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NASCOE National Officers

President

Vice President

Brandon Wilson
785.562.7518 (Cell)
Brandon.wilson@nascoe.org

Marcinda Kester
859.553.1774 (Cell)
Marcinda.kester@nascoe.org

Secretary

Treasurer

Richard Csutoras
717.991.2545 (Cell)
Richard.csutoras@nascoe.org

Curt Houk
641-777-5713 (Cell)
Curt.houk@nascoe.org
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Area Executive Committee

Northeast Area Executive

Northeast Area Alternate Executive

Annette Hyman
716-998-7294 (Cell)
Annette.hyman@nascoe.org

Tina Williams
518-232-2321 (Cell)
Tinawilliams2017 @yahoo.com

Northwest Area Executive

Northwest Area Alternate Executive

Joel Foster
605-949-2303(cell)
Joel.foster@nascoe.org

Lacey Orcutt
406-450-4380 (Cell)
Miller454@hotmail.com

Midwest Area Executive

Midwest Area Alternate Executive

Mary Roberts
712-358-0537 (Cell)
Mary.roberts@nascoe.org

Kayla Mattson
218-371-8529 (Cell)
Mattson56567 @gmail.com

Southeast Area Executive

Southeast Area Alternate Executive

Beth Farmer
256-557-5224 (Cell)
Elizabeth.farmer@nascoe.org

Donny Green
615-464-7176 (Cell)
chief300@dtccom.net

Southwest Area Executive

Southwest Area Alternate Executive

Marla Hammer
620-255-3374 (Cell)
Marla.hammer@nascoe.org

Tracy Wilson
580-727-5669 (Cell)
tracyjonelle@yahoo.com
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National Committee Chairs

Awards/Scholarships

Benefits/Emblems

Julie Goetzman
281-250-4752 (Cell)
Julie.goetzman@nascoe.org

Chris Lary
603-448-7730 (Cell)
Christine.lary@nascoe.org

Legislative Co-Chair

Legislative Co-chair

Neil Burnette
336-496-7943 (Cell)
Neil.burnette@nascoe.org

Clint Bain
731-695-1333 (Cell)
Clint.bain@nascoe.org

County Office Advocacy

Programs

Morgan Limmer
903-654-2530 (Cell)
Morgan.limmer@nascoe.org

Chris Hare
765-505-3355 (Cell)
Christopher.hare@nascoe.org

Publicity

Membership

Teresa Holmquist
507-380-6593 (Cell)
Teresa.holmquist@nascoe.org

Glenn Thomas
864-978-7498 (Cell)
Glenn.thomas@nascoe.org
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NASCOE BOARD OF DIRECTOR LISTING 2021

STATE DELEGATE DELEGATE

ALABAMA Cathy Blackburn Judy Rudd

Email | Cathyblackburnl@gmail.com JIrudd69@gmail.com
ARIZONA Calvin Johnson Esmeralda Chavez

Email | caljohnson2006(@yahoo.com esmeralda_chavez3@hotmail.com
ARKANSAS David Goodson Sabrina Conditt

Email | david.goodson62@gmail.com Sabrina.conditt@gmail.com
CALIFORNIA-HAWAII Brenda Estrada Desiree Garza

Email | Brenda.estrada@usda.gov desireekgarza@gmail.com
COLORADO Kevin Reeves Dawna Weirich

Email | Kevin.reeves@usda.gov dlisaweirich@gmail.com
CONNECTICUT Alicia McCue Teresa Peavey

Email | Amott87@hotmail.com Teresa.peavey@usda.gov
DELAWARE-MARYLAND Patrick Goode Carole Hill

Email | patgoode@outlook.com chill570@hotmail.com
FLORIDA Cal Sherrouse Kathryn Driver

Email | calsherrouse@gmail.com Kawood21@gmail.com
GEORGIA Denise Otto Chris Orso

Email | Denise.otto@usda.gov Chrisorso83@hotmail.com
IDAHO Cary Curtis Lisa Eaton

Email | Cary.curtis@gmail.com Lisa_eaton 8190@outlook.com
ILLINOIS LeAnn Oltmanns Charlene Neukomm

Email | Loltmanns2@gmail.com Mwaexec.charlene@yahoo.com
INDIANA Leah Hood Sarah Hines

Email | Leahh2179@gmail.com Sarahellen0000@icloud.com
IOWA Todd Perdew Judy Dameron

Email | todd@grullablue.com jldameron@hotmail.com
KANSAS Heidi Clinkingbeard Tonya Atchison

Email | heidiclink@hotmail.com tonyabonjorno@hotmail.com
KENTUCKY Nicole Barrier Hilliary Hancock

Email | Nicole barrier8@hotmail.com Hilliary.hancock@usda.gov
LOUISIANA Yolanda Day Lisa Zeringue

Email | Yolanda.day@usda.gov czeringue777@gmail.com
MAINE Tina Penley Laurie Thiboutot

Email | Tina.penley@usda.gov Laurie.thiboutot@usda.gov
MASSACHUSETTS James Newland Heather Baylis

Email | newland.jamie@gmail.com baylisfarm@gmail.com
MICHIGAN Jamie Wegner Joe Giddings

Email | Jamie.horeni@gmail.com
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MINNESOTA

MISSISSIPPI

MISSOURI

MONTANA

NEBRASKA

NEVADA

NEW HAMPSHIRE

NEW MEXICO

NEW YORK

NORTH CAROLINA

NORTH DAKOTA

OHIO

OKLAHOMA

OREGON

RHODE ISLAND

PENNSYLVANIA

SOUTH CAROLINA

SOUTH DAKOTA

TENNESSEE

TEXAS

UTAH

Email

Email

Email

Email

Email

Email

Email

Email

Email

Email

Email

Email

Email

Email

Email

Email

Email
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Email

Email
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Kayla Mattson
mattson56567 @gmail.com

Julia Wheeler-Davidson
juliadavidson2@yahoo.com

Logan McGhee

Loganmcghee2010@yahoo.com

Teresa Holmquist

resarae@gmail.com

Rebecca McKenzie

rebeccajmckenzie@msn.com

Drew Walters

atylerwalters@gmail.com

Lacey Orcutt

miller454@hotmail.com

Raela Brandt
rgadeken@gmail.com
Betty Hodik
bettyhodik@hotmail.com

Jenn Gehley

jenngehly@gmail.com

Terry Cater
terrycater@yahoo.com
Sandy Scott

Slferry77 @gmail.com
Ethan Edwards

c.ethan.edwards@gmail.com

Evan Guler

Evan.guler@nascoe.org

Amy Morman

Morman325@gmail.com

Tracy Wilson
tracyjonelle@yahoo.com
Heather Tritt

trittheather@gmail.com

Sheryl Michener
Sheryl.michener@outlook.com

Jason Pontillo
Jpontillo83@gmail.com

Judy Davis
judy4bcl@gmail.com
Mary Jane West

maryjane.west@yahoo.com

Donnell Poss

donnellposs@gmail.com

Jennifer Garcia

garcia.jennifer1 989@gmail.com

Kyra Hagberg

Kyra leanne@yahoo.com
Patti Behnk
psbehnk@gmail.com

Claire Kehoe
bonniesgal@yahoo.com

Carol Sargent

crsarge@hotmail.com

Lisa Garay
Lisa.garay@usda.gov

Kate Hemstreet
kmhemstreet@hotmail.com
Gail White
hdgnwhite@aol.com

Deana Tranby

deanat@utma.com

Brent Orians
Orians9312@gmail.com

Angie Bierman

angiebierman(1(@gmail.com

Anne Belleville

Anne.belleville@usda.gov

Jessica Gerhart

jessicamgerhart@yahoo.com

Amy Blum
Awblum93 @gmail.com

James Anderson

jlasdascoe@midstatesd.net

Connie Lyons
Connielyons50@yahoo.com
Christa Kraatz
ckaching34(@yahoo.com

Amy Ahlstrom
Amy.ahlstrom@usda.gov

Barbie Hill
barbiegirl8503@hotmail.com
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VERMONT

Email
VIRGINIA

Email
WASHINGTON ALASKA

Email
WEST VIRGINIA

Email
WISCONSIN

Email
WYOMING

Email
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Tina Williams
tinawilliams2017@yahoo.com

Christine Lary
chiefrelary@comcast.net

Jesse Turner
Jesse.hines@enmu.edu
Betty Snell

everbetty@hotmail.com

Barbie Parsons
Twin2becky@gmail.com

Christine Bast Pannier

Chrisplus3@gmail.com

Pam Metz

PammO3@hotmail.com

Heather Trobaugh
htrobaugh.ht@gmail.com

Sandra Porter
sandralporter7501@gmail.com
Robert Reed
Rreed18631863@gmail.com
Shelby Niskanen

S3morse@yahoo.com

Dee Harbach

deebenner@hotmail.com
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PROPERTY OF NASCOE June 30, 2021

Item Location
Canon MF 3240 laser printer lowa
Quicken home/office software lowa

Canon MF 644Cdw printer Pennsylvania
3 ring hole punch Pennsylvania
JBL GO2 Bluetooth Speaker Kansas

ONN 720p Portable Projector Tennessee
Conference Call Speaker (2) Pennsylvania
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CONSTITUTION AND BY-LAWS

NATIONAL ASSOCIATION OF FSA COUNTY OFFICE EMPLOYEES

NASCOE

As Amended:1-Kansas City — 1960
2-Albuquerque — 1963
3-Columbus — 1966
4-Wichita — 1967
5-Buffalo — 1972
6-Chicago — 1973
7-Louisville — 1977
8-Portland — 1978
9-Louisville — 1986
10-Norfolk — 1987
11-Wichita — 1988
12-Greensboro — 1990
13-Atlanta — 1995
14-Rochester - 1997
15-St. Paul — 2002
16-Salt Lake City — 2003
17-Baltimore — 2004
18-Asheville — 2013
19-Cedar Rapids — 2016
20-Manhattan — 2019

CONSTITUTION

ARTICLE | - NAME, OFFICE LOCATION AND PURPOSE

Section 1

Section 2

Section 3

This Association shall be known as the National Association of FSA
County Office Employees. The Association shall be commonly
called

NASCOE.

The offices of the Association shall be located in the cities of
residence of the Association President and Secretary.

The purpose of the Association shall be to promote the welfare of the
Association members.

ARTICLE Il - MEMBERSHIP

Section 1

2021 NASCOE Annual Report

Any member of a state association which is affiliated with the national
association shall be a member of the national association. A state
cannot be an affiliate of NASCOE and be afforded all rights,
privileges, etc. of a state affiliate unless the state has in excess of
50% of its eligible members as members of the state association. No
state is eligible for affiliation with NASCOE unless all NASCOE dues

1
NASCOE Constitution and By-Laws
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Section 2

Section 3

Section 4

collected within the state are transmitted to the NASCOE Treasurer.
The amount of NASCOE dues will be as determined by the Board of
Directors in accordance with Article |, Section 1 of the By-Laws.

Any non-profit state association, which may be comprised of one or
more states, may affiliate with the national association upon payment
of the national association dues. See Exhibit 1 to the By-Laws for a
list of eligible state affiliates and areas.

Each individual member must show in good faith that he or she is
interested in the purpose of this Association. He or she must not be
a member of an organization of government employees who asserts
the right to strike against the government of the United States; and
during such time as he or she is a member of this Association, must
not become a member of an organization of government employees
who asserts the right to strike against the government of the United
States; nor may a member engage in a strike against the government
of the United States. Any person who belongs to an organization
which advocates the overthrow of our constitutional form of
government shall not be allowed membership in this Association. No
officer nor member of NASCOE shall use his or her office or
membership for the purpose of engaging in activities other than the
stated purpose of this organization.

Any State Association, which may be comprised of one or more
States, may also offer full State Membership to eligible employees in
adjoining and neighboring States where NASCOE affiliation
provisions are not met.

ARTICLE Il - GOVERNMENT

Section 1

Section 2

2021 NASCOE Annual Report

The governing body of the Association shall be vested in a Board of
Directors composed of two members from each state affiliate to be
duly selected by the state affiliate and shall serve in the manner
provided in the By-Laws. These Directors shall be responsible for
the general management of the organization as stated in the By-
Laws.

