, Whitten
Building, 1400 Independence Ave. SW, Washington, D.C. 20250-9410 or call (202) 720-5964 (voice or
TDD).

This Agency provides reasonable accommodation to applicants with disabilities. 1f you need a
reasonable accommodation for any part of the application and hiring process, please contact USDA’s
Target Center at (202) 720-2600 (voice or TDD). Decisions on granting reasonable accommodation will
be on a case-by-case basis.

All applicants are considered without regard to race, religion, color, national origin, se, political
affiliation, age (with authorized exceptions), or nay other nonmerit factor.
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Exhibit 48.2
(Par. 454)
*--FSA-1055, CCE Applicant Rating Form

The following is an example of FSA-1055.

This form is available electronically.

FSA-1065 U.S. DEPARTMENT OF AGRICULTURE 1. ANNOUNCEMENT NO.
(04-19-06) Farm Service Agency
COUNTY COMMITTEE EMPLOYEE (CCE) 2. NAME OF APPLICANT
APPLICANT RATING FORM
3. POSITION TITLE [SERIES  [GRADE 4. LOCATION OF POSITION 5. EMPLOYMENT SPECIALIST
6. 7. 8.
APPLICANT'S KNOWLEDGE, SKILLS AND ABILITIES EVIDENCE OF KNOWLEDGE, SKILLS AND ABILITIES RATING*

9. PROMOTION PANEL MEMBER
A. NAME (Type or Print) B. SIGNATURE |DATE (MM-DD-YYYY)

*Scoring Key - 0= No Evidence; 1= Minimally Acceptable;, 3= Satisfactory; 5= Superior. (Review applicant’s application, KSA's, performance appraisal, related awards,
training, and self-development).

The U.S. Department of Agriculture (USDA) prohibits discrimination in allifs progrems and activities on the basis of race, cofor, nationai origin, age. disabifity. and where spplicable, sex, maritel status. familiel status. peremal status. retigion. sexusl orienlation, genstic
information, poltical beliefs, reprisai, o because aif or part of an individual’s income is derived from any public assistance program. (Not ail prohibited bases apply to &l programs.) Persans with disabiities who require alternative means for communioation of
program information (Braille. farge print. audiotape. efc.) should contact USDA's TARGET Center af (202) 720-2600 (vaice and TDD). To file a complaint of discrimination. wiite to USDA. Director. Office of Civil Rights. 1400 Independence Avenue, S.W.. Washington.
D.C. 20250-9410, or calf (800) 795-3272 (voice) or (202) 720-6382 (TOD). USDA is an equal opportunity provider and employer.
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(Par. 454)
*--FSA-1054, CCE Competitive Certificate

The following is an example of FSA-1054.

This form is available electronically.

FSA-1054 U.S. DEPARTMENT OF AGRICULTURE 1. ANNOUNCEMENT NUMBER
(04-19-06) Farm Service Agency
COUNTY COMMITTEE EMPLOYEE (CCE) 2. DATE MM-DD-YYYY)
COMPETITIVE CERTIFICATE
3. POSITION TITLE 4. SERIES AND GRADE

5. ORGANIZATIONAL UNIT AND LOCATION

INSTRUCTIONS TO THE SELECTING OFFICIAL

The selecting official will review the certificate and make a selection in accordance with Handbook 27-PM. The candidates listed below, whose
application(s) are attached have been identified as "best qualified". The candidates are listed in alphabetical order and do not reflect their scores.
Every precaution should be taken to observe and maintain strict confidential nature of the documents. Indicate your selection in the space provided and
return the certificate to your Personnel Office. If this certificate is not returned within 30 days from the date of issuance, please send a memo with
justification of non-selection.

FSA-1056, CCE Evaluation Matrix for each candidate interviewed must be attached with the signed FSA-1054, CCE Competitive Certificate and will be
required at the conclusion of the selection process.

* The symbols to be used for recording actions in column 8 are: S - Selected, D - Declined, NS - Non selected

FOR
INFORMATION PHONE
CALL
If one candidate on this certificate is interviewed, then all candidates must be interviewed
6. BEST QUALIFIED CANDIDATES 7. INTERVIEWED (YES-NO) 8.ACTION *S-D-Ns
9A. NAME & TITLE OF SELECTING OFFICIAL (Typed or printed) |9B. SIGNATURE 9C. DATE OF SELECTION

(MM-DD-YYYY)

The U.S. Department of Agriculture (USDA) prohibits discrimination in afl its programs and activities on the basis of race, color, national crigin, age, disability, and where applicable, sex, marital status, familial
status, parental status, religion, sexual orientation, genetic information, political beliefs, reprisal, or becsuse all or pan of an individual’s income is derived from any public assistance program. (Not all prohibited
bases apply to all programs.) Persons with who require means for (Braille, farge print audiotape, etc.) should contact USDA's TARGET Center at
(202) 720-2600 (voice and TDD). To file a complaint of discrimination, write to USDA, Director, Office of C/wl nghts 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, or call (800) 795-3272
(voice) or (202) 720-6382 (TDD). USDA is an equal opportunity provider and employer.
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(Par. 454)
*--FSA-1054-1, CCE Noncompetitive Certificate

The following is an example of FSA-1054-1.

This form is available electronically.

FSA-1054-1 U.S. DEPARTMENT OF AGRICULTURE 1. ANNOUNCEMENT NUMBER
(04-19-06) Farm Service Agency
COUNTY COMMITTEE EMPLOYEE (CCE) 2. DATE (MM-DD-YYYY)
NON-COMPETITIVE CERTIFICATE

3. POSITION TITLE 4. SERIES AND GRADE

5. ORGANIZATIONAL UNIT AND LOCATION

INSTRUCTIONS TO THE SELECTING OFFICIAL
The selecting official will review the certificate and make a selection in accordance with Handbook 27-PM. The candidates listed alphabetically below, whose
application(s) are attached have been identified as non-competitive referral(s). Every precaution should be taken to observe and maintain strict confidential
nature of the documents. Indicate your selection in the space provided and return the certificate to your Personnel Office. If this certificate is not returned
within 30 days from the date of issuance, please send a memo with justification of non-selection.

FSA-1056, CCE Evaluation Matrix for each candidate interviewed must be attached with the signed FSA-1054-1, CCE Non-Competitive Certificate and will
be required at the conclusion of the selection process.

* The symbols to be used for recording actions in column 8 are: S - Selected, D - Declined, NS - Non selected
FOR
INFORMATION PHONE (Area code)
CALL
6. NON-COMPETITIVE REFERRAL CANDIDATES 7. INTERVIEWED (YES-NO) 8. ACTION *S-D-NS
9. NAME & TITLE OF SELECTING OFFICIAL (Typed or printed) | SIGNATURE DATE OF SELECTION
(MM-DD-YYY)

The U.S. Department of Agriculture (USDA) prohibits discrimination in ail its programs and activities on the basis of race, color, national origin, age, disability, and where applicable, sex, marital status, familial status, parental status,
religion, sexual orientation, genetic information, political beliefs, reprisal, or because all or part of an individual's income is derived from any public assistance program. (Not all prohibited bases apply to all programs.) Persons with
disabilties who require alternative means for communication of program information (Brailie, large print, audiotap, efc.) should contact USDA's TARGET Center at (202) 720-2600 (voice and TDD). To file a complaint of discrimination,
write to USDA, Director, Office of Civil Rights, 1400 independence Avenue, S.W., Washington, D.C. 20250-9410, or call (800) 795-3272 (voice) or (202) 720-6382 (TDD). USDA is an equal opportunity provider and employer.
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(Par. 454)
*--|nstructionsfor the Interview Process

The following are instructions for the interview process.

The basis for the panel interview processisto provide information on how a candidate will performin
the target position through understanding how the candidate has performed in past positions.
Information is obtained by having each candidate describe in detail, past and/or current experiences
that they believe demonstrate their ability to perform in the position.

The STC/COC member’s responsibility is to obtain information about each candidate relative to their
strengths and weaknesses, using a same set of questions and criteria developed for this purpose. To
have a successful interview, take the time to plan and target questions according to the information on
the applicant’ s paperwork.

