
UNITED STATES DEPARTMENT OF AGRICULTURE
Farm Service Agency
Washington, DC 20250

For:  State Offices

FY 2004 Full-Year Non-Federal County Office Allotments

Approved by:  Deputy Administrator, Management

1 Overview

A Background

FSA has been operating under multiple continuing resolutions.  The Consolidated
Appropriations Act, 2004, Resolution, 2004, P.L. 108-199, signed January 23, 2004,
provided FSA with full year appropriations.  Before full-year funding could be allotted, there
was a need to further analyze:

• FY 2004 total fund availability
• FY 2003 final accounting data
• FY 2003 actual workload and FY 2004 estimated workload information
• FY 2004 agency ADP costs and other County Office operating expense needs
• FY 2004 staffing ceilings.

As a reminder, the Administrator issued a memorandum to all FSA employees on
January 12, 2004 that discussed the salaries and expenses (S&E) shortfall and the need for all
employees to remain fiscally responsible and ensure the most efficient use of funds.

Analysis has been completed and full-year (262 paid-for workdays) allotments are being
provided to fund non-Federal County Office staff years that includes:

• 9,272 permanent staff years
• 1,575 staff years for all temporary and COC/MS employees
• approximately 150 permanent staff years above the budgeted ceiling for FY 2004.

DAFO has issued individual memorandums to all State Offices designating FY 2004
permanent and temporary ceiling levels.  States with current employment levels above their
FY 2004 ceiling level must make every effort to manage their staffing levels to the
DAFO-approved permanent ceiling level.

Disposal Date

October 1, 2004

Distribution

State Offices
2-24-04 Page 1

Notice BU-660



Notice BU-660

1 Overview (Continued)

B Purpose

This notice:

• includes all previous allotments issued in prior continuing resolutions

• issues full-year allotments for FY 2004 County Office administrative expenses,
non-Federal payroll and nonpayroll operating expenses, through September 30, 2004

• includes carryover funding to support additional workload associated with farm bill and
disaster activity

• issues a County Office:

• travel guideline
• equipment guideline
• awards guideline.

C Contact

For questions about:

• personnel and travel allotments, contact Scott Redman at 202-720-8926
• other operating expense allotments, contact Elizabeth Hill at 202-720-9862.

2 Allotments and Guidelines

A FY 2004 County Office Allotment Guidelines and Levels

The FY 2004 non-Federal County Office allotment for States in Exhibit 1 is based on the
following:

• for States with FY 2004 permanent ceiling levels above their FY 2003 level, the greater
of their current onboard employment or their FY 2003 ceiling

• for States with FY 2004 permanent ceiling levels below their FY 2003 level, the greater
of their current onboard employment or their FY 2004 ceiling

• DAFO approved FY 2004 other staff year ceilings for temporary employees and COC’s

Note: SED’s shall manage temporary employees and all overtime for permanent and
temporary employees within the payroll allotment provided.
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2 Allotments and Guidelines (Continued)

A FY 2004 County Office Allotment Guidelines and Levels (Continued)

• the average staff year cost for permanent, temporary, and COC/MS employees in FY
2004 for each individual State

• the total FY awards allotment

• an estimate for County Office employee travel

• full-year funding for all other operating expenditures, including an estimate for rent,
utilities, telecommunications, postage, and other County Office administrative operating
costs

• an equipment guideline

• FY 2003 actual workload and FY 2004 estimated workload report information

• an estimate for within grades and promotions, and the average pay cost increase of
4.1 percent beginning in January 2004

Note: The Consolidated Appropriations Act, 2004, increased the paycost by 4.1 percent
and made the increase retroactive to January 10, 2004.  Funds are being made
available in the allotment in preparation of instructions for calculating the
increase.

• funding for 262 paid-for workdays in FY 2004.

B Personnel and Travel Allotment

Payroll allotments include funding for expenses paid through NFC.  This includes the
following:

• salaries and benefits for all non-Federal CO employees and COC’s
• the award allotment for cash, performance, and quality step increases
• non-Federal CO employee and COC travel expenses
• any other personnel costs that would be included on an employee’s W-2.

Relocation expenses will be handled on a case by case basis.  States should request relocation
funds through DAFO as needed.  No relocation allotment has been provided at this time.

