
UNITED STATES DEPARTMENT OF AGRICULTURE 
Farm Service Agency 
Washington, DC 20250 
 
For:  FSA Employees, Except Non-Federal County Office Employees and STC Members (SGE’s) 
 

Prior Approval of Outside Employment and Activity 
Approved by:  Associate Administrator for Operations and Management 

 
 
1  Overview 
 

A Background 
 
On October 2, 2000, USDA issued final regulations at 5 CFR Part 8301, requiring all 
employees, other than Special Government Employees (SGE’s), who are required to file 
either OGE Form 278 or OGE Form 450, to obtain written approval before engaging in 
outside employment or activities. 
 
Additional supplemental FSA regulations were also issued at 5 CFR 8301.103, requiring 
prior approval of outside employment or activities, specifically from FSA employees who 
want to engage in outside employment with or for a person whom the FSA employee knows, 
or reasonably should know, is: 
 
• an FSA program participant 
 
• directly affected by decisions made by the particular FSA office in which the FSA 

employee serves. 
 

B Purpose 
 
This notice: 
 
• advises all employees who are designated to file OGE Form 278 or OGE Form 450, and 

FSA leadership, of new policies, procedures, and requirements governing obtaining prior 
approval of outside employment/activities 

 
• advises employees of positions determined by the USDA, Office of Ethics (OE), to be 

exempt from the outside employment prior approval requirement 
 
 
 
Disposal Date 
 
October 1, 2012 

Distribution 
 
All FSA employees, except non-Federal County 
Office employees and STC; State Offices relay to 
County Offices 
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Notice PM-2822 
 
1  Overview (Continued) 
 

B Purpose (Continued) 
 
• introduces the USDA, OE, “Farm, Conservation, & Rural Programs Branch Guidance:  

Request for Prior Approval of Outside Activity / Employment (“Guidance”) (Exhibit 1) 
and USDA OE-101, “Request for Approval of Outside Activity” (Exhibit 2) 

 
• outlines the outside employment/activity approval process 
 
• provides guidance and instructions to employees, management, and ethics contacts about 

their responsibilities 
 
• provides revised instructions for completing and processing OE-101. 
 

C Who Is Required to Complete and Submit OE-101 
 
All FSA Federal employees who file OGE Form 278 or OGE Form 450, except SGE’s (such 
as STC’s), are required to complete and submit OE-101 to obtain approval of all qualifying 
outside employment and activities. 
 
Note: Filers of OGE Form 278 must contact the OE National Office for instructions and 

with questions about outside employment/activity policy and processes, by either of 
the following: 
 
• e-mail to daeo.ethics@dm.usda.gov 
• telephone at 202-720-2251. 
 

All FSA Federal employees, not covered by provisions at 5 CFR 8301.102, must submit 
OE-101 according to 5 CFR 8301.103 before engaging in outside employment/activity with 
or for persons who the FSA employee knows or reasonably should know is both of the 
following: 
 
• an FSA program participant or borrower 
 
• directly affected by decisions made by the particular office in which the FSA employee 

serves. 
 
Note: FSA’s national ethics program manager may require an employee not otherwise 

required by regulation to complete OE 101, as a vehicle to gather information that 
will be used to determine whether a real conflict of interest, appearance of favoritism, 
or loss of impartiality exists. 
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Notice PM-2822 
 
1  Overview (Continued) 
 

D Additional Information for Designated Employees 
 
OE has created the online course, “Outside Employment”, to assist employees with 
understanding what is outside employment/activity and the requirement to obtain approval.  
Access the course at www.usda-ethics.net , CLICK “Training Modules”, and scroll down 
to view descriptions of available training modules and CLICK “Outside Employment”.  
This web site also provides additional training modules that may be helpful and other 
information about Federal ethics laws and regulations. 
 

E Contacts 
 
Questions about whether an employee is required to submit OE-101, or the process for 
obtaining outside employment and activity determination, shall be directed according to the 
following. 
 