The interview normally lasts 45 minutes and the panel will take notes during the interviews. Each
candidate will be evaluated on their responses using the FSA-1056 scale of “High”, “Medium”, or
“Low”. The interviews with the application will form the basis on which the decision for a selection
will be made.

Appropriate interview questions should be designed to determine if the prospective applicants has the
skills required for the position. Normally 5 to 7 questions are sufficient; however, the number is not
as important as the content of the question.

Questions may focus on:

e general information on the applicant’s background
e behavioral examples related to specific skills.

Thefollowing are examples of interview questionsthat could be asked:

e What do you think you learned most from your schooling, previous job, or both?
e Inwhat way does this position in FSA meet your career goals and objectives?
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(Par. 454)
*--Instructionsfor the Interview Process (Continued)

Sengitive Interview Areas

Federal EEO laws and regulations provide guidance to employers to ensure that all applicants are
considered fairly without regard to factors unrelated to performance. The following are potentially
discriminatory areas:

race

disability
color

marital status
age

national origin
religion

SEX.

Interview questions may not be based on the preceding subjects. For example, the interviewer may
not ask about the interviewee' s religion or marital status.

A civil rights observer may also be present. The role of the civil rights observer is to ensure that the

evaluations and any conversation about the process in not discriminatory in nature. The observer will
not take part in the interviews or attempt to influence the panel discussion.

Closing Interviews
After asking the intended questions, take the following stepsto close the interview:

e Talk to the applicants about the positive aspects of FSA and the job.
e Save some time for any questions from the applicant.
e Toclosethe interview, explain the FSA selection process to the applicant.

Individual FSA-1056"s and final FSA-1054"s will become part of the official file maintained in the
servicing HRO for 2 years. Retain personal interview notes.
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Exhibit 50
(Par. 477, 479, 480)
Guiddlinesfor Evaluating COT Candidates

A
Interview Panel An interview panel shall:
¢ consist of STC and SED
* evauate each candidate.
B
Assessing Panel shall make judgments based on:
Candidates

o interview
o application forms
+ reference checks that give an indication of a candidate’s:

* background
o suitability.

Additional factors that may be used are:

* recency of any previous work experience and the relation of this experience to
the CED position

* relevance of the college degree to CED work.

Continued on the next page
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(Par. 477, 479, 480)

Guiddinesfor Evaluating COT Candidates (Continued)

C
Evaluations of In evaluations, consider the aspects of experience, education, or training that will
Experience have special value in CED positions. Outside experience has the same weight as

FSA experience.

The candidate must show a record of progressively responsible experience of
sufficient scope and breadth to demonstrate ability to perform CED work.

The quality of the candidates experience can be based on the experience listed in

thistable.

Kind of Experience

Evaluation Criteria

Experience in several agricultural areas

Evaluate at a higher level than experiencein single
agricultural area.

Experience that shows skill in
establishing and maintaining rapport
with others

Evaluate this type of experience at a higher level than
experience that showed an average capacity for doing
this.

Experience in a broad range of
commodities

Evaluate this experience at a higher level than experience
that showed limited responsibility for applying skills and
knowledge to complex and diverse practices.

Experience that shows a high degree of
technical knowledge and judgment

Evaluate this type of experience at a higher level than
experience requiring an average degree of knowledge and
judgement.

Experience in supervisory positions

Obtain reports from present and former supervisorsto
determine whether a candidate is suitable for the CED
Trainee Program.
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(Par. 479)
FSA-227, County Operations Trainee Agreement
A
Acquisition Reproduce FSA-227 locally. Include form number and date on reproductions.
B
Preparation Prepare an original and 1 copy.
C
Distribution Filethe original in the trainee’s personnel file. Give the copy to the trainee.

Continued on the next page
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(Par. 479)
FSA-227, County Operations Trainee Agreement (Continued)

D
Example of Thisis an example of FSA-227.
FSA-227

REPRODUCE LOCALLY. Include form number and date on all reproductions.

FSA-227 U.S. DEPARTMENT OF AGRICULTURE
(08-13-97) Farm Service Agency

COUNTY OPERATIONS TRAINEE AGREEMENT

The County Operations Trainee Program is established to provide fully qualified and trained personnel for
appointment to the position of County Executive Director (CED). It is understood that when an applicant signs this
agreement, the applicant agrees to abide by all conditions set forth in the agreement and in the entirc trainee
program.

I Twill accept training assignments wherever located in the continental United States.

2 Tunderstand that I may be separated from the trainee program at any time if the State FSA Committee finds that
my progress is not satisfactory.

3 Iunderstand that if I decline more than one interview or job offer for a CED position that I may be separated.
4 Tunderstand that I will serve a one-year managerial probationary period effective upon my placement in a CED
position. I further understand that I may be separated at any time during this one-year managerial probationary

period.

5 The trainee program has been explained to me and I understand the conditions of appointment.

SIGNATURE OF APPOINTEE DATE DATE OF ENTRANCE ON DUTY AS A TRAINEE

STATE EXECUTIVE DIRECTOR DATE

This program or activity will be conducted on a nandiscriminatory basis without regard to race, color, religion, national origin, age, sex, marital status, or disabifity.
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(Par. 564)
Template for County Office Vacancy Announcement

Thisis atemplate for a County Office vacancy announcement.

*

UNITED STATES DEPARTMENT OF AGRICULTURE
Farm Service Agency
County Office Committee Service
VACANCY ANNOUNCEMENT

ANNOUNCEMENT NUMBER: (State abbreviation, last 2 digits of the calendar year and 4-digit
sequential number, i.e., TX010023)

OPENING DATE: (Month, day, year)
CLOSING DATE: (Month, day, year; state if gpplications must be received by or postmarked by)
POSITION: (Title, pay plan, series, i.e., Program Technician, CO-1101)
SALARY: (Lowest and highest sdary possible)
GRADE: (Lowest and highest grade levels of the position)
LOCATION: (City and county of the County Office that will be the duty Stetion)
AREA OF CONSIDERATION: Choose one of the following:
FSA-wide Statewide or nationwide
USDA-wide: Statewide or nationwide
Governmentwide: Statewide or nationwide

All sources

Note: All sources announcements are open to any interested candidates anywhere, and are not
restricted to just applicants within the Sate.

Sates may indicate who qualifies for vacancies in the general qualifications statement (i.e., for CED
vacancies. current FSA supervisory or managerial employees or COT's who have completed the
CQOT program).

DESCRIPTION OF DUTIES: < >

*

Continued on the next page
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(Par. 564)
Templatefor County Office Vacancy Announcement (Continued)

*

GENERAL QUALIFICATIONS:

All candidates must be U.S. Citizens, high school graduates or equivaent, and be at least 18 years of age or
17 years of age for high school graduates.

(Mugt lig at least the minimum requirement for the lowest grade levd of this position.)
KNOWLEDGE, SKILLS, AND ABILITIES (KSA):
Y ou should include specific tasks performed, the dates you performed them, and where you were working a

thetime. Supplementa KSA statements may not be more than 2 single-spaced pages per KSA. Eligible
candidates will be screened on the following knowledge, kills, and abilities:

aghrhwbhE

Note: Thereareno specid formsfor these satements. They may be submitted on plain paper with your name
and the announcement number & thetop. Candidateswho do not submit the supplementd statementswill not
be considered.

BASIS OF RATING:

All gpplicantswill be considered on the basis of their education, experience, supervisory appraisd, training and
awards, Knowledgess, Skills, and Abilities (KSA'S).

PAY, BENEFITS, AND WORK SCHEDULE:

(Examples Thisisapermanent full-time non-Federa gppointment. Selecteewill bedigiblefor hedth and life
insurance, annua (vacation) and sick leave and will be covered by aFederd retirement system. -- Or -- This
atemporary part-time (32 hours per week) non-Federal appointment, not to exceed 120 days. Selectee will
be digible for annud (vacation) and sSck leave)

RELOCATION EXPENSES:

(State whether or not relocation expenses will be paid.)

Continued on the next page
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Templatefor County Office Vacancy Announcement (Continued)

*

CONDITIONS OF EMPLOYMENT:

A background security investigation will be required for al new permanent hires. Appointment will be subject
to the gpplicant=s successful completion of a background security investigation and favorable adjudication.
Failure to successfully meet these requirements will be grounds for termination.

