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Amendment Transmittal
A Reasonsfor Amendment

This amendment updates procedures for requesting and documenting changes in organizational
structures and functional statements.

[Exhibit 6]has been amended to provide the revised FAS and FSA organization charts.
Exhibit 11| has been amended to provide a revised example of an approved organizational chart.

Exhibit 13 has been amended to bring functional statement requirements in line with Department
requirements.

Exhibit 15 has been removed because it is no longer required for submission.

Exhibit 17/has been amended to agree with Department requirements for staffing summaries.
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Par.1
Part 1 Basic Provisions

1 Overview
A Handbook Purpose
This handbook prescribes procedures for requesting and documenting changes in:

* organizational structures
» functional statements.

B Responsbility

HRD has the authority and responsihility for the FFAS organization program policy and
procedures.

C Organization Policy
It isthe policy of FFAS to:

» organize al levels to achieve the mission and program goals of FSA, FAS, and RMA in
the most efficient, effective, and economical manner possible

+ make clear functional statements

* delegate authority so that decisions are made at the lowest possible organizational level
consistent with effective managerial control.
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Par. 2
2 Authority and Related References

A Source of Authority

DR 1010-1 isthe primary authority concerning the development and approval of
organizational proposals.

B Redated Handbooks

Handbooks related to organizational proposals and operating relationships include 2-PM for
position management.

3-17 (Reserved)
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Par. 18
Part 2 Developing Organizational Proposals

18 Responsibilitiesfor Establishing FFAS Organizations
A Administrator Responsibilities
The Administrators of FSA, FAS, and RMA:
e areresponsible for the overal alignment of their respective functions

e provide final approval of organizational or functional changes for units reporting to each
Office of the Administrator.

B DAM Responsibilities

DAM provides concurrence of organizational and functional changes for all offices in FSA,
FAS, and RMA.

C Other Deputy Administrator Responsibilities

FSA, FAS, and RMA Deputy Administrators review and approve organizational proposals for
units under their jurisdiction.

D Director and STC Responsibilities

The following are responsible for alignment of assigned functions and initiating organizational
proposals:

e Directors, FSA, FAS, and RMA headquarters divisions and staffs
e Directors, FSA, FAS, and RMA Field, Regional, and overseas posts
e Chairperson, STC.
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Par. 18

18 Responsibilities for Establishing FFAS Organizations (Continued)

E HRD * * * Responsibilities

The following table details the responsibilities of HRD * * * in the development of FFAS
organizational proposals.

Office Responsibility
DOB and | Review and evaluate organizational proposals for:
FOB

e adequacy and propriety in relation to FFAS and Agency goals and
objectives

e clarity of functional assignments

e conformance to organizational design and position management
principles

e adherence to USDA and FFAS regulations.

Prepare final documentation, including transmittal memoranda, functional
statements, and organizational charts for changes requiring Agency approval
for:

e FSA headquarters offices
e FAS
e RMA headquarters, compliance, and regional offices.

Prepare documentation for changes requiring USDA approval, including:
e transmittal memoranda
e dtaffing patterns

e organizational charts.

Provide liaison with USDA on proposed organizational or functional
changes requiring USDA approval.

Evaluate organizational structure and functions to ensure accomplishment of
intended objectives and recommend changes as appropriate.

7-18-05
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Par. 18
18 Responsibilities for Establishing FFAS Organizations (Continued)

E HRD * * * Responsibilities (Continued)

Office Responsibilities

*--KCHRO--* | Review and evaluate organizational proposals for assigned organizations for:

e adequacy and propriety in relation to FFAS and Agency goals and
objectives

clarity of functional assignments

conformance to organizational design and position management
principles

e adherence to USDA regulations.

Prepares final documentation, including transmittal memoranda, functional
statements, organizational charts, and staffing patterns for:

e [SA:

APFO
KCAO
KCCO
KCFO
State and Caribbean Area Offices

e RMA, DARD.

*--Submit through Director, HRD, as appropriate, for review and
concurrence.--*

F Current Agency Organizational Charts

eg Exhibit 6/for Agency chartsfor FSA, FAS, and RMA reflecting reporting relationships.
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19 When to Prepare Organizational Proposals

A Requirement

Prepare organizational proposals when functions or areas of responsibility are:

established
discontinued
consolidated
transferred
realigned.