The Officers of this Association shall be a President, a Vice-President
a Secretary and a Treasurer and shall be elected and serve as
provided in the By-Laws.

2
NASCOE Constitution and By-Laws
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Section 3

Section 4

Section 5

The Executive Committee shall consist of the four Officers and one
member from each Area as outlined in the By-Laws. Alternates from
each Area to serve in the absence of the Executive
Committeeperson from his or her Area shall be provided. Election to
be as provided in the By-Laws. The out-going President and/or
Secretary shall also be a member of the Executive Committee with
full rights and privileges of the other members for a period of one
year after their applicable office is vacated provided his or her
eligibility as a member of the Association is retained.

The Executive Committee shall be the executive arm of the Board of
Directors. It shall consider each preceding action taken by the Board
to see that such action is carried out. At each meeting of the Board
of Directors, the President shall report on activities of the Executive
Committee. The President's report shall also include pertinent action
by committees of NASCOE. The Board of Directors may accept,
modify, reject or question the President's report. During the intervals
between lawful meetings of the Board, the Executive Committee may
authorize action which may be considered urgent but which has not
been specifically considered by the Board. Such action must be in
keeping with the Constitution and By-Laws of the Association.
Minutes of all Executive Committee meetings shall be made
available to the Board of Directors at each meeting relating activities
of the Executive Committee. The Board of Directors may accept,
reject, modify or question the action of the Executive Committee.

Only active, permanent FSA County Office employees under
permanent appointment are eligible to hold any office or committee
assignment of NASCOE. All persons holding an office or committee
assignment must be a member of this Association.

ARTICLE IV - AMENDMENTS

Section 1

2021 NASCOE Annual Report

This Constitution may be amended at any regular or special
meeting of the Board of Directors by a vote of two-thirds of the
members present, provided, however, that a copy of the proposed
amendment shall have been mailed to all of the Directors not later
than 30 days immediately preceding the meeting at which the
proposed amendment is voted on.

3
NASCOE Constitution and By-Laws
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BY-LAWS

ARTICLE | - DUES & TAXES

Section 1

Section 2

Section 3

The annual dues of this association shall be set by the Board of
Directors based on the fiscal year July 1 - June 30 and will remain in
effect until the Board of Directors takes action to change such dues.
This applies to regular members and associate members.

Any state affiliate failing to submit collected dues to NASCOE's
Treasurer by the end of the fiscal year (June 30) is automatically
suspended. The individual members of a suspended state shall
cease to be members of the national Association. Any suspended
state shall automatically be reinstated along with its individual
members when dues are submitted. See Exhibit 1 for a list of eligible
state affiliates and areas.

Any state affiliate failing to maintain their non-profit status with the
IRS, as outlined in the NASCOE Executive Committee Policies, shall
be subject to a vote of the Executive Committee for suspension. The
individual members of a suspended state shall cease to be members
of the National Association. Any suspended state shall be reinstated
along with its individual members when the NASCOE Treasurer and
President certify to the Executive Committee that the state affiliate is
either in compliance or has completed the required steps to become
compliant.

ARTICLE Il - MEMBERSHIP

Section 1

2021 NASCOE Annual Report

Any permanent appointment FSA County Office employee who is a
member in good standing of his or her affiliated state association
shall be eligible to become an active member of this Association and
upon payment of the state dues to the national association, said
person will automatically become a member of this Association. A
permanent appointment county office employee according to this
section is defined as a permanent FSA employee whose work
performance evaluation rating or reviewing official is the county
committee or a district director. Further, the County Operations
Trainees (COT’s) and Farm Loan Officer Trainees (FLOT’s) also
meet the definition of a permanent appointment county office
employee for membership eligibility purposes.

4
NASCOE Constitution and By-Laws
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Section 2

Section 3

Any state affiliate may have associate members as determined by
the state's Constitution and By-Laws. State associate members
automatically are associate members of NASCOE upon submission
of dues by the state affiliate to the national Treasurer. Dues for
national Association members shall be as determined under Article
I, Section 1. Associate members may not vote, hold office or be a
member of a committee of the national Association. Associate
members may participate in state association activity excluding those
matters which may have a direct or indirect bearing on national
NASCOE policy.

Any person who was a member of his or her state association since
the second year of formation or from the first full membership year of
employment until retirement and an annuity is earned would be
eligible for Honorary Life Membership in NASCOE. Honorary Life
Membership for RIF’ed employees is limited to those retaining their
Civil Service Retirement Rights.

States must certify to the above at the time a request is submitted to
the National Membership Chairperson for recognition as an
Honorary Lifetime Member. NASCOE will supply an Honorary
Lifetime Membership Card to the state. The State will be responsible
for issuing the card to the recipient. If any state has a person they
would like to recognize and the person does not meet the above
requirements, the state may request a waiver with the proposed
member’s consent through the NASCOE National Membership
Committee Chairperson. The request shall include the person’s
membership history and the reasoning for the exception. Such
request will be acted upon by the Executive Committee at the next
scheduled board meeting and the state will be notified of the board’s
action.

ARTICLE Ill - MEETINGS

Section 1

2021 NASCOE Annual Report

There shall be at least one meeting of the Board of Directors
annually. The time and place to be set by the Board of Directors. A
quorum shall consist of a majority of the membership of the Board
of Directors. In the absence of selection of time and place of the
annual meeting by the Board of Directors, the Executive Committee
shall make this determination. In addition to normal Association
business, the Officers, including Area Executive Committeepersons
and Alternate Area Executive Committeepersons, shall be elected.

5
NASCOE Constitution and By-Laws
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Section 2

Section 3

Section 4

Special meetings may be called by the President or by written petition
of the majority of the Board of Directors. The time and place of such
meetings shall be at the discretion of the President or the petition

group.

Meetings of the Executive Committee may be called by the President
or by written petition of the majority of the Executive Committee. The
Secretary shall notify all members of the Executive Committee at
least ten days prior to the meeting. A maijority of the membership
shall constitute a quorum.

No proxies shall be voted or allowed to vote in any regular or special
meeting called in the manner provided herein.

ARTICLE IV - ELECTION OF OFFICERS AND DIRECTORS

Section 1

Section 2
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The Board of Directors of this Association shall consist of two duly
selected delegates from each member state affiliate. These
Directors shall be responsible for the general management of the
organization and shall elect the President, Vice-President, Secretary,
and Treasurer. The Board of Directors from each Area shall elect
their respective Area Executive Committeeperson and an Alternate.

In the event of a vacancy in the office of President, for any reason,
the Vice-President shall assume, through succession, the office of
President and will serve in this office for the remainder of the
unexpired term. In the event of a vacancy in the office of Vice-
President, Secretary, or Treasurer, the Executive Committee shall
appoint a qualified person to fill such vacancy for the remainder of
the unexpired term. In the event of a vacancy in the office of Area
Executive Committeeperson, and no Alternate Committeeperson is
available, the Executive Committee may appoint a qualified person
to fill such vacancy for the remainder of the unexpired term or for that
period of time required for election of the Executive
Committeeperson by the Area in accordance with the procedure
otherwise provided by these By-Laws. In the event the Alternate
Executive Committeeperson position becomes vacant, the Executive
Committeeperson for the Area where the vacancy occurred will
conduct a special election to fill the position for the unexpired term in
accordance with the procedure otherwise provided by these same
By-Laws. Each state affiliated within the applicable area is to be
entitled to two voting delegates. Such delegates are to be selected
by each respective state affiliation.

6
NASCOE Constitution and By-Laws
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Section 3

Section 4

Section 5

Section 6

The officers elected as provided for above shall serve as such
officers for the Board of Directors.

The President, Vice-President, Secretary, Treasurer and Executive
Committee will take office the first day of the month after election at
the annual meeting and will serve through the last day of the month
of election at the next annual meeting, or until such time as a
successor has been duly elected and/or qualified in accordance with
the By-Laws of the Association.

The past President and/or Secretary shall serve as outlined in Article
[ll, Section 3, of the Constitution.

The Executive Committee shall consist of the President, Vice-
President, Secretary, Treasurer and one duly elected member (or the
Alternate) from each of the Areas as described in Exhibit 1 to
NASCOE's Constitution and By-Laws. The past President and/or
Secretary of the Association as described in Article Ill, Section 3 of
the Constitution shall also be a member of the Executive Committee.
The Alternate Executive Committeeperson shall serve in the
absence of the regular elected member.

ARTICLE V - OFFICERS

Section 1

Section 2

Section 3
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The President shall preside at all meetings, regular and special, of
the

Association and at all meetings of the Board of Directors and
Executive Committee and shall perform all such duties as may be
necessary to and pertaining to the office.

The Vice-President shall perform the duties of the President during
his or her absence and at such times as the President, at his or her
discretion, may deem necessary.

The Secretary shall conduct the official correspondence of the
Association. He or she shall keep an accurate record of regular and
special business meetings, including an accurate record of all
transactions of the Association. He or she may disperse monies in
lieu of the Treasurer subject to the approval of the Executive
Committee. The Secretary shall keep accurate minutes of the
meetings of the Board of Directors and the Executive Committee.
The Secretary shall preside at meetings during the absence of the
President and Vice-President. He or she shall perform such
additional duties as the Association Board of Directors or the
Executive Committee shall prescribe.

7
NASCOE Constitution and By-Laws
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Section 4

Section 5

Section 6

Section 7

ARTICLE VI - COM

Section 1

Section 2

Section 3

The Treasurer shall receive dues from all the state affiliates. He or
she shall collect and disburse monies subject to the approval of the
Executive Committee. He or she shall deposit all funds in an
accredited financial institution or other accredited depositories
subject to the approval of the Executive Committee. He or she shall
give an audited financial report to the Association annually. The
Treasurer shall also perform such additional duties, as the
Association Board of Directors shall prescribe.

All disbursements of the Association shall be made by checks signed
by the Treasurer or the Secretary in lieu of the Treasurer and shall
be subject to approval by the Executive Committee. All expenses of
the National Association of FSA County Office Employees shall be
paid from the funds of the National Association of FSA County Office
Employees.

The President shall give an annual report to the Association.

The Secretary shall give an annual report to the Association.
MITTEES

The standing committees of the Association shall be determined by
the Executive Committee. The Committees of NASCOE shall
perform duties as prescribed by the Board of Directors and/or the
Executive Committee to fulfill the objectives and purpose of the
Association. The President may appoint special committees subject
to approval of the Executive Committee.

The committee chairpersons and committee members of each
Committee shall be appointed by the President with concurrence by
the Executive Committee.

The President shall be ex-officio member of all committees.

ARTICLE VIl - PROCEDURE

Section 1
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Roberts' Rules of Order shall govern the proceedings of all general,
regular and special meetings of the Association and its constituent
parts except as provided in these By-Laws.

8
NASCOE Constitution and By-Laws
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ARTICLE VIl - POWERS OF DELEGATION

Section 1

Delegation of authority to committees or individuals shall be made by
the President subject to the approval of the Executive Committee to
represent the Association at any convention, meeting, assembly or
legislative hearing as may be necessary. They shall have no
authority by virtue of their appointment to obligate the Association to
any expense or to concur in any action contrary to the express
policies of the Association. The President or succeeding Officer shall
serve as Chairperson of any delegation but in the event of his or her
absence, he or she shall appoint a member to serve in his or her
place.

ARTICLE IX - ASSISTANCE TO STATE ORGANIZATIONS

Section 1

The national Association will assist any state affiliate needing any
type of assistance to promote membership, etc. within the general
policies of NASCOE.

ARTICLE X - AMENDMENTS

Section 1

These By-Laws may be amended by a two-thirds vote of the Board
of Directors present at any regular meeting or special meeting
provided that the amendment proposed shall have been acted on
according to the method set out in the Constitution for amendments
to the Constitution.

