UNITED STATESDEPARTMENT OF AGRICULTURE
Farm Service Agency
Washington, DC 20250

For: FAS National Office Employees

FY 2004 Executive Potential Program (EPP)

Notice PM -2409

Approved by: Deputy Administrator, Management

W&L

1 Overview

A Program Announcement

HRD, Training and Development Branch (TDB) is accepting nominations for the Executive
Potential Program (EPP). EPP was established to provide GS-13 through GS-15 level
employees, or equivalent, with management training and developmental experiences.

B Program Curriculum

EPP provides participants with opportunities to:

« build skillsin team building, negotiation, conflict resolution, leadership, and

empowerment

« complete and receive feedback from managerial assessment instruments

e gainexposure and vishility at the highest levels of Agency leadership, as well as critical

knowledge for long-term career planning

o complete developmental shadowing work assignments.

C Description of the Program

Exhibit 1 describes EPP.

Note: Participants may be away from their positions for about 6 months over the course of

EPP.

Disposal Date Distribution

May 1, 2004 All FAS National Office employees
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1 Overview (Continued)

D Program Dates

Following are the EPP dates:

Orientation Session: March 14-19, 2004; Norfolk, VA

Corel: June 13-19, 2004; Cherry Hill, NJ

Corell: November 14-19, 2004; Richmond, VA
Close-Out/Graduation: March 13-18, 2005; Hunt Valley, MD.

E Program Requirements

Participants must complete all of the following program requirements:

360-Degree Feedback L eadership Effectiveness Inventory (LEI) Assessments
4 One-Week Residential Sessions

Leadership Development Plan

Senior Executive Mentor

Developmental Work Assignments

Note: EPP candidates are expected to complete a minimum of 2 sixty-day developmental
assignments.

5 Senior Executive Interviews and 1 Three-Day Shadowing Assignment of a High Level
Officia

Benchmarking to Identify Outstanding Leadership Practices in Public Service, Business,
Industry, and Academia

Experimental Learning Teams/Projects.

F Contact

Contact Mary Baskerville-Phillips, FFAS/EEP Program Coordinator, HRD, TDB at
202-418-9045 for additional detailed information.
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2 Nomination Process

A Nominee Qualifications

Nominees for EPP must:

be a full-time, permanent Federal employee
be at the GS-13 through GS-15 level or equivalent
demonstrate significant managerial or executive potential.

B Applying for EPP

Eligible employees may apply for EPP by submitting Nomination Packages 1 and 2.

Nomination Package 1 isrequired by FAS to determine the nominee’s dligibility to attend the
training. Nomination Package 1 must consist of the following:

2-25-04

completed AD-2005 (Exhibit 2), including supervisory concurrence and signature
(mandatory)

Note: AD-2005 is available on the Intranet at
http://165.221.16.90/DAM /ffasforms/currentforms.asp. Inthe "Form Number"
field, ENTER "2005".

a statement written by the first-line supervisor or the appropriate Agency official
assessing the applicant’s potential for leadership or manageria responsibilities

Note: You may provide the narrative written for the Graduate School Application Package.
Be sure to include in both packages.

list of all formal training courses taken in the last 5 years

Note: You may provide the same listing as required in the Graduate School Application
Package. Be sureto include in both packages.

provide a written statement of up to 2 pages addressing how the following ahilities or
competencies are supported in your current position:

interpersonal communication (people skills)
oral communication

written communication

technical competence

leadership

initiative.

Note: When providing the written statements, address each ability or competency
individually.
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2 Nomination Process (Continued)

B Applying for EPP (Continued)

2-25-04

Nomination Package 2 is required by the Graduate School and will not be used as part of your
FAS nomination package. Nomination Package 2 (Exhibit 3) must be completed for submission
to the Graduate School. See Exhibit 3 for more details on the requirements by the Graduate
School. Nomination package 2 consists of the following:

o Exhibit 3, Graduate School, USDA, Application Package for the 2004/2005 EPP,
included with the electronic copy of AD-2005

Note: Complete al 4 pages of the application.

o current OF-612, SF-171, or detailed resume signed and dated by the applicant with a
current home address, office and home telephone number.