20-35 (Reserved)
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Par. 36
Part 3 Approval of Organizational Proposals

36 Changes Requiring USDA and Agency Approval

A USDA Approval

7-18-05

USDA approval is required for changes that result in:

establishment of an agency or service
establishment, abolishment, or transfer of:

e an agency headquarters unit down to and including the division level or equivalent
except as noted in subparagraph B

o*--an agency headquarters or field unit which reports directly to an Administrator or
head of a Departmental office

abolishment or transfer of afield unit to another Congressiond district.--*

Agency Approval

Agency approval isrequired for:

functional statement changes resulting in the gain or loss of a function for the following
organizations:

e FSA, FAS, and RMA headquarters offices

e APFO, KCAO, KCCO, State and Caribbean Area Offices
o*--DARD, RO's, and RCO's--*

clarification of previously approved functional statements

name changes of organizational units”

realignment of reporting lines of divisions or staffs among top policy officials in an
agency”

consolidation of divisions which result in no changes to staffing or funding levels.

YRequires Departmental notification if the organizational unit appears on the Agency
organizational chart.

1-PM (Rev. 4) Amend. 2 Page 3-1



Par. 36
36 Changes Requiring USDA and Agency Approval (Continued)

C Changes Requiring Incidental Transfer Agreements
ITA'sare only required to support the movement of functional assignments between 2 USDA
*--agencies or Departmental offices. ITA's cover personnel, funds, property, space, records,--*
and other details that are impacted by the transfers.
Note: See DR 1010-1, Appendix D.
When there is atransfer of function between agencies or staff offices of the Department,
*--preparation of ITA shal be the responsibility of the Agency or Departmental office losing the
functions. This document shall be cleared by OHCM before routing for signature.
D Required Signaturesfor ITA
ITA isto be signed by the following in the following order:

e head of each Agency or Departmental office involved in the transfer

e Under Secretary or Assistant Secretary responsible for the mission areas involved in the
transfer

e Director, Office of Procurement and Property Management

e Director, OO

e Director, OHCM

e Chief Financial Officer

e Chief Information Officer

e General Counsel

e Director, OBPA

e Assistant Secretary for Administration.

After final approval by the Assistant Secretary for Administration, OHCM shall--*
immediately be provided a copy of ITA by the Agency giving up the functions. When an

organization change requires both a reorganization proposal and ITA, ITA should accompany
the reorganization proposal.

7-18-05 1-PM (Rev. 4) Amend. 2 Page 3-2



Par. 37
37 Requesting Organizational Changes

A Proposals Requiring Agency Approval

The following steps are required for submission of organizational proposals.

Step Action

1 | *--Therequesting office submitsto DOB, FOB, or KCHRO, as appropriate,--*
documentation describing the changes requested, including revised functional
Statements.

2 | The servicing personnel specidist shall review proposed changes and resolve
position management or organizational concerns with the requesting office.

3 | *--Upon resolution of concerns, the documentation is finalized by DOB, FOB, or
KCHRO, as appropriate, and a memorandum is submitted to the appropriate office
for approval. See paragraph 38 for submission requirements.

4 | Upon approval, the organization package is returned to DOB, FOB, or KCHRO--*
for implementation.

B Proposals Requiring USDA Approval

The requesting office submits the organizational proposal according ta subparagraph 38 A.
Upon resolution of any concerns, HRD prepares the final proposal for submission to the
Department. Proposals are submitted:

e through DAM to the appropriate Agency recommending and approving officials
e through the Under Secretary, FFAS, to the Department, for approval.

Upon approval, the organization package is returned to HRD for implementation.
*--Note: See DR 1010-1:

e paragraph 7 for additional responsibilities during the planning phase of
organizational proposals

e paragraph 8 for responsibilities related to union consultation and/or consultation
with other offices, as necessary.--*

7-18-05 1-PM (Rev. 4) Amend. 2 Page 3-3



Par. 38

38 Basic Requirementsfor Submitting Organizational Proposals

A Requirementsfor Proposals Requiring USDA Approval

Proposals shall include 1 original and 9 copies. Reorganization proposals will be signed by
*--the Under/Assistant Secretary or General Officer and sent to the Director, OHCM. All--*
proposals must include the following items.

[tem

Requirement

1

A transmittal memorandum (Exhibit 9) describing:
e changes proposed and rationale for those changes

e anticipated changes to the Agency's budget, including cost increases and source
of funding or cost savings

e one-time costs associated with the reorganization, including relocation costs,
severance pay, buyouts, retraining, outplacement services, and lease termination
costs

o*--information about congressional contracts made, as warranted, indicating--*
who was contacted and when they were contacted.

An organization chart with the original signatures of the Agency head and the
appropriate Under/Assistant Secretary. * * *

Note: See Exhibit 111 for an example of a proposed Agency organization chart.

Revised functional statements for all impacted units, down to and through the
divison level.

Note: Sege Exhibit 18 for preparation of functional statements.

Revised Delegations of Authority (7 CFR Part 2) when warranted.

