UNITED STATES DEPARTMENT OF AGRICULTURE _
Farm Service Agency Notice AO-1396
Washington DC 20250

For: State and County Offices

Entering Ballot Information for the 2007 COC Election

Approved by: Deputy Administrator, Field Operations

1 Overview
A Background

County Offices shall enter eligible COC nominee and ballot information, from submitted
FSA-669A’s, through the COC Election web site. This information will be used to create
ballots for this year’s election. If a County Office does not enter and save their ballot
information, no ballots will be created for that county. The web site has been designed to
allow County Offices complete control over the variable information on their ballots. County
Offices may enter ballot information for as many local administrative area (LAA) elections
as necessary. They are not limited to the 1 or 2 LAA's shown on the COC Election web site
as being up for election this year.

B Purpose
This notice:

e reminds County Offices to dataload eligible COC nominee and ballot information into the
COC Election web site using submitted FSA-669A’s

e provides:
e the date the screens will be available to the County Offices to enter information

e instructions and screen prints for updating and maintaining COC/LAA data and
eligible to vote flag on the COC election web site.

Disposal Date Distribution

January 1, 2008 State Offices; State Offices relay to County Offices
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Notice AO-1396

1 Overview (Continued)

C Contact

If there are questions about this notice, contact either of the following DAFO employees:

Kenneth Nagel by e-mail to kenneth.nagel@wdc.usda.gov or telephone at
202-720-7890

Deborah Johnson by e-mail to deborah.johnson@wdc.usda.gov or telephone at
202-720-0067.

2 County Office Action

A Updating Nominee Information

8-29-07

Beginning immediately, before availability of the Ballot Information Screens on the COC
Election web site, County Office’s shall ensure that:

each nominee can be located as an individual in the Producer Election Data File in the
COC Election web site (see Notice AO-1379 for complete instructions on using the
Producer Election Data File)

the individual is flagged eligible to vote and in the correct COC/LAA in the Producer
Election Data File

all names of individuals are in proper name format

Example: First name, middle initial (if applicable), last name; not as Hillendale Farms
or any business name).

any race, ethnicity, and gender information entered on FSA-669A by the nominee is
correctly entered or updated in the Service Center Information Management System
(SCIMS).

Entering Ballot Information

The screens for entering the nominee and ballot information should be available on the COC
Election web site on September 12, 2007. All COC's that do not fall into 1 of the following
categories shall enter their nominee and ballot information between September 12 and
September 19.

Under the following specific conditions, COC's may have until September 24, 2007, to enter
ballot information.

COC's that did not receive any nominees may be delayed from entering their nominee
and ballot data until a decision from the Secretary is received on how to proceed with the
nomination process.
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Notice AO-1396

2 County Office Action (Continued)

B Entering Ballot Information (Continued)

e COC'sin targeted counties that did not receive any nominees, or that received no socially
disadvantaged (SDA) nominees, may be delayed from entering their nominee and ballot
data until the Secretary's decision is received.

Notification will be sent through each State Office about the Secretary’s decision as soon as

possible.

County Offices shall ensure that the Sample Ballot and Transaction Completed Screens
are printed and retained in COC election files. Carefully follow the instructions in this
table, through Step 14, to ensure that ballots will be received by voters for this election and
that the ballots will be correct.

Important:

If Steps 13 and 14 are not completed, there will be no ballots created or

mailed to the voters for this election.

Enter ballot information according to this table.

Step Screen Action
1 Farm Service | Go to http://intranet.fsa.usda.gov/fsa and under links on the left
Agency side, CLICK "FSA Applications".
(FSA)
Intranet USDA untes statesdupativentct Agtae

@l Farm Service Agency (FSA) Intranet

Monday Augusi 27,2007

Search

Links In the Spotlight

» CY2007 Dlsaster Leglslatlon County LIStS

8-29-07
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Notice AO-1396

2 County Office Action (Continued)

B Entering Ballot Information (Continued)

8-29-07

Step

Screen

Action

2

FSA
Applications

Under Administrative Applications, CLICK “COC Election”.

