UNITED STATES DEPARTMENT OF AGRICULTURE )
Farm Service Agency Notice BU-696

Washington, DC 20250
For: State Offices

FY 2007 Initial Allotments for the Continuing Resolution (CR)
Approved by: Deputy Administrator, Management

Wl

1 Overview

A Background
On September 29, 2006, the President signed Pub. L. 109-289, a CR to fund the operations of
agencies, including USDA, that lack regular appropriations at the beginning of FY 2007.
The CR is effective October 1, 2006, through November 17, 2006.

B Purpose
This notice:
e provides guidance:

e for FSA operations during CR

e on monitoring travel, rent and utilities, postage, equipment, supplies, and overtime
expenses until full-year allotments are issued

e issues initial allotments for non-Federal County Office administrative expenses through
November 17, 2006 (Exhibit 1)

e issues initial State Office allotments for Federal administrative expenses through
November 17, 2006 (Exhibit 2).

Disposal Date Distribution

December 1, 2006 State Offices
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Overview (Continued)

C Contacts

The following table provides BUD points of contact if you have questions about non-Federal
allotments.

IF located in... THEN contact...
Midwest, Northeast, or Southeast regions | Kim Floehr at 202-720-3356
Northwest or Southwest regions Elizabeth Hill at 202-720-9862

The following table provides BUD points of contact if you have questions about Federal
allotments.

IF located in... THEN contact...

Midwest, Northeast, or Southeast regions | Christine Pyles, BUD at 202-720-8511
Northwest or Southwest regions Tracey Blom, BUD at 816-926-3447

Travel — Federal only Vernell Bryant-Jones, BUD at 202-720-5149

Note: DAFO’s point of contact for both non-Federal and Federal allotments is Arleen
Moncalieri at 202-720-8782.

Allotments

A FY 2007 Guidelines and Levels

FY 2007 non-Federal County Office personnel allotments in Exhibit 1 are based on the
DAFO-approved FY 2007 funded ceilings provided in the DAFO memorandum dated
October 3, 2006, covering permanent and temporary employees. CRP/REX funds allotted in
FY 2006 but not used and carried over to FY 2007, by State, as indicated in the same DAFO
memorandum is also included.

FY 2007 Federal State Office allotments for salaries and expenses in Exhibit 2 are based on
DAFO-approved FY 2007 Federal funded ceilings provided in the memorandum dated
October 3, 2006, covering permanent full-time (PFT) and non-PFT employees. SED’s shall
manage PFT and non-PFT salaries and benefits costs within the salaries and benefits
allotments provided.

Note: State Offices shall estimate and issue operating expense allotments to County Offices.
State Offices shall refer to BRIO Report D1702CT (non-Federal) and DW1700ST
(Federal) to monitor and control other operating expenses by comparing expenses to
total payroll and operating expense allotment amounts.
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2 Allotments (Continued)

B
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Salaries and Benefits

Salary and benefit allotments for both Federal and non-Federal permanent, temporary and
COC employees are calculated as follows:

e the State’s FY 2006 salary and benefit expenses by employment type for pay-periods
2 through 16, were divided by the corresponding staff year usage to establish the average
staff year cost by employment type, state, and region

e if the State’s average staff year cost by employment type differed by more the 6 percent
from the corresponding regional average staff year cost, the regional average staff year
cost was used in the State’s allotment amount calculation

o the State’s final average staff year costs, as calculated here, were multiplied by the
DAFO-approved funded ceilings to establish the State’s allotment amounts.

Overtime

A Federal overtime allotment equivalent to the percentage of CR to the total year is being
distributed to the individual States based on each State’s initial FY 2006 overtime allotment.

Note: No CO overtime allotments were issued.

Awards

No awards allotment will be issued at this time.

Note: Time-off awards are available and could be considered instead of monetary rewards.
Travel

Travel allotments have been prorated for the period of the CR based on each State’s FY 2006
travel allotments.

Relocation expenses will be handled on a case-by-case basis. State Offices shall request
additional relocation funding through the BUD analyst assigned to their State with a copy to
DAFO’s point of contact. State Offices should include an explanation of the type of
relocation expenses being requested and submit AD-202R to BUD.