*--A summary of proposed changes in positions and/or funding for all
organizational units affected by the reorganization.

Note: Sge Exhibit 17 for an example of a completed staffing summary.

A signed certification statement about the findings from the civil rights impact
analysis and the written concurrence of the USDA Office of Civil Rights. See

DR 4300-A.

A signed certification statement evidencing that appropriate negotiation or
consultation with any union representing employees in the affected units has been
completed. * * *

Changes required to the continuity of operation plan.

A signed ITA. See DR 1010-1, Section 9¢c and Appendix D.--*

7-18-05
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Par. 38
38 Basic Requirementsfor Submitting Organizational Proposals (Continued)

B Requirementsfor Proposals Requiring USDA Notification
*--The following changes require only written notification to OHCM within 30 calendar days--*
of the change. Notification is required to ensure that the Department's organization records
are current. Changes requiring notification include the following:
e name changes of division or staffs
e realignment of reporting lines of divisions or staffs among top policy officials in an agency
e consolidation of divisions that resultsin no changes to staffing or funding levels.
*--Documentation should accompany the notification to OHCM as follows:--*
e atransmittal memorandum describing the changes made

Note: See Exhibit [9 for information to be included in the transmittal memorandum.

e anorganization chart with the original signatures of the Agency head and the appropriate
Under/Assistant Secretary

e revised functional statements for all impacted units, down to and including the division
level.

C Requirementsfor Proposals Requiring Agency Approval
*--DOB, FOB, or KCHRO, as appropriate, shall:--*
e prepare atransmittal memorandum describing the rationale for the changes proposed

e attach functional statements and organizational charts
e submit the proposal through the appropriate channels for approval.
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Par. 39
39 Exceptionsto Basic Documentation Requirements

A Functions of Single Units

If the proposal is exclusively a change in the functional statement of a single unit that does not
affect any other unit:

e prepare astatement of the new functional assignments

e submit the functional statement with a transmittal memorandum to servicing personnel
office for clearance through the appropriate approving officials.

B Title Changes

If the proposal is exclusively a change in the title of 1 or more organizational units on an
approved organizational chart and does not include changes in functional assignments:

e prepare an organizational chart reflecting desired title changes according to[Exhibit 111

e submit the organizational chart with atransmittal memorandum to the servicing personnel
office for clearance according to subparagraph 38|B.
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Par. 40
40 Distributing and Filing Documentation

*--A DOB, FOB, and KCHRO Responsibility--*
The preparing office shall:
e distribute copies of approved organization proposals and functional statements
e forward a copy of the approved documentation to DOB for inclusion in the historical files

o forward copies of functional statementsto DOB electronically for maintenance of
electronic files.

41-52 (Reserved)
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Par. 53
Part 4 Delegations of Authority

53 Delegations of Program Authority.
A Introduction

This part contains information about delegations of program authority during periods of key
employee absence.

B Policy

Each division or staff director is delegated authority to carry out program responsibilities
assigned in the current functional statement for the organization directed. Thisincludes
authority to redelegate responsibility to subordinate supervisors. This does not preclude the
appropriate Deputy Administrator, Administrator, or other higher level official from
reviewing, reversing, or modifying decisions made or actions taken.

C Designation of Acting Officials

Officials at the branch chief level and above shall designate an employee to act for themin
their absence. Reasons for absences include the following:

leave

travel
training
other causes.

The designee shall have the same authorities and responsibilities as the official for whom he or
sheis acting, unless otherwise limited.

In emergency situations, when no designation has been made, actions shall be approved at the
next higher supervisor level.
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Reports, Forms, Abbreviations, and Redelegations of Authority

Reports
None
Forms

None

Abbreviations Not in 1-CM

The following abbreviations are not listed in 1-CM.

Exhibit 1

Approved
Abbreviation Term Reference
DARD Deputy Administrator for Research and Development, 18, 36
RMA
DOB Domestic Operations Branch, HRD 18, 37, 38, 40
FOB Foreign Operations Branch, HRD 18, 37, 38, 40
FTE full-time equivalent
HR human resource 18
ITA Incidental Transfer Agreement 36, 38
KCHRO Kansas City, Human Resources Office, KCAO 18, 37, 38, 40
OHCM Office of Human Capital Management 36, 38,
RCO Regional Compliance Office 36
Redelegations of Authority
None
7-18-05 1-PM (Rev. 4) Amend. 2 Page 1













Exhibit 2
Definitions of Terms Used in This Handbook

Functional Statement

A functional statement is a narrative statement of functional responsibilities assigned to an
organizational unit.

Major Function
A major function is a program function that is either of the following:

« 1 of the basic purposes for the existence of an agency
e 1 of the following types of management functions:

* budget and finance

¢ management and finance

* management analysis and improvement
¢ human resources

* management services

* public affairs

* planning and evaluation

* information technology services.

