
Notice BU-617
UNITED STATES DEPARTMENT OF AGRICULTURE
Farm Service Agency
Washington, DC 20250

For:  State Offices

FY 2002 Full-Year Non-Federal County Office Allotments
Approved by:  Acting Deputy Administrator, Management

1 Overview

A
Background Initial non-Federal County Office allotments for FY 2002 were issued in

Notice BU-613 only through February 9, 2002.  Before full-year funding could be
allotted, there was a need to further analyze:

� FY 2002 total fund availability
� FY 2001 final accounting data
� FY 2001 actual workload and FY 2002 estimated workload
� FY 2002 agency ADP costs and other County Office operating expenses
� FY 2002 staffing ceilings.

Analysis has been completed, and full-year (261 paid-for workdays) allotments are
being provided to fund 11,496 non-Federal County Office staff years that includes:

� 9,496 permanent staff years
� 2,000 staff years for all temporary and COC/MS employees.
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1 Overview (Continued)

B
Purpose This notice:

� includes all previous allotments issued through Pay Period 2

� issues full-year allotments for FY 2002 County Office administrative expenses,
non-Federal payroll and nonpayroll operating expenses, through September 30,
2002

Note: See Exhibit 1.

� includes the previously issued awards allotment

� issues the County Office equipment guideline.

2 Allotments and Guidelines

A
Payroll and
Nonpayroll
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
� COC travel expense
� CO employee relocation expense
� any other personnel costs that would be included on an employee’s W-2.

Nonpayroll allotments include funding for expenses paid through the County
Office Expense system.  This includes the following:

� non-Federal CO employee travel
� rent, utilities, telecommunications, postage, and compliance expenses
� State Office checks issued for County Offices for administrative expenses
� an equipment guideline
� all other administrative operating expenses as needed for County Offices.

Continued on the next page
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2 Allotments and Guidelines (Continued)

A
Payroll and
Nonpayroll
Allotment
(Continued)

State Offices should estimate and issue nonpayroll allotment to County Offices for
all nonpayroll expenses.  County Offices will enter the nonpayroll allotment in the
automated CCC-514 ledger, County Office Expense system.  The quad-weekly
reports will be:

� distributed to State and County Offices for nonpayroll operating expenses
� reported in the data warehouse report DW1702CT.

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

B
FY 2002 County
Office Allotment
Guidelines and
Levels

The FY 2002 non-Federal County Office allotment for States in Exhibit 1 is based
on the following:

� EDSO-approved FY 2002:

� permanent employee staff year ceilings
� other staff year ceilings for temporary employees and COC’s

Note: SED’s should manage:

� temporary employees

� overtime for permanent and temporary employees within the payroll
allotment provided.

� the average staff year cost for permanent, temporary, and COC/MS
employees in FY 2001 for each individual State, multiplied by the
EDSO-approved staff year ceilings for permanent, temporary, and COC/MS
employees

� funding for approved County Office CED reclassification upgrades

� the total FY awards allotment

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

Note: The travel estimate includes the recent increase to the mileage
allowance.

Continued on the next page
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2 Allotments and Guidelines (Continued)

B
FY 2002 County
Office Allotment
Guidelines and
Levels
(Continued)

� an equipment guideline

� FY 2001 actual workload and FY 2002 estimated workload reports

� an estimate for within grades and promotions, and the average pay cost
increase of 4.52 percent beginning in January 2002

Note: Beginning this FY, those States with high locality and cost-of-living
adjustments are receiving an increase above the 4.52 percent.

� funding for 261 paid-for workdays in FY 2002.

C
Equipment
Guideline

In previous years, State Offices were instructed to submit office equipment
requests using the On-Line FSA-528 process.  Requests included desks, chairs,
copiers, and various other non-IT equipment, and often far exceeded available
equipment funding levels.  MSD was responsible for reviewing and approving or
denying requests according to the available budget.

In an effort to streamline this process and provide greater flexibility to State and
County Offices, this process has been changed for FY 2002.  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 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.  This
will be closely monitored.
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3 Action

A
State Office
Action

State Offices shall:

� determine and issue full-year nonpayroll allotments in Exhibit 1 to County
Offices to pay administrative operating expenses for FY 2002

Note: The awards allotment is included in the payroll allotment total.

� hold a reasonable reserve at the State Office level to cover non-Federal
expenditures made for County Offices

� use the proper transaction code on all State Office checks written for
County Office administrative expenses

� advise County Offices, by a single State notice:

� to adjust FY 2002 CCC-514, by recording the additional nonpayroll
allotment using Menu NAA000, option 6, “Check Limitation and Ledger
Control”

� that all FY 2002 administrative payments issued to date, before receiving
this additional allotment, are to be applied to the total allotment

� monitor all payroll and nonpayroll expenses within their respective allotment
totals and that both funds do not exceed the total non-Federal County Office
allotment

� 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.

� FAX Vicki Stroer, KCFO, at 816-823-1343 of additional nonpayroll allotment
issued to County Offices on a 510 worksheet, and also FAX a copy to
Kathleen Solomon, BUD, at 202-690-0591

� advise BUD, in writing, of any needed adjustments in the total County Office
allotment and provide justification for requests to increase the allotment.
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FY 2002 Full-Year Non-Federal County Office Allotments
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