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

Notice AO-1212

For: State and County Offices

Maintaining Election Data and Printing the COC Directory Report

Approved by: Executive Director for State Operations

1 Overview

A
Background

B
Purpose

In October 1999, County Office employee personnel and payroll functions,
including those for COC members and advisors, were transferred to NFC. Data
for COC members and advisors that was maintained in the FSA-353 process will
not be maintained by NFC.

County Release No. 431 contains software that allows County Offices to enter and
maintain data for newly elected committee members and advisors and to print the
COC Directory Report.

This notice provides County Offices with instructions to:

e enter and maintain data records for incoming members and alternates
e print a COC Directory Report.

Note: 15-A0 will be amended to contain instructions for recording newly elected
committee members and processing the COC Directory Report.

Disposal Date

February 1, 2001

Distribution

State Offices; State Offices relay to County Offices

4-3-00
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Notice AO-1212

2 Recording Newly Elected Committee Members

A
Separating
Members

B
Recording New
Members

C
Discontinuing
the Printing of
FSA-353

4-3-00

In the past, County Offices were required to separate outgoing members and
alternates from the data file before creating data records for new members,
alternates, and advisors.

Software in County Release No. 431 will automatically separate committee
members whose records have not been accessed in the current calendar year.

Data records for committee members and alternates shall continue to be recorded
according to 15-A0, paragraph 159; however, the following payroll related fields
have been removed from Screen NAA31020, "Committee Member/Other Data
Screen":

e date of birth

e established miles

e established mileage rate
e taxing State

e Jocality pay.

FSA-353, Notice of Personnel Action Committee Member/Other, will no longer be
printed.
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3 COC Directory Report

A
Accessing Report

4-3-00
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County Offices shall follow this table to access the COC Directory Report.

Menu or
Step Screen Action
1 FAX250 Select 1 of the following as applicable:
e ENTER “3”, “Application Processing
(Headquarters Office)”, if only 1 county
e ENTER “4”, “Application Processing (Office
Selection)”, if multiple counties
e Select headquarters county.
2 FAX07001 ENTER “12”, “Personnel and Payroll”.
3 NAAO000 ENTER “1”, “Employee/Committee Member
Data File”.
4 NAAO005 ENTER “10”, “Print Committee Directory
Report”.
5 NAB35001 Enter printer ID and number of copies to print.

Continued on the next page
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3 COC Directory Report (Continued)

B
Information The COC Directory Report contains the following information.
on Report
Field Description
ST CTY The State and county codes on the system, unless the COC
member has entries for nonpayrolling State and county
codes.
ID No. The Social Security number of the COC member.
Name The first name, middle initial, and last name of the COC
member.
Position COC position.

Example: COC 1, Chairman
COC 2, Vice Chairman
COC 3, Member
COC A, 1st Alternate
COC B, 2nd Alternate.

Begin Date The date the COC member takes office.

Term The term of office for the COC member.
Example: 001, where:

o Ist digit represents whether elected or not
elected this year

* 2nd digit represents number of consecutive
terms elected

e 3rd digit represents number of years remaining
in the present term.

Continued on the next page
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3 COC Directory Report (Continued)

C
Example of
Report

4-3-00
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The following is an example of the COC Directory Report.

STCTY

31001
31001
31001
31001
31001

NEBRASKA
ADAMS

USDA-FSA

County Committee Directory Report

Report ID: NAB340-R001

ID No.

XXX XX XXXX
XXX XX XXXX
XXX XX XXXX
XXX XX XXXX
XXX XX XXXX

Name

John Doe

Gary L. Day
Edward L. Andes
Dale Jackson
John Jones

Position

COC1
cocC2
COC3
COCA
COCB

Prepared 04-15-2000

Begin
Date

04-01-2000
04-01-2000
04-01-2000
04-01-2000
04-01-2000
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Term

001
022
113
001
001
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