9
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AREAS OF NASCOE

Exhibit 1

Area

Midwest

Northeast

Northwest

Southeast

Southwest

Eligible Affiliates

lllinois
Indiana
lowa
Michigan

Connecticut
Delaware-Maryland
Maine
Massachusetts
New Hampshire

Idaho
Montana
Nebraska
North Dakota

Alabama
Arkansas
Florida
Georgia
Kentucky
Louisiana

Arizona
California-Hawaii
Colorado
Kansas

Nevada

2021 NASCOE Annual Report

Minnesota
Missouri
Ohio
Wisconsin

New York
Pennsylvania
Rhode Island
Vermont
West Virginia

Oregon

South Dakota
Washington-Alaska
Wyoming

Mississippi
North Carolina
South Carolina
Tennessee
Virginia

New Mexico
Oklahoma
Texas

Utah
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NASCOE EXECUTIVE COMMITTEE POLICIES

Following are the general policies approved by the NASCOE Executive Committee. These policies will
remain in effect and dictate the operation of NASCOE on the items covered until changed or amended
by the Executive Committee or the Board of Directors of NASCOE at the Annual NASCOE Convention.

1. NASCOE'’S Board of Directors and Maintaining an Updated List

NASCOE’s Constitution and By-Laws states in Article Il — Government, Section 1, of the Constitution, the
following:

“The governing body of the Association shall be vested in a Board of Directors composed of two
members from each state affiliate to be duly selected by the state affiliate and shall serve in the manner
provided for in the By-Laws. These Directors shall be responsible for the general management of the
Organization as stated in the By-Laws".

In view of the above, it is determined those persons serving as each state affiliate’s members of the
NASCOE Board of Directors at the National Convention are the state affiliate’s members until the
NASCOE Secretary is notified differently. NASCOE Secretary is to inform states of this policy annually
and request state affiliates to promptly notify him or her as changes occur in a state affiliate’s members.
Secretary is to maintain an up-to-date list of the NASCOE Board of Directors and place them on the
National Convention mailing list. The Secretary will issue to states a list of NASCOE’s Board of Directors,
including personal email addresses, to be used by states for NASCOE business.

2. Standing Committees of NASCOE

The standing committees of NASCOE are:
A. Awards & Scholarship
B. Benefits & Emblems
C. Legislative
D. Membership
E. Program
F. Publicity
G. Resolutions — Parliamentarian
H. County Office Advocacy

3. Filling Vacancies on Executive Committee

In accordance with the NASCOE Constitution and By-Laws, the Executive Committee has authority to fill
a vacancy in the position of Area Executive Committee Person. Before exercising this authority, the
Executive Committee will consult with all state delegations within the Area under consideration. In the
event the Alternate Executive position becomes vacant, the Executive for the Area will conduct a special
election to fill the position for the unexpired term in accordance with the NASCOE Constitution and
Bylaws.
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NASCOE EXECUTIVE COMMITTEE POLICIES

4. Reimbursements for Computers, Data Plans, and Telephones

A. Reimburse newly-elected officers or executive committeepersons up to $750 for the
purchase of computer hardware and software. Reimburse all officers and executive
committeepersons up to $50 per month for their wireless data plans.

B. Reimburse new-appointed national chairpersons of NASCOE’s standing committees up to
$500 for the purchase of computer hardware and software. Reimburse the legislative
committee chair(s), and NASCOE webmaster up to $50 per month for their wireless internet
plans.

C. To be eligible for reimbursement, all computer equipment must be purchased within 3
months of taking office or being initially appointed.

5. NASCOE Liability Insurance

These policies provide a variety of coverage for the officers and board members acting on behalf of
NASCOE.

A. Individual Policy: Provided by J&M Marketing. This policy insures NASCOE in the event of a
Wrongful Act, Employment Practice, Personal Injury or Publishers Liability committed by an
Officer of NASCOE. In the event that a lawsuit is filed against NASCOE and/or an officer the
policy provides for defense costs and settlement not to exceed $1,000,000 per incident with
a yearly limit of $1,000,000. This policy has many benefit clauses and restrictions of coverage
regarding officers’ operations.

B. Income Tax Filing Policy: Provided by Anderson, Larkin, and Co. This policy insures NASCOE
in the event of a an audit or other IRS finding in which NASCOE might otherwise be
determined to have erred in the completion of our taxes and found financially liable. The
policy will cover the costs of representation during an audit and the differences between
what the IRS determines owed and what the tax preparer calculated at the time of filing.

C. Events Policy: Provided by J&M Marketing. This policy is specifically for events sponsored by
NASCOE or a state affiliate. It provides NASCOE Officers and the Association coverage for
each event. For example, the policy insures NASCOE against loss if a guest/member sustains
an injury while attending an event or while being transported by NASCOE representatives
to/from the event.

1. State Convention, Area Rally Coverage: The host state MUST notify the Insurer at
least 2 weeks in advance to add the event to the policy. Many convention sites
(Hotels) will require the events policy in order for NASCOE to hold the event at their
property. Itis also important due to the fact that NASCOE holds many events off
site of hotel. Il. National Meetings and Conventions: NASCOE must notify the
insurer at least 2 weeks in advance to add the event to the policy.

6. NASCOE News Flash by the President or Vice President

Periodic NASCOE information alerts or “News Flash” released by the National Publicity Chair or
Webmaster, at the direction of the President or Vice President, are to be continued as in the past using
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NASCOE EXECUTIVE COMMITTEE POLICIES

“good judgment” in the releases. Questionable items for release will be discussed among the Officers
prior to release. This includes official NASCOE releases via social media, including Facebook and Twitter.
Releases will generally be made electronically and should include:

A. Members who have signed up for NASCOE news releases through a distribution database as
approved by the Executive Committee or who have otherwise followed NASCOE for social
media releases.

B. Executive Committee Members, Alternates, and National Committee Chairpersons, who will
be responsible for distributing to State Association Officers, Area and State Committee
Chairpersons and the Board of Directors in their states.

C. RASCOE and NAFEC
D. Selected FSA personnel and others as deemed advisable by the NASCOE Officers.

7. Periodic Releases

Executive Committee Members, National Committee Chairpersons, or Area Chairpersons are authorized
to release information as they deem necessary and at whatever time(s) they deem necessary.
Questionable items for release should be vetted by the Officers prior to release. Releases will generally
be made electronically to the proper recipients with copies to the Officers, Executive Committee
Members, and appropriate Committee Chairpersons or Area Chairpersons.

8. RASCOE and NAFEC Activities

The Officers and others are to work closely with RASCOE and NAFEC for common goals. Everyone is
cautioned to always be aware of NASCOE’s Constitution and By-Laws and the regulations and laws
governing NASCOE’s activities.

9. Legislative Contacts by State Associations and/or NASCOE Members

State associations and/or members are encouraged to maintain and/or establish a working relationship
with their respective members of Congress. Informed members of Congress will respond to specific
requests of NASCOE more favorably than uninformed members of Congress.

Numerous state associations and NASCOE members continue to visit with and/or write members of
Congress, thereby keeping them informed of NASCOE's activities, goals, desires, accomplishments, etc.
This type of action continues to be an essential form of communication. State associations and/or
members are encouraged to maintain and/or establish a working relationship with their respective
members of Congress.

State associations and/or members are encouraged and requested to keep NASCOE informed of their
Congressional and Coalition partner contacts whether made by letter, telephone, or in person. State
associations and members are requested to keep NASCOE informed by periodically submitting a report
of their Congressional and Coalitions activities to NASCOE’s Legislative Committee Chairperson with
copies to their respective Area Executive Committee Member.

This report may be via copies of their letter to members of Congress and/or Coalition partner along with
the replies or by a brief written summary of their activities. Periodically, the Legislative Committee
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NASCOE EXECUTIVE COMMITTEE POLICIES

Chairperson is to submit a summary of state association and/or members legislative activities to the
NASCOE Executive Committee.

The above action will permit NASCOE to keep abreast of state association and/or NASCOE members
legislative and coalition actions and to further pursue pertinent information obtained by state
associations and/or NASCOE members.

Everyone is reminded in their official FSA capacity, county employees cannot attempt to influence
members of Congress in any manner to favor or oppose any legislation or appropriation. FSA employees
acting as private citizens are free to express their viewpoints to members of Congress provided these
activities do not take place during their regular tour of duty or utilize any government resources.

The Legislative Committee Chairperson will issue a release annually to states emphasizing the above, as
well as prepare an article on the subject for Area Executives to include in their bulletins.

10. NASCOE Newsletter and Area Bulletins

NASCOE will prepare a minimum of four national bulletins. These bulletins shall be distributed widely,
using electronic distribution methods, including but not limited to: posting to the NASCOE website, mass
email distribution, and through social media.

The NASCOE President and National Publicity Chair will work together to develop newsletter themes and
assign articles. Article authors may include NASCOE Officers, Area Executive Committee Members and
Alternates, National Committee Chairpersons, and other members as assigned by the NASCOE
President.

Area Executives, along with their Area Publicity Chair, shall prepare and distribute, via email, a minimum
of three area bulletins per year. Area Executives are encouraged to utilize area chairs to develop articles
of importance to their area. All area bulletins shall be distributed to the Executive Committee and the
National Publicity Chair shall be included to ensure the bulletin is posted to the NASCOE website.

11. Annual Secretary’s Report and Treasurer’s Report

A. Annual Secretary’s Report:

1. Report to contain information pertinent to the NASCOE year, including but not limited
to: a list of Officers, Executive Committee, National Chairs, and Board of Directors;
material and financial assets of the association; Negotiation Items; budget
information; and Executive Committee minutes. Additionally any changes to
NASCOE’s Constitution and By-Laws, the NASCOE Travel Policy, the Executive
Committee Policies, or other major revisions of policies or procedure should be
included.

2. In advance of the national convention the Report is to be posted on the NASCOE
website.

3. The Secretary will provide the report via first class mail for any member specifically
requesting it and take extra copies of the report to the convention for use if needed.

B. Annual Treasurer’s Report:
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NASCOE EXECUTIVE COMMITTEE POLICIES

1. Report to contain cumulative financial information for the fiscal year, including
historical records for comparison, as well as any additional information the Officers
determine is necessary for adequate Board of Director oversite.

2. The Treasurer will be responsible for submitting all financial reports to the Secretary
timely for inclusion in the Annual Report.

12. Instructions to Secretary and Treasurer

Secretary is responsible for the following:

A. Prepare and distribute to the Officers, Executive Committee Members and Alternates and
National Committee Chairpersons a list of telephone numbers and personal email addresses for
the Officers, Executive Committee Members and Alternates and National Committee
Chairpersons.

B. Officially notify Administrator, Associate Administrator, Deputy Administrators and DAFO of
NASCOE Officers and Executive Committee Members’ names, addresses and phone numbers
and email addresses.

Treasurer is responsible for the following:

A. Obtain credit cards, such as Visa or MasterCard, for officers as needed and maintain an
inventory listing of such cards.

B. Work with an accountant, approved by the Executive Committee, to ensure all applicable
taxes are completed and the income tax insurance is obtained.

C. Annually remind state treasurers of their tax filing requirements. Monitor IRS reports to
ensure affiliate compliance.

13. Distribution of Executive Committee Minutes

Secretary is to electronically distribute copies of all Executive Committee meeting minutes to NASCOE
Officers, Executive Committee Members and Alternates, and National Committee Chairpersons to
enable them to keep abreast of NASCOE activities. The naming convention for minutes will be
year_month_day_location_meeting.

Upon request to the NASCOE Secretary from a regular NASCOE member, approved NASCOE Executive
Committee minutes will be provided to that member. All approved minutes are included in NASCOE
Annual Reports. No other distribution of NASCOE Executive Committee minutes is authorized.

14. Financial Accounts

A. The Treasurer, or the Secretary in lieu of the Treasurer, is authorized to deposit funds not
otherwise needed for immediate expenses in savings accounts, to purchase time certificates,
etc., in such a manner as to obtain the greatest return possible while still maintaining
accessibility of those funds.
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NASCOE EXECUTIVE COMMITTEE POLICIES

B. The NASCOE Secretary’s signature shall be recorded as an alternate signer on NASCOE
accounts with financial institutions. This will permit access to all accounts in the event the
person responsible for the account is unable to sign for NASCOE.