USDA United Stales Department of Agriculture
S Farm Service Agency (FSA) Intranet

Common Applications

+ eForm (Employee site to
process eForms)

eRep
eRep Report
Farm Records

Monday August 27,2007

Conservation

Conservation On-Line
System

CRP Soils Database
Management System
Emergency Forestry CRP

« EFCRP Lump Sum

THERS! (55 (0UNER

ICAMS

Fed Traveler

FSA Data Marts

LRA Site (Identity Proof a
customer)

SCIMS

SCIMS Link Manager
Subsidiary

2003 Tax Booklet
2004 Tax Booklet
2005 Tax Booklet
2006 Tax Booklet
WSRS- IE, Work Status

Report System- Internet
Enabled

Farm Loan Programs

Price Support

HELC/Wetlands Program

Farm Loan Programs
Systems

Cotton Information Center
eLDP - Electronic Loan
Deficiency Payments

EWR - Electronic Warehouse

Payment Reports

{

Administrative
Applications

COC Elections

COC State AQ Reports
COE Replacement
ERSR

Receipts

MILC-X - MILC Extension
Program

+ Peanut Program

+ Sugar Program

+« TAA - Trade Adjustment
Assistance

Tobacco Transition Payment
Program

OIP - Office Information
Profile

Production Adjustment

USDA
eAuthentication
and
Authorization
Warning Screen

CLICK “Continue”.

SDA United Stales Department of Agriculture

USDA eAuthentication

—] e—i P

i About eAuthentication: Help

10 years, or both,

WARNING

Unauthorized access to this United States Government Computer System and software is prohibited by Title 15,
United States Code 1030. This statute states that: Whoever knowingly, or intentionally accesses a computer
without authorization or exceeds authorized access, and by means of such conduct, obtains, alters, damages,
destroys, or discloses information or prevents suthorized use of (data or a computer owned by or operated for)
the Government of the United States shall be punished by a fine under this title or imprisonment far not more than

WARNING

Cancel Continue

Contact Us
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Notice AO-1396

2 County Office Action (Continued)

8-29-07

B Entering Ballot Information (Continued)

Step

Screen

Action

4

eAuthentication
Login

Enter eAuthentication user ID and password. CLICK “Login”.

SDA United Stales Department of Agricullure
USDA eAuthentication

About eAuthentication ; Help | ContactUs : Service Centers

Quick Links
I What is an account?

eAuthentication Login

Password: |:| © Change My Password

., Reset My Forgotten

I Create an account
¥ Update your account

Administrator Links

+ Local Registration Login Password
Authority Login . Retrieva My Forgotten
I User 1D

County FSA
Committee
Election

Select the desired County Office name from the dropdown box.

CLICK “FSA County Committee Election”.

County Office Committes (COC) Election ™ , “toi" :o& -

B Locsl DMicas  USOA Bame 1 ag GRS ey

Farm Sarvice Agency

Online
il FSA County Committee Election

“Which Cffice: | McNairy (85602) =

FEA County Commiee Electon

Produces Election Datn File

[ Coaunty Electan Control Table 1
County Eluchon Reparts

Thue Farm Sernce Agency websie s pronded for the FSA County Committee Electon

USDA i committed to makmg its web pages accessble to all mdmduals. If you are a person with a disability and have trouble
Aaccesang or using our web fite, please contact the FSA Natonal Help Desk at (B00)-255-2434 ¢r the Centralized Help Desk at
B00-457-3642, sphion 1, option 2. Flease provide s with the specafic URL wath whech you have a problem or contem
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Notice AO-1396

County Office Action (Continued)

B Entering Ballot Information (Continued)

Step

Screen

Action

6

Election
Information

From the drop-down box, select the COC number and the LAA
number for the current COC election. CLICK “Submit”.

Notes: Verify that the LAA displayed at the top of the page in red is
correct. If this information is not correct, update the COC
Directory on the web site.

The application will not prevent the user from entering ballot
information for a different LAA than what is displayed in the
message. Itis just telling the user which LAA is up for
election according to what has been entered into the COC
Directory. The COC Directory can be corrected anytime.

Users may enter ballot information for as many LAA
elections in their county as needed.