Do not submit a completed SF-182 until the nominee is notified of the selection.

Only employees who follow the Agency’s nomination procedures in this notice will be
considered for selection to participate in this program. Do not apply directly to the USDA
Graduate School.

Submitting Nomination Packages

Send the original and 4 copies of the completed nomination packages using either regular mail
or FedEx. FAXed copieswill not be accepted.

|F sending by... THEN usethe address...

regular mail MARY BASKERVILLE-PHILLIPS
USDA FSA HRD TDB
STOP 0574

1400 INDEPENDENCE AVE SW
WASHINGTON, DC 20250-0574

FedEx MARY BASKERVILLE-PHILLIPS
USDA FSA HRD TDB

2101 L STREET NW

SUITE 303-A

WASHINGTON, DC 20037

Deadline

All nomination packages must be received in HRD, TDB by COB, Wednesday,

March 11, 2004. Nomination packages received after this date will not be considered.
Substitution of nomination packages items will not be permitted after the deadline. FAXed
nomination packages will not be accepted.
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Sdlection Process

A Participant Slots

FAS may support up to 2 nominees for EPP, if budget permits.

Participant Selection

Participants will be selected as follows.

HRD, TDB speciaist will assemble an Assessment Panel consisting of at least 2 members who
occupy positions at a grade level not lower than the full performance level of the

Long-Term Training Program (LTTP) being filled. There will be an EEO (nonvoting) observer
present, and there may be a Union representative (nonvoting) observer during this process.

C Assessment Panel M embership

2-25-04

The Assessment Panel:

« will review and rank employee nominations using criteria established Agencywide for
LTTP's

» hasthefinal responsibility for determining best qualified candidates based on valid
LTTP-related criteria and employee’ s application package.

Note: The Assessment Panel refers best-qualified candidates to the Executive Advisory Group
which makes selection recommendations to the FAS Administrator or designee who
selectsfinal participants. No panel will be held if the number of nominations
received does not exceed the number of sots available.

USDA prohibits discrimination in all of its programs and activities on the basis of race, color,
national origin, sex, religion, age, disability, political beliefs, sexual orientation, and marital or
family status. Not all prohibited bases apply to all programs.

This Agency provides reasonable accommodations to applicants with disabilities. The decision
on granting reasonable accommodations will be on a case-by-case basis.

The work of candidates while on official time, performing labor relations representative
functions, must be reviewed with neutrality.

Labor Management Obligation
Where exclusive representation exists, bargaining may be requested at the extent alowed by

applicable statues. Where contract language aready addresses these policies and procedures for
bargaining unit employees, contract language prevails.
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3 Selection Process (Continued)
E Program Cost
Tuition cost for the 2004 EPP is $5,200 per participant. All program costswill be included

in the tuition cost, however the following items of exceptions are not included in the
tuition costs:

« reading materials required by EPP and optional reading materials
Note: Divisons may pay for these reading materials if budgets permit.

« meals, with the exception of the final graduation luncheon

« workshops and seminars related to the EPP learning experience

e per diem, lodging, and travel to the EPP:

orientation session

Core Curriculum | and |1 training sessions

60-day developmental assignments, if per diem, lodging, and travel is applicable
workshops and seminars expenses, as appropriate.

Tuition for FAS employees will be paid from the Agencywide management fund.

F Selection Notification
HRD, TDB will notify employees whose names are forwarded to the USDA Graduate School
for consideration. The USDA Graduate School will send selected written notification of their
acceptance.