C. A specified amount of NASCOE's funds will be set aside in a Certificate of Deposit, or other
similar account to which neither the Treasurer nor the Secretary have access. The President
and Vice-President shall be recorded as authorized signers on this account with the financial
institution. The size of this account must be sufficient to meet all expected financial needs of
NASCOE for any given period of time. This account will be accessed only in the event that
NASCOE'’s regular funds cannot meet the normal obligations incurred by NASCOE. The status
of this fund will be reported in the Minutes of the NASCOE Executive Committee meetings at
least twice annually.

D. Any claim for reimbursement for an amount greater than $1,500.00 shall be subject to
second-party review by the Secretary prior to payment. All claims for reimbursement must
be submitted to the NASCOE Treasurer within 6 months of incurred expense unless there are
extenuating circumstances that would require Executive Board approval.

E. The Treasurer will routinely submit a summarization of expenditures and collections, by
month, to the Officers and Executive Committee Members.

15. Dues

Dues are due and payable to the NASCOE Treasurer on July 1 for the forthcoming year. If an employee
pays dues directly to their state association, the entire $55 must be transmitted to the NASCOE
Treasurer not later than the end of the first quarter (September 30), or no later than the end of the
quarter in which the employee pays. If an employee is on dues check-off, at least $13.75 must be
transmitted to the NASCOE Treasurer within 10 days after the end of each quarter with the exception
that all dues must be transmitted to the NASCOE Treasurer by June 30.

16. IRS Compliance

As an association of government employees, it is important that we set an impeccable example with
regards to regulatory compliance. Itis also vital to the function and image of NASCOE that the both the
member association and all state affiliates are non-profit. All state affiliates are responsible for
maintaining their non-profit status by filing required IRS tax documents before the applicable deadline
as determined by the IRS based on the association’s fiscal year. Failure to file taxes for multiple years
can result in the state association’s loss of non-profit status with the IRS. State associations shall
annually provide documentation to the NASCOE Treasurer by June 30 that their tax documents have
been filed.

States who fail to file taxes or provide the required documentation to NASCOE will be notified by the
NASCOE Treasurer and placed in a warning status. States who fail to file for a second year will be placed
in a probationary status and lose eligibility for NASCOE travel reimbursement or stipends. States who
fail to file for a third year will be suspended from the National Association, subject to a vote of the
NASCOE Executive Committee. State associations will need to work with the IRS to retain their non-
profit status and following this coordinate with the NASCOE Treasurer and President to be reinstated.
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NASCOE EXECUTIVE COMMITTEE POLICIES

17. Internal Audits

When there is a transition in any position where finances are involved, there shall be an internal audit.
Additional audits may be conducted as determined needed by the Executive Committee.

18. NASCOE Supplies

Membership and Sick Leave Certificates and membership cards may be obtained by states at no charge
through the National Awards Chairperson and/or National Membership Chairperson.

19. Obsolete Records

All records maintained by the Treasurer which are current minus 1 year old, shall be forwarded to the
NASCOE Secretary for central filing. Obsolete records which are not of permanent nature are eligible for
destruction after the fifth year following the year they are originated. The Secretary is authorized to
send to each state association secretary any records on file which are eligible for destruction at the
request of the state association.

20. Announcements of Candidates

Secretary is to notify states that NASCOE will post to the NASCOE Website announcements of persons
desiring to run for any NASCOE office provided the announcement is received by the Secretary no later
than May 15 of the applicable year. All announcements will be posted at the same time as soon after
June 1 as practical. In no way is this to be construed that announcements must be publicized in this
manner as candidates may, if they so desire, initiate their own mailing. If no announcement for an
Officer, Area Executive or Alternate Area Executive is received by May 15, a statement will be placed on
the NASCOE Website that no candidates have announced at this time for the respective position(s).
Neither the NASCOE newsletter nor area bulletins are to be used for announcements of candidates. It is
the responsibility of the candidate to ensure that the announcement has been correctly posted.

21. Convention Chairperson

The NASCOE Secretary and the NASCOE Treasurer shall serve as convention co-chairpersons for all
NASCOE conventions with authority to act on behalf of NASCOE. The NASCOE Parliamentarian may
serve as a co-chair at the discretion of the NASCOE President.

22. NASCOE Banner and State Flags

The NASCOE Secretary will have custody of the NASCOE banner and the state flags and be responsible to
have them at each NASCOE Convention for display.

23. Committee Members — Certificate of Appreciation

All outgoing Committee Members (this does not include National Chairpersons), and Judges (including
Alternates who serve as Judges) shall receive a NASCOE Certificate of Appreciation. Certificates will be
provided by NASCOE to Area Executives for distribution to the respective area chairpersons. Area
Executives are responsible for requesting the certificates from the National Awards Chairperson.
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24. NASCOE Member Eligibility for Benefits (Award/Scholarship Member Eligibility Requirements are

in the Awards Policy.)

NASCOE policy is to make benefits available to NASCOE membership with the following guidelines:

A.

A current or former FSA employee (including NADD and NAFEC members) must be a member
of NASCOE to the fullest extent allowed by his/her state to be eligible for benefits as
purchased by the membership, and which excludes scholarships and awards. If the employee
is eligible for regular membership he/she must be a regular member of NASCOE. If the
employee is only eligible for associate membership he/she must be an associate member of
NASCOE.

A RASCOE member is eligible for any NASCOE benefit without further NASCOE membership.
Exception: If NASCOE membership is an eligibility requirement of the company offering the
benefit then the RASCOE member must also be a member of NASCOE.

. A NASCOE or RASCOE member’s eligibility for benefits is extended to his/her spouse and

dependent family members.

. Associate NASCOE members may be limited to one-half hour with the NASCOE attorney, at

the NASCOE Officers discretion, should the funding for this line item exceed the amount
budgeted in any year.

25. Awards-Scholarship Program Recognition

The National Awards/Scholarship/Emblem Chair shall work with the Area Executives to publish the
names of all of the recipients in the following categories in an area bulletin and also ensure they are
posted on the NASCOE website:

A.

D.

National Distinguished Service Award Winners, including their picture and written
nomination: 1. Service to ASCS/FSA Agriculture 2. Community Service 3. Service to NASCOE

. Professional Improvement: The names of any Professional Improvement Awardees and their

accomplishments.

. Scholarship: The names of all the Area and National Scholarship Winners, including a picture

and news article on the National Scholarship Winner.

Sick Leave: The names of all 3,000 hours and up Sick Leave Awardees.

26. Membership Awards

A.

B.

Membership plaques for 25 years (and every 5 years thereafter) of 100% membership for
County Offices will be issued on an annual basis at the NASCOE National Convention.
Individuals who have maintained their membership 100% for 25 years (and every 5 years
thereafter) will be issued a commemorative pin.

NASCOE on an annual basis recognizes state associations with 100% membership at the
NASCOE National Convention.
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27. Honorary Life Memberships

Holders of Honorary Life Membership Cards will be permitted to register at the NASCOE National
Conventions and will not be required to pay a registration fee. Host states shall indicate this benefit on
the convention registration form.

28. State Association Right to Develop Benefits

State associations have the right to develop benefit items exclusive to NASCOE members within their
state. However, these benefits are not eligible for payroll deduction based on the
NASCOE/FSA negotiated purpose of payroll deduction being for items available to all members.

29. NASCOE Web Site

The NASCOE President may appoint a NASCOE Webmaster with the technical responsibility of
maintaining the NASCOE web site. The NASCOE web site will be under the supervision of the Publicity
Committee Chairperson who will be responsible for overseeing the web content and acting as liaison
between the Webmaster and NASCOE. The Webmaster may be asked to assist the Publicity Chairperson
during national convention in facilitating sharing of ideas and techniques associated with web sites. In
keeping with the policies of NASCOE any expense associated with maintaining the NASCOE web page
must be approved in advance by the Executive Committee.

30. Coalition Partner of the Year

NASCOE will provide the person selected by the Legislative Committee as “Coalition Partner of the Year”
with a plaque and, if this partner attends that year’s National Convention, one night’s lodging at the
convention hotel and $250 toward travel.

31. Programs Committee Chairperson Attendance at Management Meetings

Whenever possible the Programs Committee Chairperson’s attendance will be considered for any
program-related meetings with FSA Management at the discretion of the NASCOE President.

32. Membership Workgroup

At the annual organizational meeting, the Executive Committee shall determine if the membership
workgroup shall be convened according to the following outline: Membership Workgroup and
Schedule for Continued Evaluation
A. Members

1. President

2. Vice President

3. National Membership Chair

4. All Area Membership Chairs

5. One Area Executive
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6. Five new members (one from each area)

7. Others invited at the discretion of the President

B. Meeting Schedule

1. Every other year

2. Consider meeting in January, preferably in conjunction with the Pre- Negotiation

Meeting

32. Typical Meeting Schedule

MONTH MEETING ATTENDEES
September Organizational Executive Committee
National Committee Chairpersons
November - FSA Management President & Vice-President
December

January - February

Pre-Negotiation

Executive Committee
National Committee Chairpersons
Second Year Alternate Executives

Negotiation Consultants

or MiniConfrence

April - May Negotiation Executive Committee
Negotiation Consultants
National Legislative and Program Chairs
As Needed Legislative Conference Executive Committee

Full Legislative Committee

2021 NASCOE Annual Report
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INTRODUCTION

This booklet was prepared in an effort to provide guidelines regarding the duties and
responsibilities of Officers, Area Executive Committeepersons and Alternate Area
Committeepersons, National and Area Committee positions, Webmaster, and Negotiation
Consultants. These guidelines are not meant and should not supersede the established NASCOE
Constitution and Bylaws, the Executive Committee Policies, or the Travel Policy. With a
complete understanding of the responsibilities associated with these positions, the
elected/appointed persons will be better prepared to fulfill their duties, thus strengthening
NASCOE.

There may be other responsibilities which occur in addition to the ones outlined here that are at
the discretion of the National Committee Chairperson, Area Executive Committee Chairperson
or Executive Board of NASCOE. If you have ANY questions in regard to the duties and
responsibilities of these positions, please contact the National Committee Chairperson, Area
Executive Committeeperson or Officers of NASCOE.
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General Guidelines For All Positions

These general guidelines apply to all positions within the leadership of NASCOE:

1.

Maintain a professional appearance and demeanor when attending functions as a
representative of NASCOE. This would include all meetings of state affiliates, other
employee associations, other organizations, meetings with management, meetings with
Congressional representatives, etc. This also applies when attending social activities in
conjunction with meetings. Remember in the membership’s eyes you are a representative of
NASCOE whether on official or unofficial time.

All NASCOE positions, whether elected or appointed, require a certain amount of dedication,
creativity and enthusiasm. The ability to communicate both orally and in writing; formally
and informally with officers, executives, chairpersons, general membership and outside
organizations will be very beneficial when performing the duties of the position. NASCOE
encourages development of these skills.

Remember that NASCOE leadership is a team effort. Individuals on the Executive
Committee may not always agree with the decisions of the group, but once a decision is
made the individual members are responsible for presenting the decision in a positive manner
and refraining from presenting personal or biased opinions to the membership. The spirit of
cooperation is important in maintaining all NASCOE relationships.

Be prepared for all meetings with information and/or questions. Generally, a written report
will be required for all meetings with an electronic copy of the report presented to the
Secretary for record-keeping purposes and to aid in compiling accurate minutes of the
meetings.

Strive to be fair, impartial, and open-minded to new ideas and change. Respect the views,
opinions, and comments of others.

Respect the confidentiality of any information, matters or problems discussed at meetings.
Use good judgment in distributing information; especially that which should be distributed
only by the President. Recognize that information is generally fluid and may change quickly.

All NASCOE leadership positions shall, to the greatest extent possible, ensure the county
committee system is promoted; and be aware of reductions in COC authority, in procedure or
in practice. All erosions in COC authority shall be elevated to the NASCOE President, Vice-
president and County Office Advocacy committee chair as soon as they become

apparent. All officers and committee chairs are encouraged to become NAFEC associate
members, and promote NAFEC membership when possible.
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Section 1  Duties and Responsibilities of National Officers

NASCOE President Duties

The NASCOE President provides leadership and guidance to the Association’s membership, the
other officers, Area Executive Committeepersons, Committee Chairpersons, etc. The President
conducts the business of NASCOE in a responsible and professional manner in accordance with
the Association’s Constitution and By-Laws while insuring that every member receives proper
representation. He/she must have the ability to pull the “Leadership Team” together into a
cohesive group that will work together for the common good.