OTHER INFORMATION:

Identification of promotion potentid in this position does not congtitute a commitment or an obligation on the
part of management to promote the employee sdected at some future date. Promotion will depend upon
adminigrative gpprova and the continuing need for an actud assgnment and performanceof higher level duties.

Before being hired, you will be required to sgn and certify the accuracy of the information in your application
if you have not done this using an gpplication form.

This Agency provides reasonable accommodations to gpplicants with disabilities. The decison on granting
reasonable accommodation will be on a case-by-case basis.

HOW TO APPLY:

Interested candidates who meet the basic digibility requirements may file for consderaion by sending the
following M ANDATORY information to the address below:

- Applicatiion. You may submit an FSA-675 (Application for FSA County Employment), resume, or any
other written format. Y ou must include your SSN, your country of citizenship, education, and work
experience.

- Supplemental KSA statements responding to evauation criteria

Employment gpplications may be mailed through the U.S. Posta Service or any commercid or private carrier
(i.e, Federa Express, United Parce Service, etc.). Please use the following address:

<> List address.

*

Continued on the next page
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Templatefor County Office Vacancy Announcement (Continued)

*

(If FAX gpplications are going to be accepted, state that and list aFAX number.)

If you have any question regarding this announcement or you need to request an gpplication form (FSA-675),
contact < > (contact name and telephone number; if applicable, dso list e-mail address).

FSA-675 forms may be obtained from any FSA County Office.

The use of U.S. Government envelopes is prohibited. Applications received in such envelopes will not be
consdered.

EQUAL EMPLOYMENT OPPORTUNITY:

The Federd Government is an Equal Opportunity Employer.

Candidates will be consdered without discrimination for any nonmerit reason such as race, color, nationa
origin, gender, religion, age, disability, political beliefs, sexud orientation, and marita or family status or
membership or nonmembership in any employee organization.
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(Par. 564)
*--Entering Vacancy Announcement Information Into USDAJOBS

Job Search « USAJOBS by Email « FAQs « Forms

Job Summary

This program uses Java Script language for some special features, such as the
Duty Location Search. A link has been included for users who do not have Java
Secript.
After selecting SUBMIT, do not use the Back button to return to the job
summary. To make changes, use one of the 'make change' icons or return to the
record using the Edit function. Using the Back button after submitting may create
a second job record.
Most web browsers are able to use the Help functions and then return to your
document. With older browsers you may experience difficulty moving from the
Help back to a page that had data added.

7

HELP

Who may apply?
Check all that apply. You must select at least one.

o Select Public and/or Status when jobs are open to applicants outside your
agency.

¢ Seclect Agency Employees Only when jobs arc open only to agency
employees but the announcement should appear in USAJOBS.

'« Check Internal - Agency Page Only when jobs are open only to agency
employees and should appear on agency s internal web link but NOT in the
USAJOBS delivery system. | =

Note: select: “Public” for All Sources announcements;
select “Agency Employees only” for FSA-Statewide or
FSA-Nationwide.

See Help for additional informatiofy

¥l Public
I} Status / Federal Civil Service Employees

I} Agency Employees Only - Appearing in USAJOBS

[ Internal - Agency Page Only |"Internal." Not recommended - Announcements

will only appear on the Internal Agency page
nd will not be accessible to those trying to view
HELP

Agency Announcement Number

Rvacancies from a computer not logged on the
FSA network.

Enter your agency announcement number (maximum 27 characters) All ASCI1
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Exhibit 62
(Par. 564)
*--Entering Vacancy Announcement Information Into USDAJOBS (Continued)

characters (alpha, riumeric, and other symbols on the keyboard) are acceptable.
|VA0200017

Job Title

Enter the position title, organizational title, or occupational title. Space is limited
to 60 characters. Do not begin titles with words such as general, interdisciplinary,
professional, or supervisory.

|PROGRAM TECHNICIAN (CO) :
7 Very important: Type "(CO) " after job title. This is

a keyword used in defining the search criteria used

in performing a job search for county office

- lvacancies.

Type the appropriate code in the box. For SES executive development
opportunities, use CD or EM. If your pay plan is not included, use GG (equivalent
to GS grade). For volunteer service, use pay plan ZZ.

Occupational Code
Type the 4-digit Series in the box. For interdisciplinary jobs, create separate
records for each occupational series covered. Click on 'Occupational Code' for a
list of occupational titles and codes.

[Tio1

HELR

Include in Information Technology Search?

» Choose Yes when the job should be included in the IT search.

o Select No when the job does not require special IT skills,

o IT duties include designing, managing, programming and/or establishing
requirements for an IT system. Entry level positions must be part of a career
ladder with increasing need for high IT skills.

© Yes ® No|Always select "no"
this does not apply.
HELP

Pay Grades

Enter the starting (required) and ending grades for which you will accept
applications. For SES and pay-band jobs: enter the lowest and highest rate(s) you
will offer. Promotion potential may be left blank.

LOW HIGH
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Exhibit 62
(Par. 564)
*--Entering Vacancy Announcement Information Into USDAJOBS (Continued)

“Promotion Potential: 07 N

Salary Information
Pay Schedule -- Select one (required).

@ ANNUAL ¢ BI-WEEKLY © HOURLY O MONTHLY © WEEKLY C Unpaid

Salary

Starting salary is required. When several cost of living areas are covered, show
lowest and highest salary to be offered and provide location details in the
announcement.

Starting: §]19667 | to §J39779

Open Period
Required format for date: MM/DD/YYYY
Enter the opening and closing dates for your job announcement. Announcements
will appear automatically on the opening day and be removed at midnight Eastern
Time on closing day. Minimum epen period for competitive announcements is
five working days.

J09/12/2002 | To [10/12/2002 [Vacancy announcements must be
- open for a minimum of 14 days.

Duty Locations

The Code is used by the phone system to voice the duty location and by all
delivery system components to identify the state for searches. When a Search icon
is shown it can help you to identify the location and set the Duty Location Code.
The location/city added by the Search may be modified. If the Search icon is not
shown on your screen, select 'Duty Location Code' for a complete list.

Duty
# . . Location
. Duty Location/Ci State
Vacancies v v Code  [Helpful hint: If the
[Click on search for list of states/towns/cities. etc. | (4 Digits)|specific duty

location is not
listed; choose the
geographic
location closest to
the actual duty
station and then
type over the one
in the box,

INorthern Virginia 1 IvAa_ 1 o101

| T
i ] - 1]
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Exhibit 62
(Par. 564)
*--Entering Vacancy Announcement Information Into USDAJOBS (Continued)

Duration

Mandatory fields. Identify duration information as stated in the announcement.
Information will be provided to job seekers on USAJOBS

Hours
@® Full-Time (more than 32 hours per week)
¢ Part-Time (less than 32 hours per week)

Appointment Term
© Temporary @ Permanent
O Term Appt, NTE 13 mos 'O Term Appt, NTE 2 yrs
© Term Appt, NTE 3 yrs C Term Appt, NTE 4 yrs
© Seasonal © Summer
O ICTAP eligibles only ) Agency Employees Only

Remark Information
Remarks
This space provides an opportunity to publicize your job. Include information on

any special skills that are required, tests or conditions for employment, or - v
conditions that would encourage someone to apply for a hard to fill job. Itis recommended to

- e . include the highlighted
1The area of consideration is open to ALL SOURCES. information. Additional

information may be
added when applicable;
i.e., special skills
required, recruitment
bonus offered, etc.,

IThis is a full- time permanent NON-FEDERAL position..

ISee full vacancy announcement for MANDATORY application and’

lqualification requirements.

Helpful hint: If you type
in all caps you will be

able to fit more text per
line than in lower case.

Remark Codes

Remark codes are used by USAJOBS By Phone to provide pre-recorded
information to callers. If you do not know the codes you may select Search, review
the list of remarks, and choose up to five. If the Search icon is not there, select
'Remark Codes' for a list of available codes. -

| i I I 1

This is optional
and not required.

