
UNITED STATES DEPARTMENT OF AGRICULTURE  

Notice AO-1380 Farm Service Agency 
Washington, DC 20250 
 
For:  State Offices 
 

State Civil Rights Coordinators Training  
Approved by:  Administrator  

 
  
 
1  Overview 
 

A Purpose 
 

This notice informs State Offices about orientation and civil rights training for State Civil 
Rights Coordinators, including: 
 
• scheduled date, time, and location of the training 
• information about hotel accommodations and transportation 
• number of attendees per State. 

 
B Contact 
 

If there are questions about this notice, contact either of the following OCR employees: 
 
• Doris Rudolph at 202-401-7178 
• Carl Holmes at 202-401-7171. 

 
2  Training Schedule 
 

A Training Location, Dates, and Time 
 

The training sessions will be held at The Florida Hotel and Conference Center, 1500 Sand 
Lake Road, Orlando, Florida 32809. 

 
The training will begin on Tuesday, April 24, 2007, at 8 a.m. and end on Thursday, April 26, 
by 4 p.m. 

 
Monday and Friday will be travel days.  The meeting is scheduled to end at 4 p.m. on 
Thursday, April 26.  Therefore, return trips should not be scheduled before 6 p.m. Thursday. 

 
 
 
 
Disposal Date 
 
June 1, 2007 

Distribution 
 
State Offices 
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2  Training Schedule (Continued) 

 
B Training Registration 
 

Training registration will begin on Monday, April 23, from 7 p.m. to 8 p.m. for the 
convenience of participants.  Registration will also be held on Tuesday, April 24, from 
6:30 a.m. to 8 a.m. 

 
C Attendees Per State 

 
Each State Office may send 1 participant (the designated State Civil Rights Coordinator) to 
the training.   
 
Exception: South Dakota and Texas may send their 2 designated State Civil Rights 

Coordinators. 
 
3  Hotel and Travel Authorization Information 
 

A Hotel Information 
 

Participants shall make their own reservations by Thursday, April 5, 2007, directly with The 
Florida Hotel and Conference Center using either of the following methods: 
 
• telephone at 1-800-588-4656 (toll free); reference "USDA State Civil Rights 

Coordinators Orientation" 
 
• online at the Florida Hotel and Conference Center website at 

https://fmhv1web.thefloridamallhotel.com/v1web/Availability.asp?WCI=Groups&WCE=
GroupSelect; using ID "4672" and password "9426". 

 
A block of rooms has been reserved for check-in on Monday, April 23, 2007.  Check-in time 
is 3 p.m.  The room rate will be $89, plus tax, for a single room each night and must be 
guaranteed by using a credit card. 
 
The group is tax exempt.  Participants shall complete the Florida State Tax Exempt form 
(Exhibit 1) and provide to the concierge when checking-in at the Florida Hotel and 
Conference Center. 
 
Note: All guest rooms must be guaranteed with a credit card by April 5, 2007, or the rooms 

will be sold on a first-come, first-served basis. 
 

After reservations have been made and confirmed, provide notification to Jeffrey Hayden, 
OCR, by e-mail to Jeffrey.Hayden@wdc.usda.gov no later than April 6, 2007.  
 

B Transportation to Hotel 
 

Participants should use Mears Transportation service for travel to and from the airport.  The 
cost is $24 round trip. 
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3  Hotel and Travel Authorization Information (Continued) 
 

C Travel Authorization 
 

Each employee must have an approved AD-202 before incurring travel expenses.  This notice 
does not constitute an approved travel authorization.  Employees shall ensure that Block 51 
is completed with the proper purpose code as follows: 
 
• 4, for employees conducting the training or presenting materials 
• 15, for employees attending the training. 
 
The per diem rate for Orlando, Florida, is $138 a day ($89 for lodging and $49 for M&IE). 

 
Participants shall make their own travel arrangements as soon as possible, using the most 
efficient means of transportation. 

 
State Office employees shall charge this travel to their State-controlled travel code according 
to 98-FI. 

 
D Reimbursement for Travel Costs 
 

States participating in any National meeting should request reimbursement of their travel 
costs.  The request for reimbursement may be included as part of the State's routine, monthly 
request for travel reimbursement that is submitted to BUD with a copy to DAFO.  The 
request should include actual travel expenses of participants who attended the National 
meeting.  BUD will prepare FSA-308 increasing the State Office's FY 2007 travel allotment. 
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4  Participant Action 
 

A Reasonable Accommodations 
 

Each participant shall notify the airlines and hotel of any accommodations that are necessary. 
 
Persons with disabilities who require accommodations to attend or participate in this training 
shall contact Angela Payton, MSD, Information Management Branch, Publishing and 
Program Support Section at 202-720-0482 by Thursday, April 5, 2007. 

 
B Documenting Training 
 

Training shall be documented in AgLearn according to the following table.  
 

Step Action  
1 Access AgLearn at http://www.aglearn.usda.gov and under “Student” CLICK 

“Login”.  On the Warning Screen, CLICK “Continue” to access the 
eAuthentication Login Screen.  Enter eAuthentication user ID and password, and 
CLICK “Login”.  

2 CLICK “Catalog” located at the top of the screen.  
3 Under “Subject Area Menu”, locate and CLICK “Farm Service Agency”.  
4 Locate “2007 State Civil Rights Coordinators Training” and click “Register”.  
5 Under “Registration Comments” enter State name and employee title in the 

“Comments” box and CLICK “Confirm”.  
6 An e-mail confirmation will be received in the next hour.  

 
Note: Instructors, presenters, and/or observers should not document their participation. 
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Florida State Tax Exempt Form 
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