Presidential duties include but are not limited to the following:

1. Act, and in many situations, react, to circumstances as they develop. At times, there may be
a need to act immediately without full consensus of the Executive Committee. All decisions
and actions shall be made in the best interest of the Association.

2. Maintain good public relations, promoting objectives and goals of the Association always.
The President must at times make decisions for the common good that are not readily
accepted in some areas or states. He/she should always attempt to explain to the membership
why the decision was made. Other members of the Exec Committee can further the goals of
the association by supporting the President in difficult decisions.

3. The President is the primary official liaison between NASCOE and USDA/FSA
Management. He/she will establish and maintain an active working relationship with the
Administrator and other management officials; work with management on areas of mutual
interest between membership and Administration. Liaison duties may be delegated by subject
matter to another officer as appropriate. The President will participate in all conference calls
and meetings with management as requested. This participation may be delegated as
appropriate.

4. The President will preside at and conduct all Executive Committee meetings including, but
not limited to, organizational meeting, fall meeting with management, Pre-Negotiation
meeting, Legislative Conference, and the Negotiation Session with Management. The
President will preside at most General Session meetings at Convention. He/she oversees all
business of the Association; keeps abreast of all changes, concerns and points of interest
regarding the Association, its membership and/or the Agency.

5. The President is responsible for appointing National Committee Chairpersons. Appointments
are subject to the concurrence of the Executive Committee. The President acts as appropriate
to approve/disapprove the Area Committee appointments made by the Area Executive
Committeepersons. The President maintains a close working relationship with the Committee
Chairs in an effort to provide guidance as appropriate.

6. Maintain a current list of potential task force members and current task force membership to
insure adequate NASCOE participation as requested.
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7. Prepare news articles and website articles to disseminate appropriate information. Work
closely with the Board of Directors on all Association issues assuring they are kept informed
on all issues. Promotes open communication with all members via regular information
sharing with officers, Area Executive Committeepersons, Committee Chairpersons and State
Contacts.

8. Provide guidance and direction to those desiring assistance. Be available to listen and
discuss issues pertaining to FSA/NASCOE with the membership, management, and other
associations. Prepare and provide an official response if necessary. Assure all issues are
properly addressed and individuals are fully informed.

9. Delegate the responsibility to research various ideas/suggestions that will assist the
Association in meeting its goals and promote positive visibility of the Association. Ascertain
that responses are made promptly to the Executive Committee, Department/Agency officials,
and NASCOE members when requested.

10. Maintain a file on all areas of presidential responsibilities and activities. Furnish the
Presidential file to the new President.

11. The President shall, to the greatest extent possible, ensure the county committee system is
promoted and supported by the Executive Committee and National Committee Chairpersons.
The President shall be aware of reductions in COC authority, in procedure or in practice. The
President shall be aware of all erosions in COC authority shall be elevated to the appropriate
management officials in Washington D.C. All Officers and National Committee chairs are
encouraged to become NAFEC associate members, and promote NAFEC membership when
possible.
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NASCOE Vice President Duties

The NASCOE Vice President will act in the absence of the President and assist the President as
requested. Other duties include:

1. Promote the goals and objectives of the Association and educate him/her to keep abreast of
the current issues.

2. Maintain ongoing communication with the President to assist the President in achieving the
objectives set for the Association.

3. The Vice President may be asked to act as the liaison between the NASCOE attorney and
membership needing assistance. The Vice President will assess the situation and
communicate with the Area Executive Committeeperson to determine the best course of
action. The Vice President will maintain a file, keep the President abreast of the situation,
and notify the Treasurer when attorney time has been approved.

4. He/she works with the Secretary and Programs Committee Chairperson in preparing
negotiation/consultation positions for submission to management and various other aspects of
the Negotiation/Consultation process as requested.

5. National Convention Duties include:

Prepares and sends invitations to management, speakers, coalition groups, etc.
Confirm speakers and guests for convention.

Officially greets guests, makes accommodations, obtains gifts, etc. as needed.
The Vice President conducts the meeting and moderates the Question and Answer
Session of the Convention.

e Hosts hospitality room for Executive Committee during convention.

6. The Vice President may be asked to assume the lead on various projects and duties.

7. The Vice President provides a monthly second-party review of all financial accounts of the
association.

8. He/She will maintain and distribute this Responsibility Handbook to Officers, Execs, and
National Committee Chairpersons for further distribution to the areas and committees.

9. Responsible for maintaining list of date/location of state conventions and area rallies.
(NASCOE President is responsible for coordination of who is representing NASCOE.)

10. All committee chairs shall, to the greatest extent possible, ensure the county committee
system is promoted; and be aware of reductions in COC authority, in procedure or in
practice. All erosions in COC authority shall be elevated to the NASCOE President, Vice-
president and County Office Advocacy committee chair as soon as they become
apparent. All committee chairs are encouraged to become NAFEC associate members and
promote NAFEC membership when possible.
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11. The Vice-President shall, to the greatest extent possible, ensure the county committee system
is promoted; and be aware of reductions in COC authority, in procedure or in practice. All
erosions in COC authority shall be elevated to the NASCOE President and County Office
Advocacy committee chair as soon as they become apparent. All Officers and National
Committee chairs are encouraged to become NAFEC associate members, and promote

NAFEC membership when possible.
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NASCOE Secretary Duties

The NASCOE Secretary shall act for NASCOE in the absence of the President and Vice
President. Other Responsibilities of the NASCOE Secretary include:

1. The Secretary is responsible for the custody and maintenance of official copies of:

e Constitution and Bylaws

e Official Copies of every annual report beginning in 1959-1960 containing the official
records of NASCOE

e Back issues of NASCOE Newsletters

2. He/she is responsible for the Official Correspondence, Minutes, and Recordkeeping of
NASCOE including:

Annual Notifications

The Secretary is responsible for annually notifying state associations of certain information
by compiling the Fall and Spring Notifications and posting these notifications to the
NASCOE website.

The Fall Notification is to be posted no later than November 15 and will contain, but is not
limited to, the following:

+ General Information from NASCOE Secretary
Current Year NASCOE Officers and Area Execs
President’s Report
Vice President’s Article
NASCOE Financial Statements
Current Board of Directors and Change Form
NASCOE Constitution and By-Laws
NASCOE Executive Policies
NASCOE Travel Policies
Current Year Negotiation Information and Form
Area Information/Upcoming Rallies
Note from NAFEC
Note from RASCOE
National Committee Convention Reports

® & & & & & O O o O o o o

The Spring Notification is to be posted no later than June 1 and will contain, but is not
limited to, the following:

¢+ Listing of Current Officers and Execs
President’s Report
Delegates List (Please update as necessary)
Parliamentary Procedure Notes
Current Year Convention Policies
Convention Registration Form and Information
National Convention Tours and Activities
NASCOE Memorial Form
Military Tribute Request Form
Candidacy Announcements

* & & & ¢ o o o o
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(Officers, Area Execs, and Alternate Area Execs)
National Committee Reports

Award Winners If Available

NASCOE Financial Statements

Future Convention Information

* & & o o

Prepares accurate minutes of all meetings of the Exec Committee including all
convention meetings and Exec Committee meetings in conjunction with fall meeting with
management, pre-negotiations meeting, legislative conference, and Negotiation meeting

Maintains records of monthly conference calls and all other actions between meetings.
Maintains files of all current and historical records of the association
Preparation of Agendas for all meetings

Prepares, prints, and distributes annual report which includes all official records of the
association for the year

Maintains the NASCOE directory and officially notifies management of contact
information

Maintains the name/address database of 5500+. The name/address database includes
information for all county offices in the nation; all state officers, area chairs and judges;
national leadership; department/agency contacts; Congressional members; and all
associate members. The data base must be updated as changes are received as it is used
for all mailings including mailing of newsletters.

Notify appropriate publication officials with results of the National elections.

Write letters of appreciation to Department/Agency personnel who have contributed to
the Association.

3. The Secretary is also the National Convention Co-Chairperson and as such has the following
responsibilities:

Negotiates with hotel for meeting space and arrangements for the organizational meeting
that is held the year prior to National convention.

Negotiates and signs Contract and Banquet Event Orders with hotel

Travels to the hotel to meet with host state and hotel personnel two or three times as
necessary in the planning of the convention

Provides financial history information to the hotel to obtain Direct Billing

Assigns sleeping rooms and provides listing for NASCOE Master Account to hotel
Assigns meetings rooms and verifies that all necessary amenities are on-site

Hires and contracts with a Court Reporter for the Q&A Session

Locates and arranges for rental of a copier for the NASCOE office

Arranges for exhibit space for Committee Chairs, Bidding states, etc.

Prepares Program —for General Session meetings and Agendas for all Exec Meetings
Works with the host state to design program covers, name badges, etc.

Works with and advises host state convention chairs on duties and responsibilities
Approves all Host State decisions

Works with Membership Chairperson to insure that any necessary Audio/Visual
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equipment necessary for Memorial Presentation is available and insure any guest
presenter’s audio/visual needs are met, within reason.

e Reconciles all invoices for convention expenses including rooms, meals, copier rental,

court reporter, etc.

Works with Publicity Chairperson to contract for Convention Photographer

Prepares and submits follow up questions to management

Follow-up to obtain and distribute Q&A transcript

Sends thank you notes to speakers

4. The Secretary in conjunction with the Programs Committee Chairperson has responsibility
for the annual Negotiation /Consultation Session with management to include the following:

Collects and compiles negotiation items submitted by membership.

Categorizes items and prepares book of negotiation items for Pre-Negotiation Session.

Works with the Negotiation Consultants to provide information on the process

Collects and compiles negotiation/consultation positions that were prepared by the

Consultants and Area Executives and forwards these positions to Management for their

responses. Also follows up to obtain timely response from management

e Acts as Recording Secretary for the Negotiation Session and follows up with
management to finalize the positions and obtain necessary signatures

e Works with management to schedule both the Negotiation/Consultation Session in May

and the fall visit with management.

5. The Secretary is responsible for NASCOE Equipment and Supplies to include:

Initiate orders and maintains inventory for all equipment and supplies.

Verifies all billing prior to submission to Treasurer for payment

Maintains listing of equipment owned by NASCOE and location of equipment
Designs, orders and maintains adequate supply of letterhead, envelopes, etc.

Shall be responsible for ordering name badges for National Officers, Area Executive
Committeepersons, and National Committee Chairpersons to be distributed at the
Organizational Meeting following the national convention.

6. The Secretary is authorized to disperse monies in lieu of the Treasurer and is an authorized
signatory on all checking accounts of the association. Any claim for reimbursement greater
than $1,500.00 will be subject to second-party review by the NASCOE Secretary prior to
payment.

7. The Secretary shall, in safe keeping, maintain all passwords maintained to operate
NASCOE’s website, secured documents, and any other permission required document not
specifically specified.

8. The Secretary shall, to the greatest extent possible, ensure the county committee system is
promoted; and be aware of reductions in COC authority, in procedure or in practice. All
erosions in COC authority shall be elevated to the NASCOE President, Vice-president and
County Office Advocacy committee chair as soon as they become apparent. All Officers and
Committee chairs are encouraged to become NAFEC associate members, and promote
NAFEC membership when possible.
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NASCOE Treasurer Duties

The office of NASCOE Treasurer carries the following responsibilities:
1. The Treasurer is responsible for maintaining all financial records of the Association:

Prepares financial reports for all meetings.

Reviews and provides budget and budget estimates.

Provides all financial transactions for review by Exec. Committee

Provides yearly financial summary report to the Secretary for the annual report.
Recordkeeping - Serves as official record keeper for all current financial records.