Organizational Chart

An organizational chart is ablock chart showing organizational echelons and reporting lines.

Organizational Proposal

An organizational proposal is a written plan recommending that a change be made to an office’s
organizational structure or functional responsibility.

5-27-03 1-PM (Rev. 4) Amend. 1 Page 1






Exhibit 6
(Par. 18)
Approved Organizational Chartsfor FSA, FAS, and RMA
A Approved FSA Organizational Chart

Following is the FSA organizational chart.

U. 5. DEPARTMENT OF AGRICULTURE
PARM SERVICE AGENCY

o e, il

ADMINISTRATOR RECOMMENDED:,
EXECUTIVE VICE PRESIDENT, CCC
ASSOCIATE ADMINISTRATOR FOR PROGRAMS
ASSOCIATE ADMINISTRATOR FOR OPERATIONS CONCURRED

AND MANAGEMENT

NULR SECREFALY FOR FARM AND
FA 0L FOREIGN AGRICKLTUNAL SERVICES

ADMINISTRATOR

OFFICE OF CIVIL RIGHTS OFFICE OF EXTERNAL AFFAIRS
. APPROVE!
I ASSISTANT SECRETARY FOR ADMINISTRATION
FA 0103 FAOLO9
. DATE W (6/;’.’.&35'
L [

OFFICE OF BUSINESS AND
PROGRAM INTEGRATION

FAOLL0
T T T —
DEPUTY TRATOR DEPUTY ADMINISTRATOR DEPUTY AD RATOR DEPUTY ADMINISTRATOR DEPUTY ADMINISTRATOR
FOR FARM PROGRAMS FOR FARM LOAN PROGRAMS FOR FIELD OPERATIONS FOR COMMODITY OPERATIONS FOR MANAGEMENT
FA 02 FA 03 FA 05 FA DS FAOT
PRODUCTION, PROGRAM DEVELOPMENT FIELD OPERATIONS COMMODITY PROCUREMENT POLICY MANAGEMENT SERVICES
EMERGENCIES AND AND ECONOMIC STAFF AND ANALYSIS DIVISION DIVISION
M COMFLIANCE DIVISION ENHANCEMENT DIVISION H H H
FAOZ UL FAO3 01 FAGS02 FA D601 FAOTOL
PRICE SUPFORT DIVISION LOAN MAKING STATE OFFICES KANSAS CITY HUMAN RESOURCES
DIVISION COMMODITY OFFICE DIVISION
FA 0202 FAG M FA 050353 FA 0502 FA 0702
CONSERVATION AND LOAN SERVICING AND COUNTY OFFICES WAREHOUSE AND BUDGET DIVISION
ENVIRONMENTAL PROPERTY MANAGEMENT INVENTORY DIVISION
3 PROGRAMS DIVISION DIVISION . T 1
FA Q103 FA 0303 FA 0603 FAOTO
TOBACCO DIVISION INFORMATION
TECHNOLOGY
I 5 SERVICES DIVISION
FAOIOM FAOUTS
AERIAL PHOTOGRAPHY FINANCIAL MANAGEMENT
FIELD OFFICE DIVISICN
FA 0206 FAOTO?
KANSASCITY
ADMINISTRATIVE OFFICE

The mission of Farm Service Agency is to ensure the well-being of American
agriculture and the American public tough eflicient and cquitable sdministration

of b i

Tarm koan,

and domestic and Intemalional food assitance programs.

Supersedes FSA chart dated April 7, 2003,

pency assilance,

FAOT 06

7-18-05
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Approved Organizational Chartsfor FSA, FAS, and RMA (Continued)

B Approved FAS Organizational Chart

Following isthe FAS organizational chart.

Exhibit 6
(Par. 18)

UNITED STATES DEPARTMENT OF AGRICULTURE
FOREIGN AGRICULTURAL SERVICE

RECOMMENDE

CONCURRED
ADMINISTRATOR
ASSOCIATE ADMINISTRATOR
GENERAL SALES MANAGER
1001 APPROVED
PUBLIC AFFAIRS CIVIL RIGHTS LEGISLATIVE AFFAIRS BUDGET COMPLIANCE REVIEW
L | 1 ’ DATE
o101 oo az 1010 ool 08 1004 o6

DEPUTY ADMINISTRATOR

DEPUTY ADMINISTRATOR

-
DEPUTY ADMINISTRATOR

DEFUTY ADMINISTRATOR

lri:l‘U'J'Y ADMINISTRATOR

100612

IMPORT POLICIES AND
PROGRAMS

The mission of the Foreign Agricultural Service is to serve
U.S, agni % i ional interests by

and promoting world food security.