G Accommodations

Persons with disabilities who require accommodations to attend and/or participate in EPP should
contact Mary Baskerville-Phillips, FFAS/EPP Coordinator, a any of the following:

e 202-418-9045 (voice)

« 202-418-9107 (TDD)
« e-mail message to [Mary Baskerville-Phillips] by COB, Wednesday, M arch 4, 2004.
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Executive Potential Program Information Brochure

Exhibit 1

PRHQ} RAM
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Executive Potential Program Information Brochure (Continued)

Exhibit 1
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Executive Potential Program Information Brochure (Continued)

Notice PM -2409

Exhibit 1
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Executive Potential Program Information Brochure (Continued)

Exhibit 1
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Notice PM -2409 Exhibit 2

AD-2005, EPP Nomination Form (Package 1 I nformation)

This form is available electronically.

AD-2005 U.S. DEPARTMENT OF AGRICULTURE
Farm Service Agency

(02-26-04)
Executive Potential Program
Nomination Form
Note: Deadline March 11, 2004
1. Indicate appropriate agency (Check One). FSA l:l FAS l:‘
2A. Applicant's Name and Home Address (Include Zip Code) 3A. Division/Staff (Include Office Address and Zip Code) 4. Room No. and
STOP Code
2B. Home Telephone No. (fnclude Area Code) 3B. Work Telephone No. (incfude Area Code) [3C. Work FAX No. (fnclude Area Code)
5. Title of Present Position 6A. Grade (GS or CO and Grade) 6B. Are you a Career Employee?
ves [ | o []

7. Please notify your supervisor that you are submitting your name for consideration of the training listed above. Have your supervisor
sign below to indicate that they have been notified. Travel/lodging costs will be funded by the employee's office travel budget.

NOTE: Union officials on 100% official time do not need supervisory concurrence and signature.

8A. Supervisor Print Name 8B. Supervisor's Signature 8C. Date (MM-DD-YYYY)

8D. State Executive Director Print Name (Required for all State 8E. State Executive Director's Signature 8F. Date (MM-DD-YYYY)
and County Federal and Non-Federal Employees)

9. Other required information to be included with this nomination form:

A. A statement written by the first-line supervisor or Agency Nominating Official that assesses the applicant's potential. * You may
provide the same narrative written for the Graduate School application package. Please be sure to include in both packages.

B. Provide a written statement of up to 2 pages addressing how the following abilities or competencies are supported in your current
position (Note: When providing the written statements, address the following abilities or competencies individually):
- Interpersonal communication.
- Written communication.
- Oral communication.
- Technical competence.
- Leadership.
- Initiative.
C. List all formal training courses taken in the last 5 years. *You may provide the same listing as required in the Graduate School
application package. Please be sure to include in both packages.

D. Exhibit 3 (Graduate School, USDA 2004/2005 Executive Potential Program Application.)

Please submit this nomination form and information listed in ltems 9A through 9D including the original and four (4) copies. All completed
nomination packages must be received in the Training and Development Branch by COB March 11, 2004.

10. Please send the original and four (4) copies of the completed nomination package using either of the

methods listed below:

If sending by Special Delivery, hand carry or

If sending by Regular U.S. Mail, send to:
FEDEX, send to:

Mary Baskerville-Phillips

USDA, FSA, HRD, TDB OR Mary Baskerville-Phillips
STOP 0574 USDA, FSA, HRD, TDB

1400 Independence Avenue, S.W. 2101 L. Street, NW, Suite 303-A
Washington, DC 20250-0574 Washington, DC 20037-1526
TELEPHONE: 202-418-9045 TELEPHONE: 202-418-9045

NOTE: FAXED COPIES WILL NOT BE ACCEPTED.