If an incorrect LAA has been used since the beginning of
the COC election process, exit the program, notify the State
Office and prepare for a makeup election.

Farm Service Agency
—_— o
- Online

County Office Committee (COC) Elcction ™"
eForms ContactUs Search Local Offices  USDA Home Log Oy
Aceording te the Cmrent COC Directory the Following COC and LAA ave Up For Flection this Year
¢ COC:1,LAA:2
o COC:1L,LAAS

Flection Information

State: iifennessee J
Clounty: Mclairy { Chester
*County Commnittee: | L*"

“Local Administrative B
|
Area:
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Notice AO-1396

County Office Action (Continued)

B Entering Ballot Information (Continued)

Location if
Voting in
Person

Step Screen Action
7 | Office Mail | Enter the mailing address where the return ballots will be mailed and
Delivery CLICK “Submit”. Ensure that the office name is entered on the first
line, for example, “McNairy/Chester County FSA Office”.
Notes: If abbreviations are used in the street address, see 5-AS,
Exhibit 8 for USPS common address abbreviations.
The system will accept either 5- or 9-digit ZIP Codes.
CLICK “Submit”.
Farm Service Agency B Za s ‘1\‘:“;3 /
? Online eForms _Contact Us. Sear::”:::l Dfﬁre:e {uf::?mf’?:':::‘:_‘ ‘:'; 3 .\ m
Office Mail Delivery Address
(Used for Return Address and Mailing Address for Returning Ballots)
e
*Street: 512 Mulbeny Ave |
“City: [gebmer | “State: [TH] |
* Distinguishes required fields.
8 | Voting Enter the physical location (street address) of the County Office

where an individual can hand deliver the ballots instead of returning
the ballots by mail. Ensure that the office name is entered on the
first line, for example, "McNairy/Chester FSA Office."

CLICK “Submit”.

Farm Service Agency
—_—
z Online

Veting Location if Voting in Person

*Enter the office name and physical street address where ballots may be brought in
person.

“Office Name: McMainy/Chester FSA Ofiice |

*Street: 512 Mulberry Ave |

*City: |Selmer “State: [TN ]

* Distinguishes required fizlds.
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Notice AO-1396

County Office Action (Continued)

B Entering Ballot Information (Continued)

8-29-07

Step

Screen

Action

9

Ballot Data

Enter the address of the physical location (street address) where the
ballots will be counted. Ensure that the office name is entered on
the first line, for example, "McNairy/Chester FSA Office".

Enter the date and time the ballots will be counted.

CLICK "Submit".

Farm Service Agency =3 > " =
—_ o [« Office Committce (COC) Election ™" > &
B Online eF ContactUs Search Local Offices  USDA Home  Log Off

Ballot Data
(Location ballots will b counted at)

*Office Name: [McNain/Chester FSA Offica |

*Street: 512 Mulberry Ave |

*City: @glhwgr | *State: |TN:i
“Zip: [38375-0130 |
(Date ballots will be counted)
*Nonth: iDecemberi\'}‘ *D;.y;i)! *Yea: @
(Time ballots will be counted ) ex(10:00)
e[ 0 ] ©-am 0w

*hsismguiches required fiekds.

Election Information

10

USDA

Enter any of the following:

Service

Center _ e candidate’s ID number and ID type
Information o full or partial last name
Management | ¢ common name.

System

(SCIMS) CLICK "Search".

Customer

Search Page

USDA Service Cenfer
= | Information Management

ervice Center
¥ SELMER SERVICE CENTER &

Location State

[TEMNESSEE
Mational Search: [] |

Service Centar Details ]

Type Name

@ starsWith O Exast Matoh
@ Individual O Business O Both

Last or Business: ;|

Activa Active and Inactive [ First: | |
Tax ID Other
1D |7|

Cormrman Marme: | ]

D Type. | SelectOne ¥

& whote I
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Notice AO-1396
County Office Action (Continued)

B Entering Ballot Information (Continued)

8-29-07

Step

Screen

Action

11

Search
Results

A list of matches to the search data will be displayed. Select the
nominee’s name from the available list.