Supersedes FAS chart dated February 28, 2002,

- ag export
opportunities for U.S. agricultural, fish, and forest products

DAIRY, LIVESTOCK AND
POULTRY

100812

HORTICULTURAL AND
TROPICAL PRODUCTS

1005 14

AGEXPORT SERVICES

1005 16

FOREST AND FISHERY
PRODUCTS

100817

PLANNING AND EVALUATION

1005 20

INTERNATIONAL TRADE FOREIGN AGRICULTURAL COMMODITY AND MARKETING | | INTERNATIONAL COOPERATION EXPORT CREDITS
roLicy AFFAIRS PROGRAMS AND DEVELOPMENT
1006 1007 1008 1003 1004
FOOD SAFETY AND AREA DIRECTORS MARKETING OPERATIONS FOOD INDUSTRIES PROGRAMMING
|  TECHNICALSERVICES
wooso worn 100501 1000 10 1004 06
MULTILATERAL TRADE OVERSEAS POSTS COTTON, OILSEEDS, INTERNATIONAL CPERATIONS
] NEGOTIATIONS TOBACCO AND SEEDS OROANIZATION AFFAIRS
100608 o loasa 1003 20 loo4 07
EURDPE, AFRICA AND GRAIN AND FEED RESEARCH AND PROGRAM ADMINISTRATION
MIDOLE EAST SCIENTIFIC EXCHANGES
100609 oo a8 1003 30 100408
ASLA AND AMERICAS PRODUCTION ESTIMATES DEVELOPMENT RESOURCES
AND CROP ASSESSMENT
100610 1005 04 100 40

ch(\f,x_x"

.»\DM:.\:srll.\biw

e

i 51 ARY FOR 4 AND

FOREIG MMIL‘UQ%LA HVIC
: Qkf"jz( £t —

STANT SUCKETARY FOR ADMINISTRATION

QU fzccy
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Approved Organizational Chartsfor FSA, FAS, and RMA (Continued)

C Approved RMA Organizational Chart

Following is the RMA organizational chart.

Exhibit 6
(Par. 18)

5-27-03

1-PM (Rev. 4) Amend. 1

U.S. DEPARTMENT OF AGRICULTURE
RISK MANAGEMENT AGENCY
ADMINISTRATOR
ASSOCIATE ADMINISTRATOR
0801
[ | 1
FINANCIAL MANAGEMENT | | PROGRAM SUPPORT STAFF CIVIL RIGHTS STAFF EXTERNAL AFFAIRS STAFF
STAFF
080108 050102 0801 06
[ T 1
DEPUTY ADMINISTRATOR DEPUTY ADMINISTRATOR DEPUTY ADMINISTRATOR
FORRESEARCH AND FOR INSURANCE SERVICES FOR COMPLIANCE
DEVELOPMENT
0802 . 0803 0804
ACTUARIAL DIVISION REINSURANCE SERVICES DAVIS, CA RISK OPERATIONS DIVISION KANSAS CITY, MO
| DIVISION | 1] RISKMANAGEMENT | | | COMPLIANCE FIELD OFFICE
REGIONAL OFFICE 5
080202 0843 02 0803 30 080402 080420
PRODUCT DEVELOPMENT RISK MANAGEMENT ST. PAUL, MN POLICY, PROCEDURE AND RALEIGH, NC
1 DIVISION EDUCATIONDIVISION | § RISK MANAGEMENT EVALUATION DIVISION | | coMPLIANCE FIELD OFFICE
REGIONAL OFFICE
080203 080305 080335 080403 080425
RESEARCH AND EVALUATION RISK MANAGEMENT SPOKANE, WA DALLAS, TX DAVIS, CA
| DIVISION SERVICES DIVISION | 1] RISKMANAGEMENT COMPLIANCE FIELD OFFICE | | | COMPLIANCE FIELD OFFICE
REGIONAL OFFICE
080204 08 03 06 0803 40 0804 10 080430
FISCAL OPERATIONS AND BILLINGS, MT SPRINGFIELD, I INDIANAPOLIS, IN ST. PAUL, MN
SYSTEMS DIVISION RISK MANAGEMENT 1] RISKMANAGEMENT COMPLIANCE FIELD OFFICE | | | COMPLIANCE FIELD OFFICE
REGIONAL OFFICE REGIONAL OFFICE
080205 0843 10 080345 080415 080435
JACKSON, MS TOPEKA, KS
RISK MANAGEMENT | 1]  RISKMANAGEMENT
REGIONAL OFFICE REGIONAL OFFICE
0803 15 0803 50
OKLAHOMA CITY, OK VALDOSTA, GA
RISK MANAGEMENT | | RISK MANAGEMENT )
REGIONAL OFFICE REGIONAL OFFICE The Risk Management Agency provides and supparts cost-effective
08 03 20 080355 means of managing risk for agricultural producers in order to improve
the economic stability of agriculture.
RALEIGH, NC
RISK MANAGEMENT 1
REGIONAL OFFICE
80625 Supersedes RMA chart dated December 23, 1998,
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Exhibit 9
(Par. 38)

