UNITED STATES DEPARTMENT OF AGRICULTURE )
Farm Service Agency Notice BU-711

Washington, DC 20250
For: State Offices

FY 2009 Initial Allotments for the Continuing Resolution (CR)
Approved by: Associate Administrator for Operations and Management

. A Y_

1 Overview

A Background
On September 30, 2008, the President signed Pub. L. 110-329, “Consolidated Security,
Disaster Assistance, and Continuing Appropriations Act, 2009”. Division A of this
legislation funds the operations of agencies, including USDA, that lack regular
appropriations at the beginning of FY 2009. The CR is effective October 1, 2008, through
March 6, 20009.

B Purpose
This notice:

e provides guidance for FSA operations during the CR

e issues initial allotments for non-Federal County Office administrative expenses through
March 6, 2009 (Exhibit 1)

e issues initial State Office allotments for Federal administrative expenses through
March 6, 2009 (Exhibit 2)

e informs State Offices that funding for Farm Bill implementation costs for temporary
employees and training will be issued at a later date.

Disposal Date Distribution

October 1, 2009 State Offices
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1 Overview (Continued)

C Contacts

10-27-08

Notice BU-711

If there are questions about allotments, contact 1 of the following.

IF located in...

THEN contact...

Midwest, Northwest, or
Southwest areas

Tracey Blom, BUD, for Federal by 1 of the following:

e e-mail at tracey.blom@kcc.usda.gov
e telephone at 816-926-3447
e FAXat 816-926-1588

Beth Hill, BUD, for non-Federal by 1 of the following:
e e-mail at elizabeth.hill@wdc.usda.gov

e telephone at 202-720-9862
e FAX at 202-690-0591.

Northeast or Southeast
areas

Chris Pyles, BUD, for Federal by 1 of the following:

e e-mail at christine.pyles@wdc.usda.gov
e telephone at 202-720-8511
FAX at 202-690-3902

Kim Floehr, BUD, for non-Federal by 1 of the following:
e e-mail at kim.floehr@wdc.usda.gov

e telephone at 202-720-3356
o FAX at 202-690-0591.

Note: State Offices shall send a copy of all budget allotment change requests to
Arleen Moncalieri, DAFO, by either of the following:

e e-mail at arleen.moncalieri@wdc.usda.gov

e FAXat202-720-1096.
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2 FY 2009 Budget Execution

A CR Calculation

10-27-08

Because of the length of the CR, FSA will be required to cover the approved pay adjustment
effective January 2009, while continuing to operate at FY 2008 funding levels. CR funding
is calculated by taking the number of calendar days in the CR (157) divided by the total
calendar days in the year (365). The approved CR covers 43.01 percent of the FY. That
percentage is then multiplied against the FY 2008 appropriation level and assumed FY 2009
reimbursement levels to determine total available funding levels for the period of the CR.

Nondiscretionary Operations

To begin the process of distributing the available funding, FSA-wide monthly requirements
for nondiscretionary operations were documented. Items considered nondiscretionary
include the following:

personnel

rent and utilities

postage

certain contractual requirements

some information technology (IT) requirements.

Funding availability under the CR is insufficient to cover each office’s FY 2009 personnel
ceiling. As a result, allotment levels include only funding levels needed to fund current
bodies-on-board for each office as of September 2008.

Discretionary Operations

Once all the nondiscretionary items were identified, the remaining funds available
determined the funding for discretionary operating expenses. For the purpose of the CR
allotments, discretionary operating expenses are defined as any operation expense not listed
in subparagraph B as nondiscretionary. This includes travel.

In an effort to ensure that FSA has the ability to operate in as normal a fashion as possible,
historic spending trends were analyzed for the items considered discretionary. It was
determined that as an Agency, FSA historically uses 80 percent of the discretionary funding
in the first 50 percent of the FY. This is primarily because of the upfront obligations for
maintenance and IT contracts. Using the initial allotments provided in FY 2008 as the basis,
it was determined that the funding remaining after covering the nondiscretionary operations
would not cover the full 80 percent spending trend. Instead, under the current CR, only

65 percent of the initial FY 2008 allotment for discretionary operations will be provided.

It is important to stress that this calculation, although the CR would only provide 43 percent
of the initial allotment level, is being done to allow FSA to operate as normally as possible.

It is not known what the final appropriation will be or how that will impact operations after
March 6, 2009.
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Notice BU-711

2 FY 2009 Budget Execution (Continued)

D National Office Directed Travel

Certain travel expenses incurred by Federal and non-Federal employees will be reimbursed to
the State. Travel reimbursements are provided in the following situations:

e when traveling outside the employee’s State to assist other offices, such as for details or
with jump teams

e when traveling outside the employee’s State for consent decree work

e when attending National meetings or training initiated by the National Office with the
exception of Farm Bill training that will be issued at a later date.

