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

Notice AO-1177

For: State and Work Measurement County Offices, Except AK, HI, and PR

FY 1999 Farm Loan Program Work Measurement Reporting

Approved by: Acting Deputy Administrator, Management

W&L

1  Overview

A
Background Each year, the National Work Measurement Committee meets to review
suggestions for improving the work measurement system. In June 1998, the
Committee voted to:
e amend FLP work items for FY 1999 reporting
¢ make a change in how work measurement FLP activity is reported.
Draft copies of the amended work items were discussed during the work
measurement training sessions held in September, and many of the comments for
clarification have been incorporated into the work items. These, and other changes
approved by the Committee, will be included in a future 12-A0O (Rev. 15)
amendment.
B
Purpose This notice provides instructions for reporting work measurement for FLP being
implemented in FY 1999.
Disposal Date Distribution
July 1, 1999 State Offices, except AK, HI, and PR; State Offices
relay to Work Measurement County Offices
11-10-98 Page 1



2  Action

A

Work
Measurement
Reporting

B
Workload
Reporting
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Only those work measurement offices designated as Type 1 offices according to
Notice AO-1164 will report FLP time and units in FY 1999. Work measurement
offices designated as Type 2 and Type 3 will not report any FLP activity on their
work measurement reports. Type 1 offices shall report:

e all FLP time and units performed by GS and CO employees in that office and
any serviced offices

Note: This includes, but is not limited to, working with borrowers,
telephone activities, field activities, and publicity.

e  all training time, including reading notices, completed by any of the GS or CO
employees in the work item to which the training applies

e all COC time spent on FLP activities in any of the serviced offices

e annual, sick, holiday, and administrative leave for work items 106 through
110, prorated for each employee reporting in the same ratio as the FLP time
reported to the total time in the quarter.

Note: Time spent outside the serviced area, even on FLP activities, should
not be reported in the work measurement system. This includes
activities such as jump teams and details.

Although the work items have been modified for FY 1999, the manner in which
workload unit counts will be reported will continue in the same way as FY 1998.
The units will be reported in the office where the borrower resides.

Note:  Because work measurement unit counts being reported through Type 1
offices only and workload units being reported in the office where the
borrower resides, work measurement and workload units will generally
not match.

Continued on the next page
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2  Action (Continued)

C

Reporting State FLP work, which could be assigned to the County Office but is being performed
Office Employee by a State Office employee for a Type 1 work measurement office, must be
Activity captured in the work measurement system.

e  This includes work such as appraisals and servicing activities. Do not capture
normal State Office responsibilities or work that could not be assigned to a
County Office, such as loans reviewed because of approval authority
limitations in the County Office.

e The State Office activity will be combined with the County Office activity
when generating work measurement formulas; however, it must be kept
separate for staffing purposes.

Report first quarter (October 1 through December 31) activity as follows.

e  State Office employees should maintain a daily manual log of the time spent
on County Office level activity for Type 1 work measurement offices. This
information should be separated by work item based on the activity
performed.

o State Offices shall:

e summarize the information by work item and provide it in a memorandum
to the Work Measurement Staff, BUD

e FAX the memorandum, by January 8, 1999, to Floyd Wagoner at
202-690-3902

e not provide the information to the work measurement County Office for
inclusion in their report.

Note: BUD is working with KCMO to provide an automated system for State
Offices to use to report this activity but it will not be available for first
quarter reporting.

D
Contacts If there are questions about this notice, contact BUD through the State Office.
BUD contacts are Floyd Wagoner, Carlisle Cox, or Heidi Ware.
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