2. The Treasurer is responsible for regular disposition of income/expenses:

e Deposits all income

e Reviews all expense claims for adherence to policy.

e Pays all expenses and claims for reimbursement as authorized by Exec. Committee

e Maintains and distributes travel claim vouchers.

e Sends advances as requested for NASCOE meetings.

e Pays and verifies all expenses for the association, which includes: phone, taxes, attorneys,
insurance, travel, awards, convention expenses, Executive Committee expense,
legislative, legislative consultant, newsletter, office equipment, postage, printing and
reproduction, scholarships, supplies, administrative expenses and all other expenses
incurred by the association.

3. The Treasurer prepares Financial Reports - Outside the Association:

Files all financial reports including taxes and workmen’s compensation forms.
Provides the Auditor all information needed to prepare annual Audit

Files NASCOE’s Annual 990 to IRS

Keeps accurate records of all payroll

Prepares and submits W-2’s to individuals, IRS, and State tax dept.

Prepares and submits quarterly tax filings for state and federal taxes.

4. The Treasurer working in conjunction with the Membership Chairperson:

Prepares and sends dues transmittal forms to states.

Receives dues from state associations and submits a verification of receipt to states.
Checks and verifies all dues to assure that correct amount is sent in.

Processes and provides necessary reports

Issues States/individuals assistance payments for NASCOE meetings

Keeps accurate records of all monies owed to NASCOE by state associations
Provides reports to Membership Chair

Obtains airfares for each state and figures assistance to conventions and legislative
conferences.
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5. The Treasurer is responsible for establishing and maintaining Bank Accounts:

e Ensures funds are deposited in safe/secure financial institutions
e Works with banking institution to resolve any problems
e Reconciles all bank accounts monthly

6. Credit Cards and Pre-paid Telephone Cards:

e Responsible for obtaining credit cards for officers and maintaining records of cards.
e Reconciles monthly credit card statement with officers’ claims of expenses.
e Obtains prepaid telephone credit cards for officers and execs and maintains records

7. Meetings and Hospitality

e Meetings - Negotiates with hotel for meeting space and hotel arrangements for:
Legislative Organizational Meeting

Pre-Negotiation Session

Legislative Conference

Fall Meeting with management

Negotiation /Consultation meetings with management

Prepares for/arranges Reception for Management during negotiations including sending
invitations to management.

&. National Convention Duties

e Sets up NASCOE office, with supplies, equipment, etc.

e The Secretary will obtain keys to the NASCOE Office and the Parliamentarian,
Secretary, and Treasurer will each have a key.

o Shall assist the Secretary with the Flags and NASCOE banner by hanging, taking down,
folding, and packing; and coordinate shipping with other items the Secretary must ship.

e All candidates’ hospitality room — supplies and arrangements

e Assists the Secretary during the Convention with the Audio/Visual needs, rehearsals, etc.

9. The Treasurer shall, to the greatest extent possible, ensure the county committee system is
promoted; and be aware of reductions in COC authority, in procedure or in practice. All
erosions in COC authority shall be elevated to the NASCOE President, Vice-president and
County Office Advocacy committee chair as soon as they become apparent. All Officers and
Committee Chairs are encouraged to become NAFEC associate members, and promote
NAFEC membership when possible.
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NASCOE Past President Duties

The NASCOE Past President will provide support and guidance to the leadership of NASCOE
while continuing to promote the Association’s goals and objectives. He/she serves as a
“sounding board” for newly-elected officers, and offers advice and council where appropriate.
Individuals in the position of Past President possess institutional and historical knowledge of the
association which will be a valuable tool to assist the current leadership.

The Past President continues to support the Association by accepting duties or responsibilities as
assigned. Assigned duties may include:

1.

The Past President often serves as the Parliamentarian and Resolutions Chairperson, and may
act as a technical advisor to the Executive Committee, Board of Directors and/or NASCOE
members. As such, the Past President would review and present any proposed resolutions to
the membership during the national convention. As Parliamentarian the Past President may
also review prior to being proposed any suggested resolutions to change the Constitution and
Bylaws of NASCOE. He/she may provide guidance to committee members on the proper
format of preparing reports and minutes of meetings at national convention. He/she may also
be asked to review Parliamentary Procedure with the general assembly at national
convention.

The Past President may be asked to take an active role in the Negotiation Process including
assisting in the assignment of issues, writing NASCOE position on issues, and educating and
preparing the Negotiation Team.

The Past President may be asked to take the lead on other various projects and he/she will be
responsible for reporting to the Executive Committee or Board of Directors on activities and
contacts made in these efforts.

He/She may maintain a file of all Past President Activities and the progress of such to be
forwarded to the next Past President.

The Past President may be asked to “Host” the reception for Past Officers and Past Execs at
national convention.

The Past President may be asked to review the Responsibility Handbook with the newly-
elected and appointed members of the Executive Committee.

NASCOE Past Presidents have traditionally continued to promote the goals of NASCOE
long after service is completed. They have provided moral support to future generations of

officers assuring that, as far as they can influence, they foster the continuation of the great
association of NASCOE.

The Past President shall, to the greatest extent possible, ensure the county committee system
is promoted; and be aware of reductions in COC authority, in procedure or in practice. All
erosions in COC authority shall be elevated to the NASCOE President, Vice-president and
County Office Advocacy committee chair as soon as they become apparent. All Officers and
Committee chairs Are encouraged to become NAFEC associate members, and promote
NAFEC membership when possible.
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Section 2 Duties/Responsibilities of National Committee Chairpersons

General Duties of All Committee Chairpersons

The Standing Committees of NASCOE are set by the Executive Committee. The Committee
Chairpersons are appointed by the NASCOE President and approved by the concurrence of the
NASCOE Executive Committee.

Duties of the Chairperson of each Committee are listed on the following pages. General duties
and responsibilities of all Committee Chairpersons include the following:

1.

National Committee Chairpersons shall develop goals to further the effectiveness of the
committee. A verbal and written report of goals and objectives for the year shall be presented
to the Executive Committee at the Organizational Meeting. The Chairperson should provide
25 copies for those in attendance and an electronic copy to the Secretary for the minutes.

All Committee Chairpersons will be working with the other Committee Members to
coordinate your efforts. Communication is the key to success of the committee. Regular
communication is expected between the national chairperson, area chairpersons, and state
chairpersons. Any breakdowns in communication should be discussed with the President
and/or the Area Executive if the problem is one particular area.

Committee Chairpersons attend the Pre-Negotiation Meeting of NASCOE and provide a
report of the activities of the Committee, attainment of goals, problems, concerns, etc. This
includes providing written and verbal reports. An electronic copy of all reports shall be
submitted to the Secretary for inclusion in the minutes of the meeting.

National chairpersons shall prepare the agenda and conduct committee meetings at national
convention. The Chairperson shall prepare and present the Convention report detailing the
activities of the Committee and any recommendations/resolutions. The Chairperson will
appoint a Secretary for Committee meetings who will record minutes. Minutes will be
forwarded to the National Secretary for recordkeeping.

Review and provide subsequent year budget request to the NASCOE Treasurer by May 1st.

The Committee Chairperson should notify the NASCOE President of any concerns or issues
that need the NASCOE Executive Committee’s immediate attention.

Committee Chairperson is responsible for maintaining the official committee files and at the
end of the year delivering the files to the new Committee Chairperson.

Communication is the key to success of any organization. NASCOE is no exception.
Committee Chairpersons shall provide responses promptly to inquiries of the membership,
Area Chairpersons, State Chairpersons, outside vendors, and the NASCOE Executive
Committee when requested.

All Committee Chairperson(s) shall, to the greatest extent possible, ensure the county
committee system is promoted; and be aware of reductions in COC authority, in procedure or
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in practice. All erosions in COC authority shall be elevated to the NASCOE President, Vice-
president and County Office Advocacy committee chair as soon as they become apparent.
All committee chairs are encouraged to become NAFEC associate members, and promote

NAFEC membership when possible.
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Awards and Scholarship Committee Chairperson Duties

The Awards, Scholarship, and Emblems Chairperson is responsible for three important
NASCOE programs - Awards, Scholarship, and Emblems. He/she may delegate responsibilities
as deemed necessary to fulfill the duties of the assigned committees. For the purposes of this
handbook the duties of each program will be listed separately as they pertain to each program.

Awards Program Responsibilities

1. The Awards Committee Chairperson shall be familiar with the rules of the Awards Program.
The Awards Chairperson is responsible for updating and maintaining the Awards booklet
and the information to be placed on the NASCOE web site www.nascoe.org He/she shall be
keenly aware of the timetable for submitting and judging of Awards nominations, and shall
be responsible for assuring that the other members of the Awards Committee are aware of the
importance of adhering closely to the timetable and assuring that the other members of the
Awards Committee have a full understanding of the Awards requirements.

2. The Awards Committee Chairperson shall send timely notices to the Area Awards
Chairpersons encouraging the promotion of the Awards Program. These shall be sent early
enough for Area Chairpersons to relay the information to the area states to adhere to the
timetable for Awards selection and judging. The Awards Committee Chairperson shall notify
the National winners, send a congratulatory letter to person(s) who submitted the nomination,
and notify the NASCOE Executive Committee of the area and national winners.

3. The National Awards Chairperson is responsible for negotiating with a supplier to get the
best price and fastest service on preparation of Award plaques and other items. The National
Awards Chairperson is responsible for ordering plaques for National and Area Award
winners to be presented at the national convention, area rally, or other meetings provided that
sufficient advance notice has be given for plaques to be prepared timely. The Awards
Chairperson is responsible for ordering other items such as Awards for outgoing Executive
Committee members as directed by the President of NASCOE or the Executive Board.

4. The Awards Committee Chairperson shall keep the Judges informed of their duties and
impress upon them the need for promptness in judging the nominations. (The State Awards
Chairperson shall be responsible for verifying that nominations submitted from the State
meet the eligibility requirements.)

5. All Awards Committee Chairperson(s) shall, to the greatest extent possible, ensure the
county committee system is promoted; and be aware of reductions in COC authority, in
procedure or in practice. All erosions in COC authority shall be elevated to the NASCOE
President, Vice-president and County Office Advocacy committee chair as soon as they
become apparent. All committee chairs are encouraged to become NAFEC associate
members, and promote NAFEC membership when possible.

Scholarship Program Responsibilities

1. The Scholarship Committee Chairperson shall review the Awards Handbook and be familiar
with the rules of the Awards Program as it pertains to Scholarships. He/she should be aware
of the timetables for submitting and judging the Scholarship applications, and the importance
of adhering closely to the timetables. He/she shall insure that the Judges and Area
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Scholarship Chairpersons have a full understanding of the requirements.

2. The Scholarship Committee Chairperson shall send timely notices to the Area Chairpersons
encouraging the promotion of the Scholarship Program. These shall be sent early enough for
Area Chairs to adhere to the established timetables.

3. The State Scholarship Committee Chairperson shall be responsible for verifying that
applications submitted from the state meet the eligibility requirements and are certified by
an Officer of that State. Any application that does not meet the requirements shall be returned
to the applicant for revision, if time permits. He/she shall notify the National Winner after
selection and notify the NASCOE Executive Committee of the winner.

4. The national Scholarship Committee Chairperson is responsible for soliciting items for the
annual Scholarship Auction held during the national convention. He/she shall work with the
Host State to locate an auctioneer to conduct the auction. The Scholarship Chairperson is
responsible for accepting, labeling, and displaying the auction items. He/she should work
with the NASCOE Secretary/National Convention Chairperson to assure proper locked space
is available to store items prior to the auction. Scholarship Chairperson is responsible for
other fundraising activities to maintain the Scholarship Fund.

5. All Scholarship Committee Chairperson(s) shall, to the greatest extent possible, ensure the
county committee system is promoted; and be aware of reductions in COC authority, in
procedure or in practice. All erosions in COC authority shall be elevated to the NASCOE
President, Vice-president and County Office Advocacy committee chair as soon as they
become apparent. All committee chairs are encouraged to become NAFEC associate
members, and promote NAFEC membership when possible.
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Benefits and Emblems Chairperson Duties

Mission: To promote, preserve and make existing benefits accessible that were obtained by hard
work and perseverance, while constantly seeking out new NASCOE benefits that are affordable,
appropriate and appealing to NASCOE membership.