Budget contacts should submit a budget change allotment request to the appropriate Federal
or non-Federal BUD analyst to request reimbursement to the travel allotment for the actual
amount of travel costs.

3 Allotments

A Salaries and Benefits (Object Class (OC) 11 and 12)

10-27-08

CR allotment levels for salary and benefits for permanent full-time employees for both
Federal and non-Federal were calculated as follows.

e Salary and benefit obligations for June, July, and August 2008 were averaged to
determine the amount needed to fund current bodies-on-board.

e Current employment levels were reviewed to determine whether the monthly average
needed to be adjusted. This figure was then used for October, November, and December
2008.

e The monthly average was adjusted for FY 2009 pay cost annualization, within-grades,
and promotions, and this figure was used for January and February 20009.

CR allotment levels for salary and benefits for other (temporary and COC) employees for
non-Federal were calculated as follows.

e An average cost per staff year was established for other employees.

e This average cost per staff year was multiplied by the base temporary ceiling level as
provided by DAFO, for October through December 2008.
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3 Allotments (Continued)

A Salaries and Benefits (Object Class (OC) 11 and 12) (Continued)

10-27-08

e The average cost per staff year was adjusted for FY 2009 pay cost annualization,
within-grades, and promotions, and this figure was used for January and February 2009.

Note: The first pay period in March 2009 will not be paid until after March 6, 2009, so no
funds for salary and benefits are provided for March 2009.

Awards (OC 1152 and 1153)

Award allotments are being distributed on a per capita basis based on employment as of
September 30, 2008. HRD will provide State Offices with instructions and guidance on the
FSA Awards Program in a forthcoming PM notice. As a reminder, 75 percent of the award
allotment is for rating-based awards and 25 percent is for superior accomplishment awards.
When issuing Spot Awards, supervisors should deduct the award amount plus taxes (add
60 percent to the award amount) from their award budget.

FSA’s Gainsharing Travel Savings Program pays a cash award to employees who save the
Government money while on TDY travel. Funding for this award is covered by the savings
in travel funds; therefore, State Offices must request that funds be transferred from travel to
awards to cover the savings to the Government. Budget contacts should submit a budget
change allotment to the Federal or non-Federal BUD analyst, at which time the award
amount will be reprogrammed from the travel allotment to the awards allotment.

Overtime (OC 1170 Through 1180)

Overtime is being allotted based on the percentage of the year covered by the CR multiplied
against the FY 2008 obligations.

Lump Sum and Other (OC 1183, etc.)

The lump sum allotment covers payments made to employees leaving Government service
for their annual leave balances. Lump sum has not been allotted, but will be allotted as
needs occur. Budget contacts should submit a budget change allotment request for additional
funding through the appropriate Federal or non-Federal BUD analyst.

Travel and Relocation (OC 21)

Travel allotments include funding for routine in-State travel. Federal travel allotments

include funding for travel associated with FLP for appraiser training travel, Farm Loan

Officer Training travel, and “in-progress” Farm Loan Chiefs’ mentor/mentee situations.
State Offices should ensure that proper consideration is given to FLP travel needs.

Costs associated with leased vehicles from GSA motor pool (MPOL) coded as cars will
continue to be obligated against the travel allotment. Estimated funding needs have been
provided to applicable States.
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3 Allotments (Continued)
E Travel and Relocation (OC 21) (Continued)
BUD will closely monitor travel usage, by State, at the National Office level. State Offices
should access the Hyperion FY 2009 Travel, Motorpool, and Relocation Report to monitor
their travel obligations and expenditures. All State Offices shall review these reports to

determine whether there are any erroneous obligations against the travel authorization.

Relocation was not included in the allotment exhibits. State Office budget contacts should
submit a budget change allotment request for additional relocation funding through the
appropriate Federal or non-Federal BUD analyst, as relocation needs arise. AD-202R should
be provided as justification for the relocation funding request.

F Transportation of Things (OC 22)

Costs associated with leased vehicles from MPOL coded as trucks will be charged against
the State’s transportation of things allotment.

G Rent and Utilities and Telecommunications (OC 23)
Rent and utility allotments for Federal and non-Federal were based on information provided
to FMD to cover leases where FSA is the lead Agency, and FSA reimbursement levels to
another Agency when FSA is not the lead. The rent and utility allotments also include
utilities not covered in leases, as well as equipment rental and meeting room rentals.

Contact the BUD analyst if a State has changes in the number of offices where FSA is the
lead Agency.

Note: The CR allotment will provide for 6 months of rent rather than using the percentage
calculation.

H Postage (OC 23.5)

The CR allotment will provide for 6 months of postage rather than using the percentage
calculation.

I Printing and Reproduction (OC 24)

Printing and reproduction covers charges incurred for contractual printing for items such as
newsletters, envelopes, letterhead, and training materials.
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3 Allotments (Continued)

J

10-27-08

Other Services (OC 25)

Other services cover the majority of the contractual services purchased by FSA. State
Offices should no longer request reimbursement for Federal mediation services and must
absorb those costs within their allotment. The Federal allotment for other services also
includes amounts for State fees for appraisers training. The Federal allotment for training,
BOC2523, requires tuition and includes all training tuition and books for appraiser’s training.