The U. 5. Department of Agricuffure (USDA) profibits discrimination in all its programs and activities on the basis of race, color, natfonal orfgin, gender, religion, age, disabifity, political befiefs, sexual orientation,
and marital or family status. (Nof alf prohibited bases apply to afl programs.) Persons with disabifities who reguire alternative means for ¢ of program ation (Braille, large print, awdiataps,
elc.) should contact USDA's TARGET Canter at (202) 720-2600 (voice and TOD). To file & complaint of discrimination, write USDA, Directos, Office of Civil Rights, Room 326-W, Whitten Building, 1400
Independence Avenue, SW, Washington, D.C. 20250-9410 or call (202) 720-5964 (voice or TDD). USDA js an equal opportunily provider and employer.
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Exhibit 3

Graduate School, USDA, Application Package for the 2004/2005 Executive Potential Program

oTENT,
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ESNCl 2004/2005 Executive Potential Program
£ SCH . .
Application
(To Be Completed by the Applicant)
Nomination Deadline: March 11, 2004
| Name ‘
Home Address ‘ Work Address
| Work Phone ‘ Work Fax ‘
| E-Mail | |
| Title ‘ ‘ Series ‘ Grade ‘

| Social Security Number ‘ | ‘ ‘

| Education | [] |HS [[] [AA [[] [BA/BS[] |Masters [[] |Ph.D |

| Years of Government Service ‘ | Years of Supervisory‘

| Does your agency offer developmental courses on-line? ‘ ‘ Have you ever taken an on-line course?‘

| Do you have access to any of the following services? | L] ‘ VU ‘ L] ‘ NetG‘ L] ‘ Ski]lsoft‘ L] ‘ Other ‘

| Immediate Supervisor’s Name

Supervisor’s Title \ Supervisor’s Mailing Address \

Supervisor’s Telephone Number\

Supervisor’s E-Mail ‘

Agency Nominating Official ‘

Nominating Official’s Title \ Agency Mailing Address \

Nominating Official’s Telephone Number ‘

2-25-04
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Notice PM -2409 Exhibit 3

Graduate School, USDA, Application Package for the 2004/2005 Executive Potential Program
(Continued)

Purpose For Applying
(ToBe Comipleted by the Applicant)

Part A:'Please state your purpose for applying. How will your participation:in the Executive Potential Program
suppert your career goals overthe next 3-3 years?

Part B: How will your participation in the Executive Potential Program support the accomplishimient of vour agency™s
mission upon completion of the program?

Developnierital Accomplishments
(To Be Completed by the Applicant)

Describe three carser or personal developmental accomplishments that you have had withiii the past five years and
under-each accomplishment list the self-study, on-the<job training courses, developmental assignments or other
learning activities that you undertook to.achieve each one.. Finally, explain how the accomplishment contributed to.a
developmental objective.

Accomplishment #1:

Acommplishment #2:

Accomplishment #3:
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Graduate School, USDA, Application Package for the 2004/2005 Executive Potential Program
(Continued)

o Formal Training
(To'Be Completed by the Applicant)

Part A: Pleaselist all formal training courses (programs) youhave completed in thelast five years that relate to your
leadership, supervisory-or managerial development.

Part B: Pleass list awards-and recognition you have received both on and off'the job.

Evalnation of Performance
(To.Be Completed by the Supervisor):

Narrative Evaluation of the Ap_p]icant’s Performance: Please provide.a wiitten narrative of the applicant’s current
erformance.

Supervisor’s Signature:
| Supervisor’s Title and Telephone Nuimnber
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Graduate School, USDA, Application Package for the 2004/2005 Executive Potential Program
(Continued)

Assessment of Porential
{To Be Completed by the Supervisor)

This assessment should focus on indicators of potential ‘such as eéducational pursuits, self study, formal training,
developmental work assignnients; menibership and leadership on teams, special assignments and involvement in
voluntary civie/community activities demonstrating leadership qualities.

Supervisor’s Signature e
Supervisor’s Title and Telephone Number

* All-application materials must be submitted to the Graduate School, USDA throtuigh the appropiiate agency
channels and must be accompanied by a SF-612, 171 or resume and an approved training form such as an
SF-182, 1556 or 350. Letters of recommendation will also be accepted.
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