4-7-04 27-PM (Rev. 1) Amend. 10 Page 4



Exhibit 62
(Par. 564)
*--Entering Vacancy Announcement Information Into USDAJOBS (Continued)

Student Employment Opportunities

Select summer for summer positions that may start in mid-May and end by
September 30. Temporary positions may be year round and include seasonal.
Mark Co-Op for paid work-study partnerships. Select Volunteer for unpaid work
experiences. Choose Federal Intern for developmental assignments offered to
individuals who have completed their formal education. See help for additional

information.
?'Wayf select [® None  Summer © Temporary € Co-Op
none > Volunteer ¢ Federal Intern

?

Part Time Employment
Could position be filled as part-time or job share?

» Check the part-time option if the vacancy you are announcing is for part-
time employment or you would consider hiring an applicant as part-time or
using job sharing.

s Part-time employment is considered 32 hours or less.

C YES @ NO|SeIect what is applicable. l

Hyper-Link to Agency Web Site

This field allows you to add a URL link to a required form, your agency web site,
or to a special application. The URL must provide the complete site identification
information; this information will be embedded in the web page. The Description
provides identification for the user. ‘

URL Link
|

URL Description

| |

Internal Contact Information

The following information will be used for internal purposes only by OPM --
to contact you if there are questions regarding the announcement or we are unable

~ to send faxes or emails. The phone number must lead to a 'live' contact. Requests
for announcements will be forwarded to the fax number or Internet mail address
provided based on the preference shown under Form Information.

Name: |Your Name |
Phone Number: [Your phone | |
Fax Number (mandatory): Jyour fax Pl
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ibit 62

(Par. 564)

*--Entering Vacancy Announcement Information Into USDAJOBS (Continued)

Internal Contact Internet Address: [Your e-mail address

Public Contact Information

number, and address are mandatory. The phone number should allow callers to
leave a verbal request. For telephone numbers outside the United States, please
remember to include your overseas and country code.

The following information will be provided to job seekers. A contact name, phone

'.Contact Nam 3

! ]

input the contact
name/office that is listed

organization. This information will be use to identify the agency in
USAJOBS searches and in job information. If you are unsure of the
code select Search. If the Search icon is not available, select Hiring
Agency/Organization' for a list of agency codes.

Contact Phone: l - Ext. | lon the Vacancy
Agency/organization name: | | announcement.
| J
| |
| ;
24 | | Zip: | |
Internet Address: [ ‘
TDD Phone Number (Optional): | |
'Please prov1de the agency 'CPDF ' code assigned to the hiring [AGFA

HELR

Form Information

Job seekers who are using USAJOBS by Phone are unable to access and read the
announcement. They may request that the announcement and required forms be
mailed to them. Mailing requested announcements ensures that you meet public

. notice requirements.

Requests will be forwarded via... © Fax @ Internet

Resumes

Receipt of electronic resumes is optional. If Yes is selected below, please indicate
format and email address to be use. Additional information on electronic resumes
is provided under Help. :

Recommended to
select "internet”
Requests will be
e-mailed to the
internal contact
person named
above. Unless you
have a dedicated
fax; you may get
several requests
and may tie up your
fax machine.

@ No

Do you wish to accept electronic resumes for this announcement? C Yes

select "no” We are not set up to accept elctronic resumes.

4-7-04 27-PM (Rev. 1) Amend. 10
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Exhibit 62
(Par. 564)
*--Entering Vacancy Announcement Information Into USDAJOBS (Continued)

eneric Resume Formd
DOD Format
3 - Dept. of Justice Format

What format will be used for resumes?

Send resumes to Internet email address:

When you have completed your entry, please select the method you will use to
create your vacancy announcement. Your job summary will be reviewed for
completeness. If there are errors, your entry form will be returned with a list
of errors for you to correct and re-submit.

When your entry passes the edits, you will continue into the vacancy
announcement builder or file paste option.

Please be patient -- access through the Internet and web processing may take
thirty seconds to two minutes, depending on the current traffic on the
Internet.

Helpful hint:: Recommend "file paste option" This will allow you to have the vacancy
announcement open in Word or WordPerfect and cut and paste the entire announcement. The job
seeker will then see the full announcement after the job summary. If the announcement builder is
used; it breaks everything up into sections, takes MUCH longer to create and the chance of
leaving important information out is greater. ,
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Exhibit 62
(Par. 564)

*--Entering Vacancy Announcement Information Into USDAJOBS (Continued)

“‘*‘U SA

Name of hiring agency;
Announcement Number;

Duty location; and

postmarked date, etc.;
e Who may apply;

¢ Entrance pay;

¢ Basis of rating;

e Any information dealing with how .
application receipt will be controlled, such
as the use of early cut-off dates, received or

¢ Qualification requirements, including
knowledge, skills, and abilities;

o Brief description of duties;

Opening date and application deadline (closing date)

Announcement File Paste Option

This option will allow you to retrieve an announcement from your word processing program and
paste it into the block provided. No checks are done to be sure that your announcement is
complete or accurate.

The following elements will be added to the announcement by the job entry program:

Position title, series, pay plan, and grade (or pay rate);

Please be sure that your announcement includes all of the following required elements:

e What to file;

Instructions on how to apply;
Information on how to claim veterans
preference, if applicable;

o Definition of well-qualified,;
e Reasonable accommodation

statement

Information on how CTAP and/or
ICTAP candidates may apply,
including required proof of
eligibility; and

Equal employment opportunity
statement

Use cut and paste to copy your full announcement from a word processing program.
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Exhibit 62
(Par. 564)

*--Entering Vacancy Announcement Information Into USDAJOBS (Continued)

"Paste" full vacancy announcement in the space provided below.’

<CURRENT VACANCY ANNOUNCEMENT TEMPLATE>
UNITED STATES DEPARTMENT OF AGRICULTURE

Farm Service Agency
County Office Committee Service

VACANCY ANNOUNCEMENT

ANNOUNCEMENT NUMBER: (state abbreviation, last two digits of the
{calendar year and 4 digit sequential number, i.e. TX010023)

OPENING DATE: (month, day, year)

CLOSING DATE: (month, day, year, (state if applications must
be received by or postmarked by)

POSITION: (title, pay plan, series, i.e. Program Technician CO-
1101)

SALARY: (lowest and highest‘salary possible)

GRADE: (lowest and highest grade levels of the position)
LOCATION: (city and county of the county office that will be the

duty station)

Please hold announcement for copying during the next 90 days. [

I

When you have completed your announcement, please select SUBMIT button. There will
be NO edits performed on the text of your announcement; please be sure you have met

competitive requirements.

Please be patient — your job will be submitted over the internet. Access through the
Internet and web processsing may take some time.

After processing, a record of job entry (with control number) will appear. We recommend that you print
this job record for your files. You will also be able to print and/or save a copy of your announcement.
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Exhibit 63

(Par. 564)
*--Recording Job Entries
RECORD OF JOB ENTRY
Below you will find a record of the data saved to the Federal Jobs Database for the Control
Number shown. Please check the record for accuracy. If you wish to make any changes to the
record, please use the edit feature in this program. Use the “Print” button on your browser to
print a copy of this record for case file documentation.
CONTROL NUMBER: [H1199 Once upload is complete the
JOBTYPE: Federal record of job entry should be
STUDENT EMPLOYMENT: No reviewed for errors, printed and
PART-TIME EMPLOYMENT: No stored in the case file. The control
WHO MAY APPLY?: Internal - Systemwide number allows you to edit, delete,
AGENCY ANNOUNCEMENT NUMBER: NYO020008 or update the vacancy
OCCUPATIONAL SERIES: 1101 announcement if needed.
IT Job: N

JOB TITLE: PROGRAM TECHNICIAN (CO)
PAY PLAN: GG
PAY TYPE: A
MINIMUM STARTING SALARY: §$19667
MAXIMUM SALARY: $39779
BEGINNING GRADE: 03
ENDING GRADE: 07
PROMOTION POTENTIAL: 07
OPENING DATE: 09/13/2002
CLOSING DATE: 09/27/2002 .
LOCATION 1 - NUMBER OF VACANCIES: 0001
LOCATION 1-CITY OR LOCATION NAME: WATERTOWN/LOWVILLE
LOCATION 1-STATE: NY
LOCATION 1 -DUTY LOCATION CODE: 0515
LOCATION 2 - NUMBER OF VACANCIES (OPTIONAL):
LOCATION 2 - CITY OR LOCATION NAME (OPTIONAL):
LOCATION 2 - STATE (OPTIONAL):
LOCATION 2 - DUTY LOCATION CODE (OPTIONAL):
LOCATION 3 - NUMBER OF YACANCIES (OPTIONAL):
LOCATION 3 - CITY OR LOCATION NAME (OPTIONAL):
LOCATION 3 - STATE (OPTIONAL):
LOCATION 3 - DUTY LOCATION CODE (OPTIONAL):
DURATION

