UNITED STATES DEPARTMENT OF AGRICULTURE

Farm Service Agency Notice F1-3280
Washington, DC 20250

For: All FSA Employees

Signatures on SF-1164 Reimbursements

Approved by: Associate Administrator, Operations and Management

1 Original and Digital Signatures on SF-1164

A Background
Expenditures incurred on official business can be reimbursed by the USDA to the employee
using SF-1164. Examples of expenditures used on SF-1164 include (but are not limited to),
fingerprints, appraiser license renewal fees, etc. The forms were required to be mailed with
original signatures, along with receipt documentation of the expenses for reimbursement.

B Purpose
This notice informs FSA employees that SF-1164’s, with:

e original signatures from both the claimant and approving official, are still required if
mailed to Kansas City for reimbursement

o digital signatures, by at least the approving official, will now be accepted if e-mailed for
reimbursement by the approver.

C Action

The following items are required when submitting SF-1164 for reimbursement:

e accounting to be applied, State and/or county codes & correct Budget Object Code (BOC)
o employee’s middle initial (if applicable)
e copies of receipts for corresponding expenses
o digital signature (Appendix A) or original signed document.
Disposal Date Distribution
September 1, 2016 All FSA employees; State Offices relay to County
Offices
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Notice FI-3280
1 Original and Digital Signatures on SF-1164 (Continued)
C Action (Continued)
If using digital signature:
e claimant must digitally sign using a LincPass

Note: If claimant does not have a LincPass, then claimant may manually sign and the
approving official’s digital signature will confirm the claimant’s signature is
legitimate.

e the e-mail to KC for reimbursement must come from the approving official’s e-mail
account

e send completed form to Connie Saulka, FSA, Kansas City, MO by 1 of the following:
e e-mail digital signatures to connie.saulka@kcc.usda.gov
e first class mail (USPS), send original signatures to:

USDA/FSA/FAO Stop 8558
ATTN: Connie Saulka

P,O. Box 419205

KCMO, 64141-6205

e United Parcel Service (UPS), send original signatures to:

USDA/FSA/FAO Stop 8558
ATTN: Connie Saulka

PO BOX 419205

2312 E. Bannister Rd
KCMO, 64131-3011.
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Notice FI1-3280
Original and Digital Signatures on SF-1164 (Continued)

D Contact

For questions about this notice, contact one of the following:

e Connie Saulka by:

e e-mail at connie.saulka@kcc.usda.gov
o telephone at 816-926-2852

e Samantha Faught by:

e e-mail at samantha.faught@kcc.usda.gov
e telephone at 816-926-1446

e Marsha Stevens by:

e e-mail at marsha.stevens@kcc.usda.gov
e telephone 816-926-6288.
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Notice FI-3280 Exhibit 1
Digitally Signing the PDF SF-1164
SF-1164 can be found at either of the following:

e http://fsaintranet.sc.egov.usda.gov/dam/ffasforms/forms.html (MS Word Version)
e http://www.gsa.gov/portal/forms/download/115654 (fillable PDF Version).

Note: If the MS Word version is used, complete SF-1164, then CLICK “File”, CLICK “Save As”,
and save as PDF before signing.

Step Action
1 | Once SF-1164 is completely filled out, CLICK “Fill and Sign” in the top right corner.
%L 571164_0711V01,pdf - Adobe Acrobat _ .- e E=E X
File Edit View Window Help %
Dom |Reeer BB 60300BEN /e - |
¥[1]n NG| =] 5B Tnnls(é Fill & Sign é)(omment

1. DEPARTMENT OR ESTABLISHMENT, BUREAU, DIVISION OR  [2. VOUCHER NUMBER F
CLAIM FOR REIMBURSEMENT | ©OFfice
FOR EXPENDITURES e
ON OFFICIAL BUSINESS '
Read the Privacy Act Statement on the back of this form. 5. PAID BY

a. NAME (Last, first, middie iniia) b. SOCIAL SECURITY NUMBER |
= =
E o
< |c_ MAILING ADDRESS (include ZIP Cods) d. OFFICE TELEPHONE

2 | Click “Place Signature”.

[7X sf1164_0711V01.pdf - Adobe Acrobat - " | ==
File Edit View Window Help x
= ; | = N MM En
E_)Opeﬂ|fr3&m'| @é@g{ﬁ}'w@&@ﬁbﬂ Customize |.'
3 B;z|@ O | = & @ 58] Tools | Fill &Sign | Comment
1. DEPARTMENT OR ESTABLIGHMENT, BUREAU, ONGION OR |3 VOUCHER NUWBER 2 v Fill& Sign Tools
CLAIM FOR REIMBURSEMENT | orres
FOR EXPENDITURES L
ON OFFICIAL BUSINESS e T AddTed
Read the Privacy Act Statement on the back of thiz form. 5. PAID BY
WAME (La3:, 0, miose 1oe) P SOCIAL SECURITY NUWBER. | v Add Checkmark
% VALLING ADORESS (Ut 2P Code) [ OFFICE TELEPHONE m
° NUMBER
E ( [&] Place Signature ’
3 e camed ool iy e o peros, show oo Y B Ao permeny whoh camns) = |
5 P o AMOUNT CLAMED z
‘ Ewrxmam .o M » Sendorlo J
DATE of ; ~ Fape |00 | TRSAND
O c-OmwrEruress femand) el [ L » Work with Certificates
(EApRn QI I 3peCht oead Nigo_'
Al ] [l T p;- [l -] L |

4-7-16 Page 1


http://fsaintranet.sc.egov.usda.gov/dam/ffasforms/forms.html
http://www.gsa.gov/portal/forms/download/115654

Notice FI1-3280 Exhibit 1

Digitally Signing the PDF SF-1164 (Continued)

Step Action
3

Place Signature

How would you like to create your signature? ©
Type my signature
Use a webcam (New!)
Draw my signature
Use an image
Q) Use a certificate

To continue, click Next, and then click on the digital signature field you would like to sign, or
draw where you would like the signature to appear. Once you finish dragging out the desired
area, you will be taken to the next step of the signing process.

| Net> | [ Cance |

4 | CLICK “Drag New Signature Rectangle ...”

Adobe Acrobat ﬁ

|' 8 To begin signing, choose the 'Drag New Signature Rectangle’ button, and then
QW drag out the area where you would like your signature to appear. Once you
finish dragging out the desired area, you will be taken to the next step of the

signing process.

: Do not show this message again

Drag New Signature Rectangle .., | ‘ Cancel ‘

5 | Click and drag a box in the field where the signature should be inserted.
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Notice FI-3280

Digitally Signing the PDF SF-1164 (Continued)

Exhibit 1

Step Action
6 | The digital signature will be populated by the LincPass credentials. CLICK “Sign”.
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