The National Benefits Chair rarely works independently. The Benefits Chairperson should seek
advice from the previous Chairperson, past and current NASCOE Executive Committee
members, other past and present standing Committee Chairs as well as NASCOE membership.
Setting goals and doing your best are critical to this position. Though you are not called upon
daily to perform functions for this position, you must be ready every day to answer questions
from membership and handle whatever may come your way. The combination of your
leadership abilities, your respect and understanding of what NASCOE is and your commitment
to serve will be a large component to your success.

Benefits Program Responsibilities

1. Constantly be on the lookout for benefit programs, products and services that would be
available to NASCOE members. Promptly assist members with questions or concerns.
Work closely with other National Committee Chairpersons. NASCOE’s mission depends on
committees working together and sharing ideas.

2. Communicate frequently with all Area Benefits Chairpersons and insure that information is
properly distributed to the respective State Officers and State Benefits Chairs. Involve Area
Chairpersons by delegating and assigning various tasks such as research, tracking or writing
an article.

3. Work closely with Teresa Dillard of Dillard Financial Solutions to understand various
products the company promotes or services for NASCOE members. Also work closely with
Trevor Gartner of JM Marketing as they continue to serve NASCOE with their group
policies. As chairperson, you are to do everything possible to protect the discounts
exclusively available to NASCOE members. Fact finding and protecting privacy are also
important aspects to this position.

4. Conduct all NASCOE Benefits Committee meetings during the NASCOE Convention.
There are two committee meetings that are held at the NASCOE Convention. The first one
will take place prior to Area meetings, at which time you will review what is taking place
with benefits and discuss any ideas or recommendations for Area chairs to take back to their
Area meetings for review. The second meeting will be held following Area meetings, at
which time you will receive feedback from the Area Chairs as to what was discussed in their
Area meetings. At this meeting, you are responsible for providing an agenda or any needed
handouts as well as appointing a secretary to take notes for you.

5. After this meeting, you will be expected to give a verbal report of the committee’s discussion
and recommendations to the NASCOE Executive Committee as well as a written exit report
that will be distributed accordingly. These reports will be made readily available to the
NASCOE Secretary.

6. Attend the National Convention, the Organizational Meeting (generally held in September),
the Pre-Negotiation Meeting, and the Legislative Conference if requested by the President.
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On certain occasions, the Executive Committee may request your presence at other meetings.
Most meetings will require a Benefits Committee report, written and verbal.

7. Develop contacts with OPM and HRD. Meetings in Washington DC should include
scheduling meetings with personnel in these departments that can assist with questions and
concerns brought forth by membership.

8. Communicate & promote both NASCOE and government-wide benefit information to
membership through NASCOE newsletters, the NASCOE website or other means of
communication.

9. All Benefits Committee Chairperson(s) shall, to the greatest extent possible, ensure the
county committee system is promoted; and be aware of reductions in COC authority, in
procedure or in practice. All erosions in COC authority shall be elevated to the NASCOE
President, Vice-president and County Office Advocacy committee chair as soon as they
become apparent. All committee chairs are encouraged to become NAFEC associate
members, and promote NAFEC membership when possible.

Emblems Programs Responsibilities

1. The Emblems Committee Chairperson shall be responsible for promotion of
thenascoestore.com via the NASCOE website, the NASCOE newsletter, and through the
Area Chairpersons. He/She will submit news articles to the National Newsletter.

2. The Emblems Committee Chairperson works closely with the state and area chairpersons on
any questions, concerns, or suggestions they may have with the store front. The Chairperson
shall inform states of the convention packets that will be made available if requested. The
Chairperson will also work with BEJ’s Advertising or other vendors to keep storefront up to
date on NASCOE.

3. The Emblems Chairperson will continue to sell NASCOE Emblem lapel pins and to keep an
accurate inventory of such.

4. All Emblems Committee Chairperson(s) shall, to the greatest extent possible, ensure the
county committee system is promoted; and be aware of reductions in COC authority, in
procedure or in practice. All erosions in COC authority shall be elevated to the NASCOE
President, Vice-president and County Office Advocacy committee chair as soon as they
become apparent. All committee chairs are encouraged to become NAFEC associate
members, and promote NAFEC membership when possible.
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Legislative Committee Chairperson Duties

The job of Legislative Committee Chairperson is a position which generates a great deal of
feedback and response from membership. While extremely rewarding, it will be challenging and
frustrating as well. The Chairperson must recognize the different interests and opinions of each
region and mold those concerns into a comprehensive policy for consideration by NASCOE
leadership. It is important to fully utilize the committee to develop policy and delegate the work
that must be accomplished. Further, success will come in small increments and the race must be
recognized as a marathon and not a sprint!

Duties of the Legislative Committee Chairperson include the following:

1.

Organize and conduct meetings of the national legislative committee. This would include the
organizational meeting and committee meetings at the national convention. Conduct
teleconferences with the committee as needed.

Communicate and work with the Legislative Consultant and Legislative Committee in
developing policy and recommendations for action. Act as a liaison between the Consultant
and NASCOE leadership, the legislative committee and members.

Write articles for the national newsletter.

Manage and develop annual legislative conferences as directed by NASCOE leadership.
Fully utilize the legislative committee and the consultant in this process. Responsibilities
include rooming assignments for the conference and arranging for registrations tables to be
supplied and manned.

Travel to Washington, DC and other states to make contacts with congressional delegations
for the purpose of furthering the legislative agenda. Travel could occur with little notice!

Oversee development of position papers, written testimony and related information for use
by membership in furthering the goals of NASCOE.

Prepare written reports for NASCOE officers and area executives concerning committee
actions/recommendations.

Work through the area legislative committee chairs to develop a network of contacts for key
legislators. Encourage members to contact congressional representatives and have a working
relationship with them. Be knowledgeable of the proper procedure to make contacts with
Congress and work with consultant to train membership in this area.

All Legislative Committee Chairperson(s) shall, to the greatest extent possible, ensure the
county committee system is promoted; and be aware of reductions in COC authority, in
procedure or in practice. All erosions in COC authority shall be elevated to the NASCOE
President, Vice-president and County Office Advocacy committee chair as soon as they
become apparent. All committee chairs are encouraged to become NAFEC associate
members, and promote NAFEC membership when possible.
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NASCOE PAC Duties/Responsibilities
Area Legislative Chairperson Assigned as Political Action Committee (PAC) Coordinator:
1. Isselected by and reports directly to the NASCOE Legislative Committee chair.
2. Maintain a current list of each state’s active PAC participants.

3. The PAC Coordinator is responsible for maintaining the official PAC files. Upon assignment
of'a new PAC Coordinator, delivering the files (including electronic files) and associated
supplies and materials to the new coordinator and ensuring a smooth and efficient transition.

4. Works closely with the NASCOE Legislative Consultant (PAC Treasurer) to ensure the PAC
account is adequately managed.

5. Refers any matters or questions of PAC policy or procedures to the Legislative Consultant
and/or Legislative Chair as appropriate.

6. In addition to the required area legislative reports for area rallies and national conventions,
the PAC Coordinator will provide a separate PAC progress report at the national convention,
as well as periodically throughout the year when requested by the National Legislative
Chairperson or NASCOE’s Executive Committee.

7. The PAC Coordinator will work closely with the National Legislative Chairperson and the
entire Legislative Committee to annually plan, organize, and propose a PAC Promotion. This
proposal, once adopted by the Legislative Committee, will be presented to NASCOE
Executive Committee for consideration.

8. Promptly contacts new enrollees or current participants who wish to adjust their allotment
contributions to assist with completion of financial allotment processing through the National
Finance Center (NFC) or Employee Personal Page (EPP) programs.

9. Communicates and works with the Legislative Consultant and Legislative Committee.

10. At the end of each pay period, reconciles PAC account bank statements and compares
previous pay period contributor roster to current pay period contributor roster to identify
contributors who have become inactive.

11. Works through the area legislative committee chairs to maximize opportunities to recruit and
retain PAC contributors.

12. Often state associations, other state and area chairs, members of the Executive Committee,
and the Legislative Consultant will request status reports for specific information. The PAC
Coordinator is responsible for timely responding to these requests. Each response should
include a carbon copy (cc) to the National Legislative Chairperson. Additionally, if there are
requests made that are of questionable nature, the PAC Coordinator must refer these requests
to the National Legislative Chairperson for review before any information is released.

13. Maintains an inventory of associated supplies and materials used for PAC promotion and
enrollment. Requests budget consideration from the National Legislative Chairperson for
purchases of additional supplies/materials.
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14. Works closely with National Legislative Chairperson to coordinate the availability and
shipment of PAC promotional materials to states and areas that are hosting rallies and
conventions.

15. At least quarterly, and more frequently during PAC promotional periods, updates
participation reports by state, area, and national levels.

16. Keeps all PAC educational/recruitment materials (PowerPoint presentations, brochures, fact
sheets, etc.) updated and made available to all area legislative chairs.

17. Submits requests for reimbursement for expenses such as postage, supplies/materials,
telephone calls, etc., by filing an expense claim with the NASCOE Treasurer.
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Membership Committee Chairperson Duties

The Membership Chairperson is responsible for providing leadership in the effort to promote and
maintain high levels of membership in NASCOE. The Membership Chairperson will be
responsible for identifying and resolving percentage of membership problems as they occur.

Other Responsibilities include:

1.

10.
11.

12.

Coordinating the effort to contact every non-member County Office Employee in the country
about joining NASCOE.

Working with the NASCOE Treasurer to ensure that states have the appropriate Dues
Transmittal Forms and are aware of the schedule for submitting dues timely and quarterly
membership reports are updated.

Writing articles for the national newsletter, as well as, writing articles and regular updates for
the NASCOE Website.

Organizing and conducting the Membership Committee meetings, as well as, present the
Membership Committee report and recommendations of the committee at the national
convention.

Maintain an inventory of all membership supplies for distribution to States, as well as,
receiving, processing, and shipping all Membership supply orders in a timely manner.

Create, inform and remind states of deadlines for submitting both counties and individuals
who qualify for the 25 through 45 year membership awards. Membership Chairperson is also
responsible for presenting these awards at the national convention, and providing a list to the
NASCOE Secretary for inclusion in the Convention Minutes.

Maintaining a listing of individuals who have received NASCOE Honorary Lifetime
Memberships and dispersing the Lifetime Membership Cards.

Accepting requests from states for waivers of the requirements for Honorary Lifetime
Memberships and presenting those requests to the Executive Committee for decision.

Communicating with and coordinating with the efforts of the Area Membership Chairpersons
and State Membership Chairpersons.

Working with states to obtain names for the NASCOE Memorial at national convention.

Working with host state to find a volunteer to prepare PowerPoint presentation of the
memorial.

All Membership Committee Chairperson(s) shall, to the greatest extent possible, ensure the
county committee system is promoted; and be aware of reductions in COC authority, in
procedure or in practice. All erosions in COC authority shall be elevated to the NASCOE
President, Vice-president and County Office Advocacy committee chair as soon as they
become apparent. All committee chairs are encouraged to become NAFEC associate
members, and promote NAFEC membership when possible.
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County Office Advocacy National Committee Chairperson Duties

Mission Statement of the NASCOE County Office Advocacy Committee (COAC): To protect,
enhance, and provide continual education for the farmer-elected committee and county office
system for the betterment of NASCOE’s membership, county office FSA employees, and the
agricultural communities we serve while working independently, but cooperatively, with the
National Association of Farmer-Elected Committees (NAFEC).

Duties of the County Office Advocacy Committee National Chairperson include the following:
1. Provide to the Executive Committee an annual operating plan at the Organizational
Meeting covering the following topics:
e Communications
= Number of communication bulletins to be sent to membership
= Schedule of communication with area chairpersons
= Copy of e-mail distribution lists
= Tracking report on outreach and educational articles/events

=  Summary report of interaction with FSA Management and congressional
members

e Engagement
= Efforts to promote NASCOE membership

= Efforts to promote NAFEC membership recruitment (both COC and associate
members)

= Efforts for continued education so that NASCOE leadership is vigilant and
knowledgeable concerning COC/CO authorities

2. Provide the Executive Committee a report of performance annually at the National
Convention that ensures previous year’s successes and failures are analyzed.