HOURS: Full-Time

APPOINTMENT - Permanent
CONTACT NAME: JEFFERSON COUNTY FSA OFFIC
CONTACT PHONE NUMBER: 315-782-7289
CONTACT ADDRESS 1: USDA FARM SERVICE AGENCY
CONTACT ADDRESS 2: JEFFERSON COUNTY OFFICE
CONTACT ADDRESS 3: PO BOX 838
CONTACT ADDRESS 4: 21168 NYS RT. 232
CONTACT CITY: WATERTOWN
CONTACT STATE: NY
CONTACT ZIP: 13601
INTERNET ADDRESS:
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Exhibit 63
(Par. 564)
*--Recording Job Entries (Continued)

TDD Phone number:
URL Link
URL Desc
HIRING AGENCY/ORGANIZATION CODE: AGFA
INTERNAL CONTACT NAME: BOBBIE FARLEY
INTERNAL PHONE NUMBER: 2024188997
INTERNAL FAX NUMBER: 2024189128
INTERNAL INTERNET ADDRESS: CO_VACANCY_REQUEST@WDC.USDA.GOV
RECEIVE FORMS REQUEST (F/T): 1
ACCEPTING ELECTRONIC RESUMES FOR ANNOUNCEMENT? N
* FORMAT FOR RESUMES (WHEN ACCEPTED) 001
» E-MAIL ADDRESS FOR TRANSMITTING RESUMES (WHEN ACCEPTED)
REMARKS LINE 1: The area of consideration is open to FSA-STATEWIDE ONLY.
REMARKS LINE 2: This is a full- time permanent NON-FEDERAL position.:
REMARKS LINE 3: See full vacancy announcement for MANDATORY application and
REMARKS LINE 4: qualification requirements.
REMARKS LINE 5: The OPM pay indicator of GG stands for GS equivalent pay, the actual
REMARKS LINE 6: pay plan is CO.
REMARK CODE 1:
REMARK CODE 2:
REMARK CODE 3:
REMARK CODE 4:
REMARK CODE 5:
END OF RECORD

A text file vacancy announcement of the information you have entered will be prepared for
delivery by the USAJOBS information systems. Click on view vacancy announcement if would
like to view, print and/or save the vacancy announcement file.

To Print the Announcement: Use the print feature on your browser. To disable the headers and
footers that may appear on the document, please click on File on your tool bar, then Page Setup.
Deselect the items shown under “Header” and “Footer.”

To Save the Announcement: To save an ASCII text copy of your vacancy announcement, select
"File" then "Save As..." from the toolbar on your web browser. Name your file as you would like,
followed by the extension .txt; for example, ann1234.txt. This will save the text to your local
system. After saving the file, you will be able to import it to your own word processing software
for additional editing or move the file to another system.
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(Par. 627)
Intermittent Service Conversion Chart
A
Service Before Use this chart for service performed before March 1, 1986. Daysworked are
March 1, 1986 expressed in terms of credit time by the corresponding months and days.
260-Day (2,080 Hour) Work Year
Month
Days Under | 1and | 2and | 3and | 4and | 5and | 6and | 7and | 8and | 9and | 10and | 11 and
1 Up Up Up Up Up Up Up Up Up Up Up
0 43 65 108 130 173 195 238
1 22 44 87 109 152 174 217 239
2 23 66 88 131 153 196 218
3 24 45 67 89 110 132 154 175 197 219 240
4 46 68 111 133 176 198 241
5 25 47 90 112 155 177 220 242
6 4 26 69 91 134 156 199 221
7 48 70 113 135 178 200 243
8 27 49 92 114 157 179 222 244
9 28 50 71 93 115 136 158 180 201 223 245
10 29 72 94 137 159 202 224
11 51 73 116 138 181 203 246
12 30 52 95 117 160 182 225 247
13 9 31 74 96 139 161 204 226
14 10 32 53 75 118 140 183 205 248
15 11 54 76 97 119 141 162 184 206 227 249
16 33 55 98 120 163 185 228 250
17 12 34 77 99 142 164 207 229
18 13 56 78 121 143 186 208 251
19 35 57 100 122 165 187 230 252
20 14 36 79 101 144 166 209 231
21 15 37 58 80 102 123 145 167 188 210 232 253
22 16 59 81 124 146 189 211 254
23 38 60 103 125 168 190 233 255
24 17 39 61 82 104 147 169 212 234
25 18 83 126 148 191 213 256
26 40 62 105 127 170 192 235 257
27 19 41 63 84 106 128 149 171 193 214 236 258
28 20 42 85 107 150 172 215 237
29 21 64 86 129 151 194 216 259

Continued on the next page
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Exhibit 65

(Par. 627)

Intermittent Service Conversion Chart (Continued)

B

Service After Use this chart for service performed after February 28, 1986. Hours worked are

February 28, 1986 expressed in terms of credit time by the corresponding months and days.

2,087-Hour Work Y ear
Month
Under [ 1and | 2and | 3and | 4and | 5and | 6and | 7and | 8and | 9and | 10and | 11 and
Days| 1 Up Up up Up Up Up Up Up Up Up Up

0 0 174 348 522 696 870 1044 1217 1391 1565 1739 1913
1 6 180 354 528 701 875 1049 1223 1397 1571 1745 1919
2 12 186 359 533 707 881 1055 1229 1403 1577 1751 1925
3 17 191 365 539 713 887 1061 1235 1409 1583 1757 1930
4 23 197 371 545 719 893 1067 1241 1415 1588 1762 1936
5 29 203 377 551 725 899 1072 1246 1420 1594 1768 1942
6 35 209 383 557 730 904 1078 1252 1426 1600 1774 1948
7 41 214 388 562 736 910 1084 1258 1432 1606 1780 1954
8 46 220 394 568 742 916 1090 1264 1438 1612 1786 1959
9 52 226 400 574 748 922 1096 1270 1444 1617 1791 1965
10 58 232 406 580 754 928 1101 1275 1449 1623 1797 1971
11 64 238 412 586 759 933 1107 1281 1455 1629 1803 1977
12 70 243 417 591 765 939 1113 1287 1461 1635 1809 1983
13 75 249 423 597 771 945 1119 1293 1467 1641 1815 1988
14 81 255 429 603 777 951 1125 1299 1472 1646 1820 1994
15 87 261 435 609 783 957 1130 1304 1478 1652 1826 2000
16 93 267 441 615 788 962 1136 1310 1484 1658 1832 2006
17 99 272 446 620 794 968 1142 1316 1490 1664 1838 2012
18 104 278 452 626 800 974 1148 1322 1496 1670 1844 2017
19 110 284 458 632 806 980 1154 1328 1501 1675 1849 2023
20 116 290 464 638 812 986 1159 1333 1507 1681 1855 2029
21 122 296 470 643 817 991 1165 1339 1513 1687 1861 2035
22 128 301 475 649 823 997 1171 1345 1519 1693 1867 2041
23 133 307 481 655 829 1003 1177 1351 1525 1699 1873 2046
24 139 313 487 661 835 1009 1183 1357 1530 1704 1878 2052
25 145 319 493 667 841 1015 1188 1362 1536 1710 1884 2058
26 151 325 499 672 846 1020 1194 1368 1542 1716 1890 2064
27 157 330 504 678 852 1026 1200 1374 1548 1722 1896 2070
28 162 336 510 684 858 1032 1206 1380 1554 1728 1901 2075
29 168 342 516 690 864 1038 1212 1386 1559 1733 1907 2081
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FSA-67A, Statement of Prior Federal/County Service

A
Example of
FSA-67A, Page 1

7-5-01

Exhibit 67
(Par. 644)

Thisis an example of FSA-67A, page 1.