IF the employee is located in… THEN contact… 
Washington, DC, area Office of Ethics, Farm, Conservation and Rural Programs 

Branch at 202-720-0055. 
Kansas City or St. Louis, 
Missouri 

the servicing human resources specialist in HRD, 
Employee/Labor Relations Section (ELRS) at 
816-926-6643. 

State or County Office State Office Administrative Section. 
APFO APFO Management Operations Office. 

 
Note: Servicing administrative offices seeking ethics guidance about the criteria for whether 

an employee is required to submit OE-101or the outside employment/activity request 
process, should contact Tonya Willis, FSA National Ethics Program Manager, by 
either of the following: 
 
• e-mail to tonya.willis@dm.usda.gov 
• telephone at 202-720-0055. 
 

Employees shall direct questions about OE-101 according to the following. 
 

IF… THEN direct questions to… 
• Washington, DC, area employee  
 
• APFO Management Operations Manager 
 
• EO, administrative officer, administrative 

specialist located in the State Office 

Tonya Willis, FSA National Ethics Program 
Manager, by either of the following: 
 
• e-mail to tonya.willis@dm.usda.gov 
• telephone at 202-720-0055. 

Kansas City or St. Louis, Missouri, employee  the servicing human resources specialist in 
HRD, ELRS at 816-926-6643. 

State or County Office employee  State Office administrative officer. 
APFO employee APFO management operations officer. 
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Notice PM-2822 
 
2  “Guidance”, OE-101, and Prior Approval Process 
 

A Accessing “Guidance” and OE-101 
 
To obtain the “Guidance” page and a fillable version of OE-101, go to www.usda-ethics.net, 
CLICK “Forms”, scroll down to “Outside Employment”, CLICK “PDF” link for an 
electronically fillable PDF version of “Office of Ethics – Farm, Conservation & Rural 
Programs Branch Guidance: Request for Prior Approval of Outside Activity / 
Employment” (Exhibits 1 and 2). 
 
Notes: Although OE-101 is capable of accepting digital signatures, OE does not accept 

digital signatures at this time.  Therefore, after completing OE-101, employees must 
print OE-101, place an actual signature on OE-101, and submit the original, signed 
OE-101. 
 
It is critical that employees do the following: 
 
• read through the entire “Guidance” 
• ensure that OE-101 is submitted for required positions only 
• complete, sign, and submit OE-101, according to subparagraph 3 A. 

 
B OE-101 Completion, Review, and Submission 

 
HRD executive officers (EO’s), administrative officers, and administrative/ethics contacts 
shall complete, review, and submit OE-101 according to the following. 
 

Step Action 
1 Employee completes OE-101. 
2 Employee reviews OE-101 for completeness and accuracy and signs, dates, and 

attaches current official position description to OE-101. 
3 Employee submits OE-101 to immediate supervisor. 
4 Immediate supervisor completes OE-101, “Immediate Supervisor’s Statement 

(MANDATORY)”. 
5 Immediate supervisor makes recommendation, signs, and dates OE-101. 
6 Immediate supervisor ensures that position description has been provided with 

employee’s OE-101 and forwards to appropriate approving official according to 
subparagraph 3 B. 

7 Designated approving official reviews, signs, and dates OE-101. 
8 Approving official forwards OE-101 to OE for final review and concurrence. 

 
 
 
 
 
 
 
 
 
10-5-11      Page 4 

http://www.usda-ethics.net/�


Notice PM-2822 
 
3  Responsibilities 
 

A Employee Responsibilities 
 
All employees designated to obtain prior approval of outside employment/activity shall:  
 
• read “Guidance” thoroughly and ensure that the outside position requires prior approval 
 
• complete fillable OE-101 and print 
 
• attach copy of current official position description 
 
• sign and date OE-101 
 
• obtain OE-101, “Immediate Supervisor’s Statement (MANDATORY)”; 

Recommendation; and signature. 
 

B Supervisor Responsibilities 
 
All supervisors shall: 
 
• read “Guidance” thoroughly and ensure that the position requires prior approval 
 
• review submitted OE-101 for completeness and accuracy 
 
• complete OE-101, “Immediate Supervisor’s Statement (MANDATORY)”; 

Recommendation; sign; and date OE-101 
 
Note: All supervisors must provide a clear, detailed statement whether the stated 

non-Federal position is related to the employee’s official duties and explain why 
or why it is not.  The approving official will rely on immediate supervisor’s 
statement in making their determination. 
 