Note: Users will only be able to select producers in the State and
county where they have access through eAuthentication. Only
producers in the correct COC/LAA with a check mark in the
eligible to vote box in the Producer Election Data File, and
coded as an individual in SCIMS, will be saved into the
Candidate Data Screen.

USDA Service Center,
Information M. ement System

'”ﬁé

" Search Results

Based on selected Sericing Site SELMER SERVICE CENTER

Select a customer:

Potential Common Tax || Delivery City, State Phone Legacy |Legacy

Duplicate. Name Taxild Tld Ad(."eﬁ ZIP Code No State | County
ype Line

Active

DAVID

Active Ho AERER

TEHNESSEE | MENAIRT

EDHA MAE

Aotive Ho REWER

TENMESSEE |MENAIRY

Rctive Ho Lo | | TENNESSEE |MCNAIRY

Active No el TEMNESSEE |MCNAIRY

12

Candidate
Data

When the name of an eligible producer who is coded as an individual
in SCIMS is selected, the name will be displayed in "Candidate(s)
Entered” box. If the selected producer is not in the correct COC/LAA,
or not in SCIMS as an individual, the user will receive an error
message and will be allowed to search again.

Farm Service Agoncy
Online

County Office Commirtes (COC) Election™ |, %

aborme Contartts Search Locd (Mfices  USDA thame  Log ORISR
Candidate Diata

*Candidate(s) Entered: | GREG TACKER

Page 9




Notice AO-1396

2 County Office Action (Continued)

B Entering Ballot Information (Continued)

8-29-07

Step Screen Action
12 Candidate For each nominee, CLICK “Search” and repeat steps 10 and 11 to
(Cntd) | Data select nominees until all have been entered in the box on the
Candidate Data Screen. CLICK *“Finish”.
I-F:—L—EFN:‘::::tW County Office Committes (lrfﬂ!) Elaﬂhi‘_"-‘ :; ‘E; 'y
!'.:.:n::l- L Shatmmen Candlidare Data
| Search | | Remove FrombList | il’lnush
13 FSA County | Confirm the data in each section of the sample ballot for accuracy.
Committee CLICK:
Elections —
COC Data e “Yes” in the option boxes, if the information is correct

e “No”, if any of the information is incorrect.

Note: If “No” was clicked in any of the boxes, then the
corresponding screen will be displayed after users
CLICK "Submit". Changes can be made to the
information.

When all of the questions have been answered with “Yes”,
carefully review the entire ballot to confirm the information
entered is correct.

Print the sample ballot for your records.

After the “Sample Ballot™ is printed, CLICK ""Submit™. The
information is not stored until users CLICK "Submit" after all of
the questions are answered with “Yes”.

Note: The information entered by the user on the “Sample
Ballot” must be checked very carefully, as this is the
information that will appear in the actual ballots. Any
information that is incorrect on the sample ballot will
be incorrect on the actual ballot. Ensure that the
printout of the “Sample Ballot™ is retained for COC
records.
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Notice AO-1396

County Office Action (Continued)

B Entering Ballot Information (Continued)

Elections —
COC Data

Step Screen Action
13 FSA County
- FSA County Committee Elections - COC Data
(C ntd) CO m m Ittee Fleage confirm the carreciness of the sample ballot below by selecting "Yes" in the aption boxes below. If any af the informaiion is incorrect, select " No"

and you will be taken hack to the correspending screen to make changes to the information.

Iz the office information correct for Mcairy County, Tennessee? *Tes @ No O
Is the veting address correct? *Tes @ No O
Is the ballot counting information and time of counting correct? *Tes @ No O
Is the list of candidates correct? *Tes @ No O
Is the office mailing address correct en the ballet retum envelope? *Tes @ Ne O

*Disiinguishes required fields.

Please print this sample ballot screen for your records, then press submit to store your data.