FSA-67A

U.S. DEPARTMENT OF AGRICULTURE
{05-11-98) Farm Service Agency

(Please read the folk

STATEMENT OF PRIOR FEDERAL/COUNTY SERVICE

before completing this form)

PRIVACY ACT STATEMENT

Sectiorn 6303 of 5 U.S.C., "Annual Leave Accrual
authorizes collection of information to determine and
record service that may be creditable for accrual of
annual leave. Part 351503, 5 C.F.R., “Length of
Service,” authorizes collection of data to determine and
record service that may be creditable for reduction-in-
force retention purposes

Information about prior Federal/County civilian and
military service is collected and maintained in your
Official Personnel Folder {OPF). The information you
furnish may be disclosed to other Federal/County
agencies or

Congressional or Judicial Offices in order to verify it or in
connection with your application for a job, license, grant, o
other benefit. It may also be disclosed to a national. state
or local law enforcement agency where there is indication of
a violation or potential violation of civil or criminal law ol
requlation, or to another Federal agency or court when theg
Government is party to a suit.

Furnishing this information is voluntary; however, failure tg
do so may result in your not receiving credit for prior service

|. WHAT IS NEEDED TO VERIFY PRIOR SERVICE.

In order for your employing agency to credit your prior
service for benefits, such as leave accrual, the dates of
your active uniformed service and the type(s) of
appointment(s) and dates of civilian service must be
verified. Dates of active uniformed service are verified
from the records issued by the branch of service in which
you served. Dates and types of appointments to civilian
positions are usually verified from Notifications of
Personnel Action or (CSC- or OPM-approved exceptions
thereto), and payroll records (including records of
deductions made under the Civil Service Retirement
System-Standard Form 2806). The information on the
application you submitted for the appointment you are
receiving, along with the information on page 2 of this
form, will be used by your agency to identify the
Federal/County employers and periods of employment for
which records must be obtained to verify the prior service.

When Notification of Personnel Action or payroll records
cannot be located to verify a period of service, and the
service was covered by Social Security, a detailed
staternent of earnings information (showing periods of
employment and the name of the employer} from the
Social Security Administration will be accepted as proof
of service.

If no personnel, payroll, or social security records can be
located, then your agency can accept secondary evidence
of civilian employment, as explained below. When the
secondary evidence you submit includes your affidavit
regarding one or more periods of service, that affidavit
should be made on page 2 of this form.

li. USE OF SECONDARY EVIDENCE TO VERIFY
FEDERAL SERVICE.

Secondary evidence may be considered as proof of
Federal civilian service ONLY when official Government
records are lost, destroyed, or incomplete.

Necessarily, the BURDEN OF PROOF 1S ON THE PERSON
CLAIMING SERVICE that is not supported by official record
in the custody of the U.S. Government. [f you decide tg
claim credit for a period of service by submitting secondary
evidence, it is important that you SUBMIT ALY
DOCUMENTS IN YOUR POSSESSION that tend to prove
you performed the service claimed, and that the service, i
performed, was creditable for leave accrual and reduction-in
force purposes. NO CREDIT can be allowed for any servicg
that is NOT SUBSTANTIATED by valid and conclusivg
secondary evidence. The following is applicable only if yoy
are providing secondary evidence.

DOCUMENTARY EVIDENCE: Submit as many as possiblg
of the documents listed in item A below. If your agency findg
that these documents are insufficient to determing
creditability, the documents listed in items B and C may bg
considered, but less weight will be given to such evidence.

A.  Copies of official documents or letters about theg
service. These may be notices of
appointment/separation; notices of changes in
position/salary, organization, or headquarters; travel
orders; payroll cards; ID's, etc.

B. Private records such as a diary, correspondence
copies of income tax returns, employmen
applications, credit applications, etc., that mention
the Federal employer and the claimed service
Private records must have been made during o
shortly after the period of service.

C. Any other documentary evidence tending to prove
the service was actually performed and the starting
and ending dates of the service.

27-PM (Rev. 1) Amend. 1
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Exhibit 67
(Par. 644)
FSA-67A, Statement of Prior Federal/County Service (Continued)

B
Example of Thisis an example of FSA-67A, page 2.
FSA-67A, Page 2

FSA-67A (REVERSE) (05-11-98)

STATEMENT OF PRIOR FEDERAL/COUNTY SERVICE
(To Be Completed By Employee)

1. Name (Last, First, Middle Initial) 2. Birth date (Month, Day, Year)

Job, Iwanna 09-20-65

3. Daes the application that you submitted, for the position to which you are being appointed, list YES (if "YES,” mark this block and then
all of your Federal government civilian and uniformed service, including beginning and ending skip to ltem 7.)

dates, as well as the type of appointment and work schedule for civilian service? v NO (if ‘NO,” mark this block and complete

items 4-7.)
4. List below your prior civilian service (include service with the D.C. Government on appointments made before January 1, 1980).

Name and Location of Agency FROM TO Type of Appointment and Work Schedule
(Full-Time, Part-Time or Intermittent)
Year Month Day Year Month Day

USDA-ASCS Wood County 1990 06 04 1990 09 29 Intermittent - Temp.

USDA - NRCS 1991 02 09 1991 10 05 Intermittent - Temp.

USBA - FSA Rains County 1994 0% 26 1999 08 09 Full-time - Perm.

USDA - FSA Wood County 1999 08 12 2000 05 04 Full-time - Perm.

USDA - FSA Smith County 2000 07 03 2001 o7 613 Part-time - Temp

5. During periods of employment shown in item 4, did you have a total of more than 6 months v | YES (If "YES,” list the following

absence without pay during any one calendar year?
NQ  (If "NO,” go to item 6).

Type if Known FROM TO TOTAL
{LW.O.P., Furlough, Suspension, AW.O.L., ar
Placement in Nonpay status From Seasonal or On- Year Month Day Year Month|{ Day Years Months Days
Call Employment)
LWOP 1996 01 0% 1596 07 12 6 3
LWoP 1997 04 15 1997 Q7 30 3 15
Furlough 1997 09 01 1997 12 31 3 30

6. List all uniformed service below. (List active service in any branch of the Armed Forces of the United States, including active duty as a reservist, and
active service in the commissioned corps of the Public Health Service or of the National Oceanic and Atmospheric Administration. Also list Merchant
Marine service if it interrupted Federal civilian service.)

FROM TO Discharge
Branch (H: or Dishonorable)
Year Month Day Year Month Day
U.s. Army - Active Duty 1983 01 05 1985 01 05 Honorable
7. SIGNATURE DATE (Month, Day, Year)
/s/ Iwanna Job 8-01-01
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Exhibit 68

(Par. 644)
FSA-67, Service Computation Date and Retirement Coverage Worksheet
A
Completing Complete Part A for all employees except those with intermittent work schedules.
Part A Use these tables to complete Part A. See subparagraph G for completed FSA-67.
Item County Office Instructions

Enter employe€e’ s name.

2 Enter effective date of employee’s current appointment in year, month, and day format
(YYMMDD).

3 List names of al previous employers for which creditable full-time and part-time civilian
service and active military duty has been performed. Se¢ paragraphs 591 and|592 ffor
determination of creditable service.

4 Enter effective date of each appointment in year, month, and day format (YYMMDD).

Enter separation date of each appointment in year, month, and day format (YYMMDD).
Note: Add 1 day to each separation date unless the break in serviceis:

o 3 days, then add 3 days
o 2 days, then add 2 days.

Enter date from item 2.

Add all appointment datesin items 4 and 6, and enter result.

Add all separation dates in item 5, and enter result.

O (00 |V |O

Enter total fromitem 8.

10 | Subtract item 9 from item 7, and enter result. When necessary, adjust date to reflect a
realistic calendar date. See subparagraph 628|D.

11 | Enter tota intermittent service from item 47.
12 | Enter excess LWOP from item 54.

13 | Subtract item 11 fromitem 10, and add item 12 to the result. Enter the result. When
necessary, adjust date to reflect arealistic calendar date. See subparagraph 628|D.

