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Notice BU-627
UNITED STATES DEPARTMENT OF AGRICULTURE
Farm Service Agency
Washington, DC 20250

For: State and County Offices

Revised FY 2002 Non-Federal County Office Allotments and Federal Employee 
Guidelines for Informational Technology (IT) Training Funds

Approved by:  Deputy Administrator, Management

1 Overview

A
Background The success of the Service Center’s common computer environment (CCE)

initiative depends, in part, on providing the FSA State Office and Field Service
Center (FSC) employees with training in the capabilities and use of the new
technology.  Based on surveys and requests from FSC employees, ITSD has
reprogrammed funding for field office IT training.   

Copies of FSA’s IT Training Assessment Survey will be provided to State Offices
in a forthcoming notice which may assist in determining IT training needs.

B
Purpose This notice:

• provides information on:

• using funds 
• how the funds will be allotted
• procedures to follow on reporting the use of funds

• includes all previous county administrative allotments issued for FY 2002

• issues additional funding to support IT training funds needs
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1 Overview (Continued)

B
Purpose
(Continued)

• includes total additional county administrative funding and final FY 2002 total
payroll and nonpayroll allotments (Exhibit 1)

• includes Federal IT training guidelines (Exhibit 2)

• includes a “Report of Supplemental IT Training Funds” example (Exhibit 3).

C
Contact For questions about:

� IT training, contact Sandi Davenport, ITSD at 202-720-1700
� funding, contact Scott Redman, BUD at 202-720-8926.

2 Determining the Use of Funds

A
Using
Supplemental IT
Training Funds

SED’s are requested to assess IT training needs for FSA FSC employees.  IT
training:

� funds should be used to address any identified IT training needs

� should enhance FSC employees’ ability to utilize Agency hardware and
software to provide a higher level of customer service and increase office
efficiency.

Examples of IT training may include, but are not limited to, the following:

� Microsoft Word
� Microsoft Excel.

The supplemental IT training funds included in this notice are available for use in
FY 2002.  Any remaining funds that are not used by an office in FY 2002, will be
reallocated to that office in FY 2003.

Continued on the next page
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2 Determining the Use of Funds (Continued)

B
Formula Used To
Distribute 
Funds

In an effort to equitably distribute available funding, ITSD divided available
funding by the number of workstations in all FSA State Offices and FSC’s and
then multiplied the per workstation amount times the number of workstations in
each State to determine each States total funding.

Once the amount per State was determined, the Federal and non-Federal
distribution within the State was calculated by prorating the available amount
between Federal and non-Federal permanent ceiling levels.

C
Accounting
Codes 

Non-Federal employees will use transaction code “ORP” on checks to cover IT
training tuition costs.  See 115-FI, subparagraph 94 D.

Federal employees will use accounting code “284XXXXX15A020” for
supplemental IT training.

States will use their applicable State Office index codes, according to 
98-FI (Rev.6), Exhibit 11, in place of “XXXXX”.

3 Allotment and Guidelines

A
County
Allotments

FY 2002 non-Federal County Office allotments in Exhibit 1 reflect increased
nonpayroll allotments for County Office supplemental IT training funds.

State Offices should distribute additional nonpayroll allotments to County Offices. 
County Offices will enter the nonpayroll allotment in the automated County Office
expense system CCC-514 ledger. 

B
FY 2002 Federal
Office Allotment
Guidelines and
Levels

See Exhibit 2 for a guideline for Federal employee IT training limitation.  The
limitation is not an allotment but Federal IT training funds expended will be
charged to the State in the Agency accounting system and will be monitored by
ITSD.

Continued on the next page
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3 Allotment and Guidelines (Continued)

C
Report of
Supplemental IT
Training Funds

FSA State Offices and FSC’s are required to report the use of their expended
supplemental IT training funds according to paragraph 4.  See Exhibit 3 for an
example of the “Report of Supplemental IT Training Funds” spreadsheet that may
be used to report these expenditures.

4 Action

A
County Office
Action

County Offices shall:

� monitor the use of IT training funds

� report the use of IT training funds to the State Office no later than 
October 15, 2002.

 
Note: A negative report is required.

B
State Office 
Action

State Offices shall:

� determine and issue revised full-year nonpayroll allotments in Exhibit 1 to
County Offices to pay for operating expenses and any needed IT training for
FY 2002

� instruct CED’s to assess IT training needs for FSA FSC employees

� inform FSA FSC employees that funds are available for use in FY 2002 to
address any IT training needs

� prepare a “Report of Supplemental IT Training Funds” spreadsheet (Exhibit 3)

Note: The report should list all County Offices and include the amount of all
Federal and non-Federal funds used.

� submit the “Report of Supplemental IT Training Funds” spreadsheet no later
than October 30, 2002, to Sandi_Davenport@wdc.usda.gov.

Note: A negative report is required.
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Additional County Administrative Funding and Final FY 2002 Total Payroll and Nonpayroll
Allotments
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Additional County Administrative Funding and Final FY 2002 Total Payroll and Nonpayroll
Allotments (Continued)
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Federal IT Training Guidelines
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Report of Supplemental IT Training Funds

Funds Funds
Office   Allocated    Expended

Virginia State Office $0.00 $0.00

Accomack County FSA Office $0.00 $0.00
Albemarle County FSA Office $0.00 $0.00
Alleghany County FSA Office $0.00 $0.00
Amelia County FSA Office $0.00 $0.00
Amherst County FSA Office $0.00 $0.00

Total $0.00 $0.00
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