Lump sum expenses for temporary employees will be handled on a case by case basis.  States
should request lump sum funds through DAFO as needed.  No lump sum allotment has been
provided at this time.
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2 Allotments and Guidelines (Continued)

B Personnel and Travel Allotment (Continued)

States will not be permitted to fund temporary staff years beyond their FY 2004 ceiling level
using other discretionary funding without prior DAFO and BUD approval.  This restriction
differs from prior year guidance and is necessary to monitor National payroll spending versus
available funding.

Payroll is not allotted to County Offices.  State Offices shall refer to DW1701CT to monitor
payroll expenses and compare it to the total available payroll allotment.

C Other Operating Expense Allotments

Other operating expense allotments include available funding for expenses paid through the
County Office Expense system.  This includes the following:

• rent, utilities, telecommunications, postage, and compliance expenses
• State Office checks issued on behalf of County Offices for administrative expenses
• equipment
• all other administrative operating expenses as needed for County Offices.

State Offices shall estimate and issue operating expense allotments to County Offices.
County Offices shall enter the other operating expense allotment in the automated CCC-514
ledger, County Office Expense system.  BUD strongly suggests that State Offices refer to
D1702CT to monitor and control other operating expenses by comparing expenses to the
total available other operating expense allotment amount.

D Equipment Guideline

In previous years, State Offices were instructed to submit office equipment requests using the
FSA-528 process.  Requests included desks, chairs, copiers, and other non-IT equipment.
Most often the requests far exceeded the available equipment funding levels.

FY 2004 County Office equipment allotments will be distributed using a base level of
funding for every State, with remaining available funding being spread proportionally to all
offices using permanent FTE ceilings.  State Offices will be able to plan purchases based on
reasonable expectations of annual funding levels.

State Offices shall make every effort to stay within the equipment guideline.  BUD will
closely monitor equipment usage by State at the National Office level.
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2 Allotments and Guidelines (Continued)

E Travel Guideline

State Offices shall not exceed the travel guideline.  BUD will closely monitor travel usage by
State at the National Office level. A BRIO travel report was developed by BUD to aid the
State Offices in monitoring travel expenditures.  All State Offices shall review this report to
determine if there are any erroneous obligations against the travel authorization.

To ensure that final C-Type vouchers do not continue to show excessive obligations against
travel authorizations, State Offices will make sure that County Offices enter a “Y” in the
“Final Voucher Indicator” (Block 54) on travel vouchers.  Unused travel obligations will
expire if the Final Voucher Indicator code is used on the processed voucher.

F Awards Allotment

Exhibit 1 reflects the FY 2004 award allotment for each State.  Awards allotment is based on
a per capita rate for each permanent ceiling slot.  The per capita rate has been increased for
FY 2004.

3 Action

A State Office Action

State Offices shall follow this table.

Step Action
1 Determine and issue full-year nonpayroll allotments in Exhibit 1 to County Offices to

pay administrative operating expenses for FY 2004.

Note: The awards allotment is included in the payroll allotment total.
2 Hold a reasonable reserve at the State Office to cover non-Federal expenditures made

for County Offices.
3 Use the proper transaction code on all State Office checks written for County Office

administrative expenses.
4 Advise County Offices, by a single State Office notice:

• to adjust FY 2003 CCC-514, by recording the additional nonpayroll allotment
using Menu NAA000, option 6, “Check Limitation and Ledger Control”

• that all FY 2004 administrative payments issued to date, before receiving this
additional allotment, are to be applied to the total allotment.

5 Monitor all payroll and nonpayroll expenses within their respective allotment totals
and ensure that neither fund exceeds the respective non-Federal County Office
allotment.
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3 Action (Continued)

A State Office Action (Continued)

Step Action
6 Remind County Offices to use the proper transaction code on checks issued for

all operating expenses according to 115-FI.

Note: Correct coding on checks, as opposed to the general use of “OE”, can be
a major factor in determining the proper allotment for each State in the
current and succeeding years.

7 FAX additional nonpayroll allotments issued to County Offices on FSA-510 to:

• Vicki Stroer, KCFO, at 816-823-1343
• Robert Flores, BUD, at 202-690-0591.

8 Advise BUD, in writing, of any needed adjustments to the Total County Office
allotment and provide justification for requests to increase the allotment
amount.
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