Continued on the next page
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Exhibit 68

(Par. 644)
FSA-67, Service Computation Date and Retirement Coverage Worksheet (Continued)
A
Completing
Part A
(Continued)
Item County Office Instructions (Continued)

14 Enter comments when necessary.

and
16

15 | State Offices shall complete these items.

[tem

State Office Instructions

15 | The State Administrative Officer, or designee, shall date and initial each line on which an
entry has been changed, added, or deleted. Leave blank when no modification has been
made.

16 | Enter comments when necessary.

B
Completing
Part B

7-5-01

Complete Part B for all employees covered by CSRS, CSRS Offset, or FERS.

When creditable service for Part B isthe same as Part A and SCD is the same,
completed this part as follows:

* enter the notation, “Same as Part A”, initem 17
* enter SCD initem 27
+ |eavethe other items blank.

This part must be completed in full when creditable service is not the same as
Part A.

Continued on the next page
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Exhibit 68

(Par. 644)
FSA-67, Service Computation Date and Retirement Coverage Worksheet (Continued)
B
Completing Use these tables to complete Part B when creditable service for Part B is not the
Part B same as Part A.
(Continued)
Item County Office Instructions

17 | List names of al previous employers for which creditable full-time and part-time civilian
service and active military duty has been performed. See paragraphs 577 and or
determination of creditable service.

18 | Enter effective date of each appointment in year, month, and day format (YYMMDD).

19 | Enter separation date of each appointment in year, month, and day format (YYMMDD).
Note: Add 1 day to each separation date unless the break in serviceis:
o 3 days, then add 3 days
o 2 days, then add 2 days.
20 | Enter date fromitem 2.
21 | Add al appointment datesin items 18 and 20, and enter result.
22 | Add al separation dates in item 19, and enter result.

23 | Enter total from item 22.

24 | Subtract item 23 fromitem 21, and enter result. When necessary, adjust date to reflect a
realistic calendar date. See subparagraph 628|D.

25 | Enter eligible intermittent service from item 47 for which a service deposit has been made.
26 | Enter excess LWOP from item 54.

27 | Subtract item 25 from item 24, and add item 26 to theresult. Enter the result. When
necessary, adjust date to reflect arealistic calendar date. See subparagraph 628|D.

28 | Enter comments when necessary.
29 | State Offices shall complete these items.

30

Continued on the next page
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Exhibit 68

(Par. 644)
FSA-67, Service Computation Date and Retirement Coverage Worksheet (Continued)
B
Completing
Part B
(Continued)
Item State Office Instructions

29 | The State Administrative Officer, or designee, shall date and initial each line on which an
entry has been changed, added, or deleted. Leave blank when no modification has been
made.

30 Enter comments when necessary.

C
Completing Complete Part C for all employees covered by FERS.
Part C
Use these tables to complete Part C.
ltem County Office Instructions

31 Enter date from item 13. See paragraph 614]

32 | When employee has active duty military time credited in SCD for leave, determine the
amount of military service by subtracting the separation date from the appointment date.
Enter the result.

33 | Additems 32 and 31, and enter the result. When necessary, adjust date to reflect arealistic
calendar date. See subparagraph 628|D.

Note: Enter 1/1/84 when computed result is a date before 1/1/84.

34 | Enter comments when necessary.

35 | State Offices shall complete these items.

36

Continued on the next page
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Exhibit 68

(Par. 644)
FSA-67, Service Computation Date and Retirement Coverage Worksheet (Continued)
C
Completing
Part C
(Continued)
Item State Office Instructions

35 | The State Administrative Officer, or designee, shall date and initial each line on which an
entry has been changed, added, or deleted. Leave blank when no modification has been
made.

36 | Enter comments when necessary.

D
Completing Complete Part D for all employees.
Part D
Use these tables to complete Part D.
ltem County Office Instructions

37 | Determine employee’s retirement coverage. See 22-PM and 28-PM for guidance. Check the
appropriate block.

38 | Enter comments when necessary.

39 | State Offices shall complete these items.

40

Continued on the next page
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Exhibit 68
(Par. 644)

FSA-67, Service Computation Date and Retirement Coverage Worksheet (Continued)

D
Completing
Part D
(Continued)
Item State Office Instructions
39 | The State Administrative Officer, or designee, shall date and initial when retirement coverage
has been changed. Leave blank when no modification has been made.
40 | Enter comments when necessary.
E
Completing Complete Part E for employees who have intermittent or LWOP service.
Part E
Use these tables to complete Part E.
ltem County Office Instructions
41 | List the names of the employers where the creditable intermittent service was performed. See
42 | Enter in year, month, and day format (YYMMDD):
+ effective date of each appointment under the “From” column
» separation date of each appointment under the “To” column.
43 | Enter the number of intermittent days or hours worked for each appointment. See
subparagraph 6214 C for instructions on crediting intermittent service.
44 | Enter the converted calendar time in year, month, and day format (YYMMDD). See
| subparagraph 627 D for instructions on how to convert intermittent time to calendar time.
Continued on the next page
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Exhibit 68

(Par. 644)
FSA-67, Service Computation Date and Retirement Coverage Worksheet (Continued)
E
Completing
Part E
(Continued)
Item County Office Instructions (Continued)

45 | Determine the actual calendar time by subtracting the effective date from the separation date
for each appointment shown in item 42, and enter the result.

Note: Add 1 day to the separation date unless the break in serviceis:

o 3 days, then add 3 days
o 2 days, then add 2 days.

46 | Enter the time from item 44 or item 45, whichever is the lesser for each period of service
listed.

Note: The amount of service credited cannot exceed the actual calendar time for the period
involved.

47 | Enter the total of al entriesin item 46.

Note Thetota amount of time entered in item 46 is the amount of intermittent service used
in computing SCD’s.

48 | State Offices shall complete thisitem.

ltem State Office Instructions

48 | The State Administrative Officer, or designee, shall date and initial each line on which an
entry has been changed, added, or deleted. Leave blank when no modification has been
made.

Continued on the next page
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Exhibit 68

(Par. 644)
FSA-67, Service Computation Date and Retirement Coverage Worksheet (Continued)
F
Completing Complete Part F to record LWOP in excess of 6 months in a calendar year.
Part F
Use this table to complete Part F.
Item County Office Instructions

49 | List the names of the employers where LWOP was granted.

50 | Enter effective date of each period of LWOP.

51 | Enter date returned to duty from LWOP.

52 | Enter the amount of time on LWOP by subtracting item 50 from item 51 for each period.

53 | Enter LWORP in excess of 6 monthsin a calendar year.

Note: Add LWOP time in the same calendar year together in item 52 to determine amount in
excess for each calendar year.

54 | Tota LWOP in excess of 6 months.

55 | CED, or designee, shall date and sign, indicating approval of all entries on FSA-67.

56 | State Offices shall complete these items.
and
57

Item State Office Instructions

56 | The State Administrative Officer, or designee, shall date and initial each line on which an
entry has been changed, added, or deleted. Leave blank when no modification has been
made.

57 | The State Administrative Officer, or designee, shall date and sign, indicating approval of all
entries on FSA-67.

Continued on the next page
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Exhibit 68
(Par. 644)
FSA-67, Service Computation Date and Retirement Coverage Worksheet (Continued)

G
Example of Thisis an example of a completed FSA-67.
FSA-67

REPRODUCE LOCALLY. Inciude form number and date on reproductions.

FSA-67 U.S. DEPARTMENT OF AGRICULTURE 1. Name (Last, First, Middle Initial)
(09-23-98) Farm Service Agency Job, Iwanna
SERVICE COMPUTATION DATE AND 2. Date Entered On Duty (Year, Month, Day)
RETIREMENT COVERAGE WORKSHEET
(To Be Completed by County Office and Verified by State Office) 2001-07-151
INSTRUCTIONS:

Enter date of appointment and date of separation for all full-time and part-time service. Add 1 to the separation day for each period of service. Add
all appaintment dates (including date entered on duty). Add all separation dates. Subfract total separation dates from total appointment dates. (For
all “Year” categories include 4-digit numbers, for Months Show Numerical Equivalent.)