State-level travel usage will be closely monitored by BUD, at the National Office level.
State Offices should use BRIO travel report number DW1704CT (non-Federal) and
DW1200ST (Federal) to:

e monitor travel expenditures
e determine whether there are any erroneous obligations against the travel authorization.
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2 Allotments (Continued)
E Travel (Continued)
Employee will be reimbursed if traveling:

to assist other offices

on details

with jump teams

for consent decree work performed outside of the State

to attend National meetings initiated by the National Office.

State Offices should FAX 1 monthly request per State for reimbursement to their Federal
travel allotment to BUD, attention Vernell Bryant-Jones at 202-690-3902. Non-Federal
requests for reimbursement should be sent to the BUD analyst for the State as listed in
paragraph 1C. Monthly requests should be based on actual travel expenses of the
participants who were required to travel along with the purpose of the travel. BUD will then
prepare a FSA-308 or a FSA-637 increasing the State’s travel allotment.

F Transportation of Things (Federal Only)
Federal transportation of things allotments are based on the National FY 2007 funds
available under the CR which was prorated based on FY 2006 transportation of things
allotment as of September.

G Rent and Utilities

The rent and utilities allotments were calculated for each State as follows:

e FY 2006 rent actual obligations were inflated by 4.5 percent to determine the rent
allotment for FY 2007; rent provided during CR period is equal to 2 months

e FY 2006 utilities actual obligations were used to determine the utilities portion of
FY 2007 funds for utilities provided during CR period is equal 2 months

¢ no telecommunications allotment has been provided; however, BUD will adjust

allotments based on actual obligations should telecommunications costs continue to
appear as FSA charges rather than Information Technology Services charges.
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Allotments (Continued)

Postage

Postage allotments are based on the National FY 2007 postage funds available under the CR
which was prorated based on the FY 2006 postage allotments as of September.

Printing and Reproduction (Federal Only)

FY 2007 allotment amounts are based on the National FY 2007 funds available under the CR
which was prorated based on the FY 2006 Federal printing and reproduction allotments as of
September.

Other Services

FY 2007 CO and GS allotment amounts are based on the National FY 2007 funds available
under the CR which was prorated based on the FY 2006 other services allotment as of
September. If any funding was approved for mediation services, that amount is included in
the FY 2007 other services allotment.

Supplies and Materials

Supplies and materials allotments have been issued using $952 per PFT employee as
determined by the funded DAFO-approved FY 2007 PFT staff year ceiling. It is recognized
that Type 1 offices have historically purchased supplies for Federal employees located in the
County Office with non-Federal funds. To ensure that funding levels are adequate to
continue Field Office operations, the supply allotment will also include $952 per Federal
employee in the County Office per the estimated State FY 2007 GS employees in Field
Offices Federal ceiling.

Federal FY 2007 supply and material allotments, while operating under CR, have been issued
using $99 per GS State Office level staff year.

Equipment and Furniture

Equipment and furniture allotments have been issued using $419 per PFT employee as
determined by the funded DAFO-approved FY 2007 PFT staff year ceiling. To ensure that
funding levels are adequate to continue field office operations, the equipment and furniture
allotment will also include $419 per GS employee in the County Office per the estimated
State FY 2007 GS employees in Field Offices Federal ceiling. Federal FY 2007 equipment
and furniture allotments, while operating under the CR, have been issued using $188 per GS
State Office level staff year.
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Allotments (Continued)

M Insurance Claims and Indemnities (Federal Only)

FY 2007 allotment amounts are based on the National FY 2007 funds available under the
CR, which was prorated based on Federal FY 2006 insurance claims and indemnities
allotments as of September.

Outreach (Federal Only)

Outreach allotments will not be issued during CR.

Action

A State Office Action

10-25-06

State Offices shall follow this table.

Step

Action

1

Determine and issue revised operating expense allotments in Exhibit 1 to County
Offices to pay administrative operating expenses for FY 2007.

2

Advise County Offices by a single State Office notice that all FY 2007 administrative
payments issued to date are to be applied to this allotment.

3

Follow 98-FI for correct use of accounting and object class codes.

Monitor all payroll and operating expenses within their allotment total and ensure that
obligations do not exceed the respective County Office allotment.

Advise BUD, in writing, and send a carbon copy to Arleen Moncalieri, DAFO point
of contact, by FAX at 202-720-1096 of any needed adjustments to the total Federal or
non-Federal allotment and provide justification for requests to increase the allotment
amount.
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Initial FY 2007 Federal Allotments
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