Front Page of Ballot

UNITED STATES DEPARTMENT OF AGRICULTURE

5 SEmalEe £ FIRST CLASS MALL
MCWATRY/CHESTER COUNTY F34 OFFICE
ELECTION DATE: A9
512 MULBERRY AVE 12.04-2006 [POSTAGE & FEES PAID)
SELMEE, TH 38375-0230 USDA-FSA
PERMIT NO. G-36
OFFICIAL MAIL
IMPORTANT: Ballot for FSA Committee Elections
ADDRESS SERVICE REQUESTED PRODUCER NAME ENTERED BY CONTRACTOR
PRODUCER ADDRESS ENTERED BY CONTRACTCR
Pags Two of Ballot
CEALTEURLIE 1. Election Date:  NOTE: s 15 7 (45T DAY FOR WALING SALLOTS OF VOTIG IN FERSON AT
A VOTE for 1(one) candidate only. If you vote for mare than one 12-04-2006 THE COUNTY OFFICE. MAILED BALLOTS MUST BE POSTIHARKED BY THIS DATE.
candidate, your ballot will not be counted
. CIRCLE the candidate you are vating for or you may "Wite-in" || 2.DATE 3.C0CLAA | 4.cOUNTY
the name of any other eligible farmer or rancher. MAILED NO. CODE 5.VOTE FOR ONLY
(. Separate and retumn this partion anly ar your ballot will not he 11-02-2006 1.2 108 ONE CANDIDATE
counted.
7. BALLOTS WILL BE COUNTED IN
6. VOTING LOCATION IF VOTING IN PERSON PUBLIC AT
MCNAIRV/CHESTER FSA OFFICE MCNAIRY/CHESTER FSA OFFICE
512 MULBERRY AVE 512 MULBERRY AVE
SELMER, TN 38375.0130 SELMER, TN 383750130
10:00 A4 1212008
VELMA ADAMNS JAMES BRUMLEY ANNIE MERLE
GREG TACKER

|| BALLOT FOR FSA COMMITTEE ELECTIONS ‘l

Ballot Return Envelope

DO NOT REMOVE THIS LABEL

PRODUCER NAME ENTERED BY
PRINTING COMPANY County Code:109 LAA: 2

PRODUCER ADDRESS ENTERED BY
PRINTING COMPANY RETURN ENVELOPE FOR FSA COMMITTEE ELECTION BALLOT

SIGN HERE

VOTER MUST SIGN LABEL
Viou st siga on the ahove label mext to "SIGN HERE " or your Aallat canmat be
counted. # you sign with an "X ar ather mack, your wark nust be witaessed o
the hack of this envelope.
MCHNAIRY/CHESTER COUNTY F3A CFFICE
512 MULBERRY AVE
SELMER, TN 38375-0230
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Notice AO-1396

2 County Office Action (Continued)

B Entering Ballot Information (Continued)

Step Screen Action
14 | Transaction | The Transaction Completed screen will be displayed. The
Completed | information that was entered is not stored until the Transaction

Completed screen is displayed; if this screen is not displayed, ballots
for this election will not be created and mailed.

Note: Print this screen and retain with the sample ballot in COC
election records.

-

Farm Service Agency
el

County Office Committee (COC) Election . "‘ - /;ze

eForms ContactUs Search Local Offices  USDA Home  Log Offiyee -~

Online

o
o SENra
O
— W

Transaction Completed
The information was successfully stored.

Ballot Information
8/16/2006
State: Tennessee
County: McNairy
coc: 1
LAA:2

[ F5A County Commifiee Election |

3 State Office Action

A Action

Each State Office shall ensure that every County Office in their State has completed entering
the nominee and ballot information through communication with County Offices as well as
the following resources:

e the Candidate Report available on the COC State AO Reports web site under "FSA
Applications™ at http://intranet.fsa.usda.gov/fsa/

e Dallot data entered by County Offices on the COC Election web site may be reviewed on
the web site or by using screen prints faxed by County Offices to State Offices.

Note:

State Office shall ensure that each County Office has:

e successfully entered the ballot information by finding the county listed in the
State’s Candidate Report located on the COC State AO Reports web site

e entered the total number of nominees they have received; a common cause of
invalid elections occurs when County Offices fail to enter all nominees on the
web site or do not CLICK “Submit” and save their ballot information.

8-29-07
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