PART A - DETERMINATION OF CREDITAB R OR LEA OMPUTATION DA
3 EMPLOYER 4. APPOINTMENT DATE 5. SEPARATION DATE 15. 8TO
' Year | Month | Day Year |Month | Day | MODIFICATION
T Date | Initials
U. 3., Army - Active Duty 1983 01 ] 1985 01 {65 06
USDA - FSA Rains County 1994 09 26 1999 08 |53 12
USDA - FSA Wood County 1999 08 12 2000 05 |84 o5
USDR - FSA Smith County 2000 07 09 2001 07 ek o7
14, County Office Comments 6. Date Entered on Duty 2001 07 15 8. Total Separation Date
7. Total Appaintment Dates 9977 [Tz | 67 | 7585 | = | 30
9. Minus Total Separation Date 7985 21 30 16. State Office Comments
10. Leave Computation Date 1992 12 07
11. Minus Intemittent Service 09 00
(See Part E)
12. Plus Excess Leave Without Pay 01 18
(See Part E)
13. Adjusted Leave SCD 1992 04 25

PART B - DETERMINATION OF CREDITABLE SERVICE FOR RETIREMENT COMPUTATION DATE

17 EN’IPLOYER 18. APPOINTMENT DATE _|19. SEPARATION DATE 29. STO
i Year | Month | Day Year | Month | Day | MODIFICATION
i Date | Initials
U.S. Army - Active Duty 1383 01 05 1985 01 |85 06
USDA - FSA Rains County 1994 09 26 1999 e |%3 12
USDA - FSA Wood County 1999 08 12 2000 05 |5 o5
28. County Office Comments 20. Date Entered on Duty 2001 07 15 22. Total Separation Date
period of service from 21, Total Appointment Dates 7977 |25 58 5984 | 14 | 23
7/9/00 through 7/6/01 is
non-deductible time and is 23. Minus Total Separation Date 5984 14 23 30. State Office Comments
not creditable for
retirement under FERS. 24. Retirement Computation Date 1993 12 5
Service in part E not listed |25. Minus Intemittent Service
in item 25 because it is not {See Part E)
creditable for FERS. 26. Plus Excess Leave Without Pay o1 18
(See Part E)

27. Adjusted Retirement SCD 1994 01 23
The 1.5, Department of Agricuffure (USDA) prohibits discrirination in aif its programs and activities on the basis of race, color, national origin, gender, rehgmn age msaburty pDIlfle/ bellels sexual
orientation, and marital or family status. (Not all prohibited bases apply to alf programs.) Persons with di who require means for (Braille, Jarge print,
audiotape, elfc.) shouid contact USDA's TARGET Center at (202} 720-2600 {voice and TDD). To file a complaint of discrimination, wite USDA, Director, Office of CMI ngnls Room 326-W, Whilten Building,
1400 Averue, SW, D.C. 20250-9410 or call (202) 720-5964 (voice or TDD). USDA is an equal opportunity provider and employer.

Continued on the next page
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Exhibit 68
(Par. 644)

FSA-67, Service Computation Date and Retirement Coverage Worksheet (Continued)

G

Example of
FSA-67
(Continued)

7-5-01

35. STO
MODIFICATION

Date Initials
31. Enter Service Computation Date for Leave 1992 04 25
32. Plus Military Service 2 [o]s] 01
33. TSP SCD 1994 04 26

34. County Office Comments

85-01-06
- 83-01-05
02-00-01

Z]FERS

Military time not creditable for TSP SCD

PART D - RETIREMENT COVERAGE (See 28-PM)

Dcsns

CSRS
OFFSET

36. State Office Comments

™

PART C - DETERMINATION OF CREDIBLE SERVICE FOR TSP COMPUTATION DATE {Complete for FERS Employees Only.)

39. STO MODIFICATION
Date Initials

38. County Office Comments

40. State Office Comments

FERS coverage - Intermittent service preformed after
12/31/88 is not eligible for service deposit and therefore
ot creditable for retirement.

PART E - CREDIBLE INTERMITTENT SERVICE INTERMITTENT/LWOP WORK SHEET

For intermittent service after February 28, 1986, use 2087-hour conversion chart. For intermittent service before March 1, 1986, use 260-day conversion
chart. Do not allow credit in excess of actual calendar time for period cited,

PART F - RECORD OF LWOP IN EXCESS OF 6 MONTHS IN A CALENDAR YEAR

42, DATES OF SERVICE 43, 44. CONVERTED 45. ACTUAL 46. CREDITABLE 48. STO
41, EMPLOYER INTERMITTENT | CALENDER TIME CALENDAR TIME SERVICE MODIFICATION
From TIME WORKED [ vear Mo. Day Year | Mo. | Day ] Year { Mo. | Day Date Initials
UADA - ASCS Wood 90-06-04 90-09-29 24 days 01 03 03 | 26 01 { 03
USDA - NRCS 91-02-09 91-10-05 190 days 08 23 07 | 27 7 {27
47. TOTAL CREDITABLE INTERMITTENT SERVICE 9 0

<o, EMPLOYER 50. FROM 51,70 52. TOTALLWOP |53, TOTAL LWOP IN EXCESS MOSFIGATION
Year Month Day Year |Month | Day | Year | Mo. Day Year Mo. Day Date Initials
USDA  LWOP 1996 o1 o9 |1996 | 07 |12 06 | 03 03
USDA LWOP 1997 04 15 | 1997 | 07 | 30 03 15
USDa Fuxlough 1997 09 01 fa1s97 | 12 |31 03 | 30 01 15
54. TOTAL EXCESS LWOP 01 18
55. CED SIGNATURE DATE 57. STATE OFFICE SIGNATURE DATE
/s8/ John C. Chief 08-02-01 /s/ Jane A. Officer 08-09-01

27-PM (Rev. 1) Amend. 1
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Exhibit 72

(Par. 683)
Alaska, Hawaii, Puerto Rico, Territory of Guam and Commonwealth of the Northern Mariana
Islands, and U.S. Virgin Islands Cost-of-Living Allowances

A Alaska

*--The following are authorized allowance rates for each of the major locations in Alaska.

Location Allowance Rate
City of Anchorage and 80-kilometer (50 mile) radius by road 24 percent
City of Fairbanks and 80-kilometer (50 mile) radius by road
City of Juneau and 80-kilometer (50 mile) radius by road
Rest of Alaska 25 percent

B Hawaii

The following are authorized allowance rates for each of the major locations in Hawaii.

Location Allowance Rate
City and County of Honolulu 25 percent
County of Hawaii 17 percent
County of Kauai 25 percent
County of Maui and Kalawao

C Puerto Rico, Territory of Guam and Commonwealth of the Northern Mariana Islands, and
U.S. Virgin Islands

The authorized allowance rates for:
e Puerto Rico is 10.5 percent

e Territory of Guam and Commonwealth of the Northern Mariana Islands is 25 percent
e U.S. Virgin Islands is 23 percent.--*

5-17-07 27-PM (Rev. 1) Amend. 14 Page 1
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Exhibit 79
(Par. 763, 764)
FSA-689, Severance Pay Computation Data Entry

A
Purpose Use FSA-689 to compute severance pay.

B
Instructionsfor The items on FSA-689 that require explanation are described in thistable. Express
Part A all datesin 2-digit numbers.

Example: May 13, 2001, would be 05-13-01.

Item Instruction
4 A2 | Enter leave SCD from FSA-50.

4 A 3 | Enter theresult of subtracting item4 A 2 fromitem4 A 1.

Note: If the month entry initem 4 A 1 isless than the month entry
initem4 A 2, add 12 to theitem 4 A 1 month entry and
subtract 1 year.

4B 1 | Enter employee' s age at separation by subtracting item 2 from
item4 A 1.

5A Enter “10” if employee has worked 10 or more years. If employee
has worked less than 10 years, enter the applicable number of years.

5C | Enter thetotal of item 5 A tota plusitem 5 B total.

5D Enter 10 percent.

5F Include number of years and whole quarters.

5J Enter the last day of pay period in which severance pay ends.

6 Use to document method of disbursing severance payments.

C
Instructionsfor Complete Parts B and C only if postponement of severance pay will result in
PartsB and C recredit of service based on later separation.

7-5-01 27-PM (Rev. 1) Amend. 1 Page 1
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