• submit completed OE-101, with attached copy of current official position description, to 
approving official according to subparagraph D. 
 

C Approving Agency Official Responsibilities 
 
The Administrator, servicing Deputy Administrators, and SED’s serve as the approving 
Agency official for all outside employment/activity requests received from employees under 
their supervision. 
 
All approving officials shall: 
 
• read “Guidance” thoroughly and ensure that the position requires prior approval 
 
• review submitted OE-101 for completeness and accuracy 
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3  Responsibilities (Continued) 
 

C Approving Agency Official Responsibilities (Continued) 
 
• review OE-101, “Immediate Supervisor’s Statement (MANDATORY)”, and 

Recommendation for concurrence 
 
• complete OE-101, Part V 
 
• forward OE-101, to OE, Farm, Conservation and Rural Programs Branch according to 

subparagraph E. 
 
IF… THEN approving official is… 
• Washington, DC, employee 
• Kansas City or St Louis, Missouri, employee 
• APFO employee 

Administrator or servicing DACO, 
DAFLP, DAFO, DAFP, DAM. 

State employee SED. 
 
Note: State employee OE-101’s should 

be submitted to SED through 
State Office EO or administrative 
officer. 

 
Note: Approval shall be granted by the Agency approving official unless it is determined 

that the outside employment is expected to involve conduct prohibited by statute or 
Federal regulation, including 5 CFR Part 2635. 

 
D EO or Administrative Officer Responsibilities 

 
All EO’s or administrative officers shall: 
 
• read “Guidance” thoroughly and ensure that the position is required to obtain approval 
 
• review OE-101 for completeness and accuracy 
 
• ensure that OE-101, “Immediate Supervisor’s Statement (MANDATORY)”, and 

Recommendation are completed, and OE-101 is signed and dated 
 
• ensure that copy of current official position description is attached to OE-101 
 
• forward OE-101 and documentation to the approving Agency official according to the 

table in subparagraph C 
 
• forward OE-101, to OE, Farm, Conservation and Rural Programs Branch according to 

subparagraph E. 
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3  Responsibilities (Continued) 
 

E Forwarding OE-101 to OE, Farm, Conservation and Rural Programs Branch 
 
EO’s, administrative officers, administrative/ethics contacts, HR specialists, or approving 
officials, shall forward OE-101’s to OE, Farm, Conservation and Rural Programs Branch 
using the following instructions. 
 

Step Action 
1 Review OE-101 and ensure that the position is not exempt from the requirement to 

obtain outside employment according to “Guidance”. 
2 Review OE-101 for completeness and accuracy, ensure that OE-101, “Immediate 

Supervisor’s Statement (MANDATORY)”; and Recommendation are complete and 
all approval signatures are affixed. 

3 Forward OE-101, by regular mail, to: 
 
USDA, FARM, CONSERVATION AND RURAL PROGRAMS BRANCH 
OFFICE OF ETHICS 
ATTN:  TONYA S. WILLIS 
1400 INDEPENDENCE AVE SW RM 6840-S 
STOP 2120 
WASHINGTON DC  20250-2120. 
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       Notice PM-2822 Exhibit 1 
 
“Guidance” 

 
The following is an example of the “Guidance”. 
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       Notice PM-2822 Exhibit 2 
 
OE-101 

 
The following is an example of OE-101. 
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       Notice PM-2822 Exhibit 2 
 
OE-101 (Continued) 
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       Notice PM-2822 Exhibit 2 
 
OE-101 (Continued) 
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       Notice PM-2822 Exhibit 2 
 
OE-101 (Continued) 
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       Notice PM-2822 Exhibit 2 
 
OE-101 (Continued) 
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       Notice PM-2822 Exhibit 2 
 
OE-101 (Continued) 
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       Notice PM-2822 Exhibit 2 
 
OE-101 (Continued) 
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