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UNITED STATES DEPARTMENT OF AGRICULTURE
Farm Service Agency
Washington, DC 20250

For: FAS, FSA, and RMA National Office Employees

2002 FFAS Mission Agencies’ National Office Mentoring Program
Approved by:  Deputy Administrator, Management

1 Overview

A
Program
Announcement

HRD, Training and Development Branch (TDB) is accepting nominations for the
2002 FFAS Mission Agencies’ National Office Mentoring Program (Program).
The Program was established to provide a source of career information and
guidance to all levels of FFAS employees in the National Office interested in
improving skills and enhancing their career potential.

B
Program
Curriculum

The Program provides participants with opportunities to:

� improve present job skills and abilities of employees in managerial, supervisory,
and nonsupervisory positions

� improve communications among the Agencies’ diverse workforce at different
grade levels and in different program areas

� improve morale of all participants by providing satisfying experiences through
participation in the Program

� assist the Agencies to obtain the workforce diversity goals and to improve
employment and advancement opportunities for all FFAS mission area
employees in the National Office Agencies.

Continued on the next page
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1 Overview (Continued)

C
Contact Contact Mary Baskerville-Phillips, National Office Program Coordinator,

FSA/HRD at 202-418-9045 for:

� additional detail information about the Program
� questions about this notice.

2 Nomination Process

A
Nominee
Qualifications

Nominees for the Program must be:

� FFAS National Office employees from all levels of managerial, supervisory,
and nonsupervisory positions

� willing to participate in the Program for 1 year.

B
Applying for the
Program

All eligible FFAS National Office employees may apply for the Program by
submitting either FFAS-8 or FFSA-9 as follows.

� Complete FFAS-8 (Exhibit 1) to apply to participate in the Program as a
mentor, including signature to validate the application.

Note: If applying to participate in the Program as a mentor, emphasis should
be on:

� why applicant would like to participate in the Program

� what applicant could share with a mentee in the Program

� how applicant could serve as a good resource person and role
model for a mentee.

Continued on the next page
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2 Nomination Process (Continued)

B
Applying for the
Program
(Continued)

� Complete FFAS-9 (Exhibit 2) to apply to participate in the Program as a
mentee, including signature to validate the application.

Note: If applying to participate in the Program as a mentee, emphasis should
be on:

� why applicant would like to participate in the Program as a mentee

� what are applicant’s career goals, both short- and long-term, and
whether participation in the Program will assist applicant to
achieve and accomplish these goals

� who applicant would like to have as a mentor in the Program.

C
Where to Send
FFAS-8 or
FFAS-9

Send completed original hard-copy of FFAS-8’s and FFAS-9’s applications to the
following address or facsimile to:

Mary Baskerville-Phillips Mary Baskerville-Phillips
USDA, FSA, HRD, TDB [Facsimile] 202-418-9131
STOP 0574
1400 Independence Avenue, SW
Washington, D.C.  20250-0574.

D
Deadline All FFAS-8’s and FFAS-9’s must be received in HRD, TDB by COB

April 26, 2002.  Applications received after this date will not be considered.

Exception: The only exception to this deadline will be if a person is on travel
or approved leave and can verify that they did not receive
notification before the deadline date.  No other exceptions will be
acceptable.
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3 Selection Process

A
Participants by
Organization

FSA, FAS, and RMA employees in the National Office may submit FFAS-8’s and
FFAS-9’s for participation in the Program.

B
Program
Matching Panel

A Program Matching Panel will be assembled to match mentors and mentees using
applications received from mentors and mentees to select mentors and mentees
wishing voluntarily to participate in the Program.

C
Selecting
Participants

Participants will be selected as follows.

The Program Matching Panel will review each FFAS-8 and FFAS-9, using
approved Program matching criteria established for the Program.  Candidates will
be considered without discrimination for any nonmerit reason, such as race, color,
religion, sex, national origin, age, marital status, or disability.

D
Participating in
the Program

Mentors and mentees may participate in the Program 3 ways:

� join as a pair, mentor and mentee

� let the Program Matching Panel make a selection through FFAS-8’s and
FFAS-9’s by the mentee, suggesting at least 3 possible mentor choices and the
written information provided by the mentor

� join as mentor or mentee through FFAS-8’s and FFAS-9’s without making
suggested mentor selections, requesting the Program Matching Subcommittee
to make an appropriate successful match.

Continued on the next page
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3 Selection Process (Continued)

E
Panel The Program Panel will:

� facilitate successful matching of all mentors and mentees applying to
participate in the Program

� assist in the notification of successful matches of mentors and mentees, which
includes distribution of official notification to supervisors/managers, mentors,
and mentees by e-mail messages, telephone, or in person.

F
Selection
Notification

The Program Matching Panel will notify mentors and mentees of successfully
matched selection in person, by e-mail messages, or by telephone.  An e-mail
official letter will follow notification of successful matches - mentors, mentees and
supervisors.

Unsuccessfully matched mentors and mentees will be notified in person, by e-mail
messages, or telephone by the National Office Program Coordinators, with
encouragement to reapply during the open season next year.  No additional
followup notification of unsuccessful matches will be given.

G
Accommodations Persons with disabilities who require accommodations to attend or participate in

the Program should contact Mary Baskerville-Phillips, National Office Program
Coordinator, at 202-418-9045 (voice), 202-418-9107 (TTD/TTY), or e-mail
message (MARY BASKERVILLE-PHILLIPS).

H
Labor
Management
Obligation

Where exclusive representation exists, bargaining may be requested at the extent
allowed by applicable statues.  Where contract language already addresses these
policies and procedures for bargaining unit employees, contract language prevails.
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Notice PM-2301 Exhibit 1

Example of FFAS-8, Mentor Application
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Notice PM-2301 Exhibit 1

Example of FFAS-8, Mentor Application (Continued)
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Notice PM-2301 Exhibit 2

Example of FFAS-9, Mentee Application
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Notice PM-2301 Exhibit 2

Example of FFAS-9, Mentee Application (Continued)