Information To BeIncluded in the Transmittal M emorandum

Element Information Required Level of Detail
Budgetary | Describe how one-time and If funds are to be transferred from another
impact continuing costs will be Agency unit, describe in detail the effect on
budgeted. the losing unit.

If additional funding is required, identify:

» theamount of increased funding

» the proposed method of acquiring the

increased funds.
Staffing Describe the expected effect of If implementation of the proposed changes
impact the proposed changes on staffing | requires an increase in employment ceiling,
levels for units affected by the describe:
reorganization.

* how the proposed changes will affect

grade levels

* whether there will be a negative effect

on minorities or women.

Note: If anegative effect is expected,
include a detailed explanation of the
action planned to offset the negative
effect.

Delegation | Describe the extent to which the | If the organizational proposal requires
of Authority | proposed changes will affect the | changesto the basic delegations of authority

policy on the delegation of
authority in subparagraph 1/C.

in7 CFR Part 2:
* include these changes in the description

¢ submit adraft of the changes to
7 CFR Part 2 with the proposal.

5-27-03
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Exhibit 11
(Par. 38, 39)

Instructionsfor Preparing Organizational Charts

A Preparing Proposed Organizational Charts

Prepare proposed organizational charts as follows.

7-18-05

Circled
Number Instruction
1 Include USDA and Agency name in the upper-left corner.
2 Include signature lines for recommending, concurring, and approving officiasin
the upper-right corner.
Note: The chart will be signed by the Administrator before submission to
*--OHCM .--*
3 Date of chart will be entered upon final approval of organization by the
Assistant Secretary for Administration or designee.
4 Indicate the organizational structure code centered in each unit's block.
5 Show organizational units through the division or comparable level, and include
field structures.
6 Include a statement of the Agency's mission in the lower left corner.
7 Indicate the date of the previously approved chart in the lower-left corner

below the mission statement.

1-PM (Rev. 4) Amend. 2 Page 1




Instructionsfor Preparing Organizational Charts (Continued)

B Example of an Organizational Chart

Following is an example of an approved organizational chart.

Exhibit 11
(Par. 38, 39)

U. 5. DEPARTM
PARM SERVICE A

e

AGRICULTURE

ADMINISTRATOR
EXECUTIVE VICE PRESIDENT, CCC

ASSOCIATE ADMINISTRATOR FOR FROGRAMS
ASSOCIATE ADMINISTRATOR FOR OFERATIONS

AND MANAGEMENT @

Fall

| OFFICE OF CIVIL RIGHTS

FAOL3

OFFICE OF EXTERNAL AFFAIRS

FA 0109

QFFICE OF BUSINESS AND
FROGRAM INTEGRATION

FAOL L0

Qo R e

CONCURRED

ADMINISTRATUR

%’/’,{/M

GINDTR SECREFARY FOR FAR
Lum_cn.m:.q TUNAL SERV

Iamn-.

APPROVEL
/A.\ T SECRETARY FOR ADMINISTRATION

DEFUTY ADMINISTRATOR
FOR FARM PROGRAMS

Faoz

DEPUTY ADMINISTRATOR
FOR FARM LOAN PROGRAMS

DEPUTY ADMINISTRATOR
FOR FIELD OPERATIONS

DEPUTY ADMINISTRATOR
FOR COMMODITY OFERATIONS

DEPUTY ADMINISTRATOR
FOR MANAGEMENT

FA 24

AERIAL PHOTOGRAPHY
FIELD OFFICE

FA 0206

of farm

iy, farm loan,

The mission of Farm Service Agency is 1o ensure the well-being of American
agriculiuse and the American public u.:uuga el h.)cn( and :»‘.ulahl.e sdministration

Assolarat. @

Supersedes FSA chart daied Apeil 7, 2003,

and domesiic and Intomational food assistance programs,
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Exhibit 13
(Par. 38)

Instructionsfor Preparing Functional Statements

A Preparing Functional Statements

Prepare functional statements as follows.