Supplies and Materials (OC 26)

Supplies and materials allotments cover the purchase of non-IT office supplies.

Note: State Offices should follow previously issued procedure for purchasing IT equipment

and supplies.

Program Outreach Targeted Activities (Project Code A026)

Funds for program outreach activities are included in the States’ Federal allotments for
supplies and materials (OC 26). This year, the outreach funds are included in OC 26 instead
of OC 25 as in previous years. This change is to help eliminate the reprogramming from

OC 25t0 OC 26. See Exhibit 2.

The allotments were developed by the Outreach Staff (OS), based on each State Outreach
Coordinator’s (SOC) State Outreach Program (SOP) allotment request. All SOP allotment
requests were reviewed, ranked, and approved on a line-items basis. State Offices shall

include project code A026 in the line of accounting when:

e reconciling credit card purchases
e processing payments
e buying anything related to program outreach targeted activities.

Note: Direct any questions about the authorized use and coding of these funds within the

State to the respective SOC.

The funds allotted are authorized solely for the designated program outreach targeted
initiatives and activities as noted and approved by OS for costs related to the following.

Program Outreach Targeted Items Using Project Code A026

BOC/Sub-Object Code

Booth space rental, registration fees, and workshop registration

2586.00

Miscellaneous items, such as pencils, pens, or other program
outreach promotional items with the FSA logo and web site
address

2671.04
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3 Allotments (Continued)

L

10-27-08

Program Outreach Targeted Activities (Project Code A026) (Continued)

State Offices shall adhere to the program outreach budget line-items approved for the year.
If additional SOP funds are needed, SOC, through the respective SED, will need to submit a
written request to the OS Director. The request must be supported by an appropriate
justification along with the previously approved SOP line-item amount and the additional
amount requested.

OS will maintain an adequate reserve of funds in the National Office for additional approved
program outreach budget line-items. Allotments will be monitored by BUD and OS. The
assigned OS Regional Outreach Coordinator (ROC) will be communicating with each SOC
to provide the SOP line-items approved for the period covered under the FY 2009 CR.

Expenses associated with program outreach targeted events and activities shall be paid within
30 calendar days of the event. SOC shall monitor all outreach expenses within the allotment
total and ensure that expenses do not exceed the total State Office SOP allotment. For
questions about this allotment, contact the appropriate ROC.

Note: Program targeted outreach funds are not interchangeable among other State Federal
allotments.

Public Promotion of the Agency Outreach (Project Code A028)

Each State Office was allotted $1,300 in supplies and materials (OC 26) to conduct its
general public contact events. This year, the public promotion funds are included in OC 26
instead of OC 25 as in previous years. This change is to help eliminate the reprogramming
from OC 25 to OC 26. The funds will be limited to the following 2 expenses:

e event participation fees, such as rental space, exhibits, and miscellaneous supplies
e promotional items carrying FSA’s web site address.

These items should be coded using project code A028. These funds are not associated with
specific objectives or targeted audiences.

Public promotion of FSA outreach allotments are under the control of OEA. For questions
about this allotment, contact OEA.

Equipment and Furniture (OC 31)
Equipment and furniture allotments cover the purchase of non-IT furniture and equipment.

Note: State Offices should follow previously issued procedure for purchasing IT equipment
and supplies.
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3 Allotments (Continued)
O Insurance Claims and Indemnities (OC 42)

No allotment for insurance claims and indemnities is being provided. If there is a need,
contact the BUD analyst.

P Interest and Dividends (OC 43)

No allotment for interest and dividends is being provided. If there is a need, contact the
appropriate Federal on non-Federal BUD analyst.

4 Action
A Action on Federal Allotment
State Offices shall monitor all expenses through the CR within their respective allotment
totals and ensure that expenses do not exceed the total State Office CR allotment. See
Exhibit 2 for State Office Federal CR allotments.

B Action on Non-Federal Allotment

See Exhibit 1 for non-Federal CR allotments. State Offices shall administer County Office
allotments according to the following.

Step Action

1 |Determine and issue CR operating expense allotments in Exhibit 1 to County Offices
using the sub-allotment spreadsheet to pay administrative operating expenses for
FY 20009.

2 |Hold a reasonable reserve at the State Office to cover non-Federal expenditures made
for County Offices.

3 |Advise County Offices by a single State Office notice that all FY 2009 administrative
payments issued to date, before receiving this additional allotment, are to be applied to
the total allotment.

4 |Monitor all payroll and nonpayroll expenses within their respective allotment totals
and ensure that neither fund exceeds the respective County Office allotment.
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Non-Federal Allotments for CR
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Exhibit 2

Notice BU-711

Federal Allotments for CR
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