7-18-05

Circled
Number Reference Instruction
1 Name of Center the name of the Agency, division, or staff office.
Agency or
Office , " . i
Note: Theuseof "U.S. Department of Agriculture’ and the Agency
nameis only required on statements for the Office of the
Administrator.
2 Agency and | Identify the Agency code and appropriate unit code for each unit for
Unit Code which functional statements are prepared.
3 Assignment of | Required for every unit, down to and including the division level. The
Functions purpose of the information appearing under this heading is to provide
in as short, concise, and clear manner as possible, a description of the
work for which the unit is responsible. This purpose should be the
determining factor in making decisions concerning the organization,
*--extent of detail, and wording used in describing assignments of
functions. Functional assignments to agencies will be consistent with
thedelegation in 7 CFR Part 2. A CFR reference shall be cited for each
function, as well asthelaw or other authority under which the activity
is conducted. Legal citations are required only for the narrative
statement for the office of an agency head and are optional below that
level; they are, however, recommended.--*

4 Availability of | If the unit maintains information of public interest, a means of

Information | contacting the unit shall be described under this heading. If the unit is
an agency and has rules published, a means of contacting the unit shall
be described under this heading. If the unit is an agency and has rules
published pursuant to the Freedom of Information Act (5 U.S.C. 552),
these rules shall be cited. This heading is optional below the Agency
level.

5 Regulations | Units which have published regulations in the Code of Federal
Regulations for governing programs of public interest shall cite these
regulations under this heading. This heading is optional below the
Agency level.

* % % * % % * % %

6 Historical The laws, Executive Orders, Secretary's Memoranda, or Code of

Documents | Federal Regulations that (&) established the unit and delegated the

functional authority to the agency head and (b) resulted in major
organizational or functional changes in the unit should be cited under
this heading. A description of documents with an introductory sentence
is sufficient. This heading is optional below the Agency level.

1-PM (Rev. 4) Amend. 2
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Exhibit 13
(Par. 38)

Instructionsfor Preparing Functional Statements (Continued)

B Example of Functional Statement

Following is an example of afunctional statement for the Office of the Administrator.

5-27-03

UNITED STATESDEPARTMENT OF AGRICULTURE

® FARM SERVICE AGENCY

@ FA 01 - Office of the Administrator

A. Assignment of Functions @

1. The Office of the Administrator of the Farm Service Agency provides overall
direction and oversight of:

a

Farm Programs

Formulates and develops policies and programs for administering production
adjustment programs including acreage diversion for wheat, feed grains, upland
and ELS cotton and rice; farm yields; and related program provisions; farm
commodity and emergency loan programs, tobacco and peanut programs,
conservation and environmental protection programs; and directs activities of
the Aerial Photography Field Office.

Farm Loan Programs

Formulates and develops policies and programs, and administers credit,
outreach, and technical assistance to help farm families achieve economic
security, produce a healthy and abundant supply of food and fiber, and conserve
agricultural resources.

Commodity Operations

Formulates and develops policies and programs, and directs the acquisition,
inventory, storage, inspection, and merchandising of Farm Service Agency
commodities.

Field Operations

Directs the field delivery systems for farm, farm loan and commodity services
and programs at the State and County Office levels.

1-PM (Rev. 4) Amend. 1 Page 2






Exhibit 13
(Par. 38)

Instructionsfor Preparing Functional Statements (Continued)

B Example of Functional Statement (Continued)

e Administrative Programs

Formulates and develops policies and programs, and provides administrative management and
support in management services, human resources, budget, financial management, and
information technology services. Responsible for the development, presentation, justification
and execution of FSA’s multi-billion dollar program and administrative budgets, including
farmloan and CCC programs.

Formulates and administers national farm commodity and related resource conservation and
environmental programs; disaster and emergency assistance programs; and farm loan programs.

Provides overall policy and program direction for: the Agriculture Market Transition Act (AMTA),
price support, and commodity and facility loan programs; farm ownership and operating loan
programs; feed grain, wheat and cotton programs; disaster relief and emergency livestock feed
assistance programs; agricultural conservation and environmental protection programs; and dairy
indemnity programs.

Administers commodity procurement, storage, supply, transportation, handling, payment and related

services in connection with programs under Title Il of P.L. 480 and payment and related services for

the Foreign Agricultural Service with respect to export subsidy operation under Title | and the export
credit sales program.

Administers functions under the Defense Production Act and Federal Civil Defense Act relating to
agricultural production; food processing, storage and distribution; distribution of farm equipment and
fertilizer; rehabilitation and use of food and agricultural and related agribusiness facilities; and
resources of the CCC.

Coordinates and prevents duplication of aerial photographic work within the Department of
Agriculture.

Provides overall program direction for functions administered by the Office of Civil Rights, Office of
External Affairs, and the Office of Business and Program Integration.
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Exhibit 13
(Par. 38)

Instructionsfor Preparing Functional Statements (Continued)

B Example of Functional Statement (Continued)

10.

11.

12.

13.

14.

Administers and coordinates outreach efforts for all FSA programs to enhance participation of small or
limited resource farmers and ranchers and ensure equal access to programs to acquire and maintain
economic viability for family farmers and ranchers.

Addresses concerns of minority and socially disadvantaged farmers to provide another avenue to seek
technical assistance and information, particularly asit reates to USDA loan applications.

Administers the Agricultural Foreign Investment Disclosure Act of 1978.

Monitors and coordinates administrative appeal activities, developing administrative appeals policy
and assisting the Office of the General Counsd and the U.S. Department of Justice concerning
administrative appeals and litigation involving FSA and CCC. Monitors and coordinates FOIA appeal
activities for FSA and CCC.

The Associate Administrator for Operations and Management provides direction and oversight of
programs and operations under the Deputy Administrator for Commodity Operations, and the Deputy
Administrator for Management.

The Associate Administrator for Programs provides direction and oversight of farm, farm loan
programs under the Deputy Administrator for Farm Programs and the Deputy Administrator for Farm
Loan Programs; in addition to program ddivery for state and county offices and activities related to
outreach and program coordination under the Deputy Administrator for Field Operations.

Administers the activities of the Commodity Credit Corporation (CCC), the government organization
charged with implementing the commodity stabilization functions of the Department of Agriculture,
through the personnd and facilities of the Farm Service Agency. The FSA Administrator, who serves
as Executive Vice President of the CCC, oversees the performance of fiscal, accounting, and claims
functions rdated to CCC programs.

5-27-03
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Exhibit 13
(Par. 38)
Instructionsfor Preparing Functional Statements (Continued)

B Example of Functional Statement (Continued)

B. Availability of I nformation @

Information concerning FSA programs may be obtained from each FSA field office and each
FSA office and division in Washington D.C., or from the Administrator, Farm Service Agency,
U.S. Department of Agriculture; 1400 Independence Ave, SW, STOP 0501; Washington, DC
20250-0501.

C. Regulations ®

Regulations governing FSA and CCC programs may be found in Title 7, Code of Federal
Regulations, Parts 700 through 799 and Parts 1400 through 1499. ®

D. Historical Documents ®

For creation and major changes in the organization and mission of the Farm Service Agency and
Commodity Credit Corporation, see:

a.  Department of Agriculture Reorganization Act of 1994, P.L. 103-354
b. 5U.SC.301
c. Reorganization Plan No. 2 of 1953
d. Commodity Credit Corporation: Executive Order 6340, October 16, 1933.
e Reorganization Plan No. 2 of 1939
f.  Commodity Credit Corporation Charter Act (62 Stat. 1070; 15 U.S.C. 714), as amended
g. Compilation of Statutes: Agriculture Handbook No. 476 revised as of 1978.
Supersedes statement dated May 4, 2002. 11/3/02
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Staffing Summary

Exhibit 17
(Par. 38)

A Staffing Summary

Prepare a summary of the staffing proposal as follows.

7-18-05

Circled
Number Instruction

1 *--Center the Departmental office or agency heading.

2 List pay plans and grades of GS-14 and above positions for all units identified.
Note: Group GS-13 and below positions, show as "Other."

3 Summarize current FTE staff year for all units identified.

4 Summarize proposed FTE's for al units identified.

5 Difference between proposed and current FTE’s.

6 Summarize current annual costs, proposed annual costs, and difference between
current and proposed annual cost for the current FY. Costs shall be broken
down by “Salary and Benefits” and “Other”. “Other” includes travel, supplies,
and equipment costs related to the identified FTE’s. A reductionin FTE'sand
salary and benefit costs usually result in areduction in “Other” costs.

7 Current supervisory to employee ratio and proposed supervisory to employee
ratio.--*
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Exhibit 17

(Par. 38)
Staffing Summary (Continued)
B Example of Staffing Summary

Following is an example of a staffing summary.

O Staffing Summary

Farm Service Agency

@ Pay, Plan, and Q Current @ Proposed ® Difference
Grade FTE's FTE's FTE's
ES 2 2 0
GS-15 2 2 0
GS-14 4 2 -2
Other (GS-13 and below) 33 31 -2
Total 1/ 41 37 -4
® Annual Costs

Salaries and Benefits $3,263,437 $2,725,602 $537,835
Other 250,000 200,000 50,000
Total $3,513,437 $2,925,602 $587,835
@ Supervisory/Employee 1:7.7 1:6.5

7-18-05

Ratio

1/ These numbers should equal the actual staff years before and after the proposed

reorganization. Assume that all Senior Executive Service and Senior Level positions are filled
when completing FTE information.--*
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