3. Direct the committee to work cooperatively with NAFEC while maintaining NASCOE
autonomy.

4. Work with NASCOE and NAFEC leadership and committees to encourage NAFEC
membership and associate membership.

5. The National Committee Chairperson will lead by example and actively recruit their own
COC members for NAFEC membership and leadership roles within NAFEC.

6. The national chairperson will encourage all area chairperson to become NAFEC associate
members and promote NAFEC membership when possible.

7. Support and participate with NAFEC in its annual membership drive by distributing and
publicizing NAFEC brochures, media, and other promotional materials to all current and
prospective members and associate members.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

When requested, assist NAFEC in the development of NAFEC position papers, written
testimony and related information that will be of benefit to both NAFEC and NASCOE.

Be aware of all benefits that are available to NAFEC members and share that information
with NASCOE/NAFEC Area Chairs.

Write articles for the NASCOE Newsletter on a regular basis.

Work closely with the NASCOE Publicity Chairperson to use all available media to
provide educational outreach regarding county committee/county office authorities.

Monitor FSA directives (notices, handbook amendments, and policies) for issues
potentially impacting the farmer-elected committee and county office system. Issues and
concerns shall be elevated and resolved through appropriate NASCOE and NAFEC
channels immediately. When national, regional or state issues arise, engage area/state
chairs in a process which will achieve committee chair empowerment, engagement,
education and workload sharing.

Promote meaningful and effective county committee training for all FSA county
committee members, FSA district directors, and FSA county executive directors by
working with NASCOE officers, Executive Committee, and FSA national and state
offices.

Promote the tenet that county committee/county office authorities and roles are core
components of county operations trainee (COT), county office program technician (PT)
training and other administrative and management-oriented programs.

Organize and conduct meetings of the COAC. Also, participate NASCOE committee
meetings at the national convention, legislative conferences and other national or area
meetings. Along with coordinating events, take into consideration attendees who need to
be invited or could be invited (e.g. NAFEC leadership and/or COC members from local
area). Appoint member of the committee to take minutes of all meetings.

Timely prepare and submit committee reports and meeting minutes to the NASCOE
officers, Executive Committee, and committee area chairpersons.

Conduct monthly committee conference calls with committee area chairpersons. Invite
NASOE officers to attend monthly conference calls. Appoint member of committee to
take notes for internal (Executive Committee and the COAC only) email distribution.

Assign each area chairperson with a specific area of responsibility (examples:
handbook/policy monitoring, liaison for NAFEC and other partner
associations/organizations, publicity and education, training, and recruitment/benefits
promotions).

Collaborate with the NASCOE Legislative Committee. Attend and assist with the annual
legislative conferences as directed by NASCOE leadership. Fully utilize the COAC in
this process. Cooperate with both the NASCOE and NAFEC legislative consultants in
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identifying key congressional and/or USDA contacts.

20. Keep a record of activities to pass on to successor national chairpersons to assist in a
smooth transition and in succession planning.

21. Establish an electronic library of resource documents for county committee/county office
authorities.

22. Each October conduct a conference call training with all area chairpersons to review
responsibilities handbook with the COAC national and area chairpersons.

23. Ensure the county office system is promoted; and be aware of reductions in COC/county
office authorities, in procedure or in practice. The national chairperson shall work with
the NASCOE Officers and Executive Committee, as well as the area COAC chairpersons
to identify, research, and resolve issues promptly.

24. Emphasize to all NASCOE leaders and members the critical importance of knowledge
and vigilance of county office authorities. These authorities are the foundation of
NASCOE’s existence and future.
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Program Committee Chairperson Duties

Problems arise throughout the year concerning inefficiencies/issues in FSA program areas
(software, forms, program requirements, etc.). The Program Committee Chair is responsible for
educating the membership as to the purpose / responsibility / availability of the Program
Committee. He or she is also responsible for accepting, presenting to the Board, and acting on
any issues brought to his or her attention by the membership. The issues may be submitted to the
Program Chair by e-mail, regular mail, or via the NASCOE website. Depending on whether a
submission is for program efficiency or negotiation/consultation, the item should be submitted
on either the "Program Efficiency" form or the "Negotiation/Consultation” submission form.
Both are available on the NASCOE web site and may from time to time be included in various
NASCOE mailings.

Other duties of the Program Chairperson include:

1. The Program Chair will review the issue and make the decision whether to act immediately
or to wait and approach the issue during the negotiation/consultation period. The Program
Chair may consult with the Board in making the decision. In all cases the Program Chair will
contact the person who submitted the item with an acknowledgement of receipt of the item.

2. The Program Chair will regularly communicate and work with the Area Program
Chairpersons to research issues. The Program Chair may delegate responsibility for
conferring with the person who submitted the issue, researching the item, and/or preparing a
presentation of the item to the Area Program Chairpersons. The Program Chair will be
responsible for contacting and conferring with the appropriate Program area in Washington
DC for a response and resolution to the problem. Follow up to provide additional information
and/or to obtain responses from WDC may be required of the Program Committee Chatir.

3. It will be the responsibility of the Program Chair to respond to the NASCOE member with
the response and/or resolution to the issue. All listings of items/responses/resolutions should
be cleared through the NASCOE President before distribution and will be shared with the
Officers, Area Executives and NASCOE Committee Chairs. A listing of
items/responses/resolutions may be published in the NASCOE newsletter, NASCOE
mailings, or NASCOE web site after clearance through the NASCOE President.

4. The Program Committee Chairperson will participate and take an active role in the
Negotiation/Consultation process. Working with the NASCOE Secretary, the Program
Committee Chairperson will participate in researching/preparing items for consideration by
the Negotiation Team, educating Negotiation Consultants in the process of negotiations
with management, writing NASCOE positions on program items for consultation with
management, may be assigned the "lead" to present individual items during the
Negotiation/Consultation meeting with management, may be asked to assist with the official
minutes of the meeting, etc.

5. All Programs Committee Chairperson(s) shall, to the greatest extent possible, ensure the
county committee system is promoted; and be aware of reductions in COC authority, in
procedure or in practice. All erosions in COC authority shall be elevated to the NASCOE
President, Vice-president and NAFEC committee chair as soon as they become apparent. All
committee chairs are encouraged to become NAFEC associate members, and promote
NAFEC membership when possible.
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Publicity Committee Chairperson Duties

Mission Statement of the NASCOE Publicity Committee: The NASCOE Publicity Committee
works to inform and engage NASCOE members through timely, accurate, and visually appealing
communications. The Publicity Committee must be cognizant of the needs/desires of the
membership when determining the content of the newsletter and website.

The Publicity Committee Chairperson is responsible for providing leadership to NASCOE in
achieving the mission of the committee. Technical skills in written and visual communications,
including web design, desktop publishing, social media, photography, and video production, are
beneficial for the National Publicity Chair to possess.

Duties of the Publicity Chairperson include:
1. Ensuring the production and maintenance of NASCOE’s Communication Channels.

e NASCOE News Bulletins: Ensure the production, publication and distribution of four
news bulletins annually: three are to be produced by the Area Publicity Chairs and one
national News Bulletin. This includes setting and enforcing the deadlines, gathering the
news and graphics, layout and design.

e NASCOE Website www.nascoe.org: Ensure the production, publication and
maintenance of the NASCOE Website. The Publicity Chair may also serve as the
webmaster. When the Publicity Chair serves as the webmaster, their supervision will be
conducted by the NASCOE Officer team. Duties of the webmaster are listed under the
following section.

If the National Publicity Chair does not have web design experience, a separate
webmaster may be utilized. When a separate webmaster is used, the Publicity chair is
responsible for supervision of the Webmaster. Coordination and cooperation between the
Webmaster and the Publicity Chairperson are of utmost importance to ensure efficient
and accurate distribution of information. This coordination is also important in the
reduction of duplication of efforts.

e NASCOE Facebook Page — Nascoe News (https://www.facebook.com/NASCOENews/):
The Publicity Chair will serve as the Administrator for the Nascoe News Facebook page.
The Chair will assign all Area Publicity Chairs to an Editor role on the page.
Substitutions for these roles can be made when the chair(s) do not have a Facebook
account. However, it is strongly suggested the members filling these roles have a
Facebook account and a familiarity with Facebook page administration.

¢+ All Area Rallies shall have events created, hosted by Nascoe News, as soon as the
date, time and location of the Rally is finalized. The Area Publicity chair shall keep
the event updated and post to the Nascoe News page during the event.

+ Post photos/updates of NASCOE members at work during all NASCOE meetings &
events.

¢+ Post greetings to NASCOE members for all Federal Holidays

+ Post other items at the request of the NASCOE Officers

+ Respond timely to questions or messages that come into the Nascoe News page,
consulting with the appropriate officer, exec or committee chair, if needed.
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NASCOE News Flash blast emails: As directed by the NASCOE President, assemble
and send NASCOE News Flash emails. Duties may include editing, email formatting as
well as using MailChimp or other email blast service to which NASCOE may subscribe
to transmit the email to NASCOE membership.

NASCOE Communications Database: Maintain the NASCOE Communications
database, adding new members, updating existing records and deleting persons who are
no longer members. Activities include:

¢+ Transfer member records from the database survey to the active database.

¢+ Check for duplicate records, deleting duplicates or records with incorrect addresses

+ Quarterly, send the database, filtered by Area and State, to the Area Executive,
Publicity Chair and Membership Chair for verification and changes.

¢+ Update the database with any changes received from State or Area membership chairs

¢+ Before sending a NASCOE News Flash, update the mailing list of the email blast
software with the current database.

2. Conduct the annual Convention Cash Club essay contest. The Convention Cash Club essay
contest awards $500 to one member in each area who has not previously attended a
NASCOE Convention. Responsibilities for this contest include:

¢
¢
¢

¢
¢

Choosing, with Area Chairs, a tagline to coordinate with the Convention location.
Distributing contest entry information

Providing submitted essays to Area Chairs for judging. Chairs may not judge entries from
their area.

Overseeing judges, enforcing contest rules, and notifying winners.

Provide winners with information on how to obtain the stipend

3. Coordinate photography services at the NASCOE Convention. Duties include:

¢

¢
¢

Between September 1 and December 1 of the year: Contact vendors and solicit bids for
photography at the national convention and submitting contract to NASCOE Secretary
for approval.

Maintain access for NASCOE’s Shoot Proof Website.

Pay for the cost of having the photos on the Shoot Proof website and send invoice(s) to
NASCOE Treasurer for Reimbursement

Coordinate with convention photographer access to the NASCOE Shoot Proof website.
After contract is approved, communicate with National Convention Host State to
determine a suitable area for State and Area Group Photos, Officer, Executive and
Committee chair individual and group photos.

Determine and publicize the order, time, and location of Area and State group photos
Assist convention photographer with the group photos

4. The National Publicity Chair is responsible for the supervision and coordination of Area
Publicity Chairpersons. Duties may include:

¢+ Conduct regular conference calls to coordinate Publicity activities

¢+ Provide assistance with Publicity issues across the country.

¢+ Organize and conduct the Publicity Committee meeting(s) at the NASCOE Convention

¢+ Present the report and recommendations of the committee at the national convention.
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¢+ Represent the Publicity Committee at the Organizational and Pre-Negotiation meetings,
as well as any other meetings as requested by the NASCOE Executive Board.

5. Coordination with NAFEC and RASCOE on Articles for the Newsletter and Website. The
Publicity Chair shall coordinate with NAFEC and RASCOE officers, at least annually, to
ensure that up-to-date information is displayed on the NASCOE website.

6. Support the County Committee System. All Publicity Committee Chairperson(s) shall, to the
greatest extent possible, ensure the county committee system is promoted; and be aware of
reductions in COC authority, in procedure or in practice. All erosions in COC authority shall
be elevated to the NASCOE President, Vice-president and NAFEC committee chair as soon
as they become apparent. All committee chairs are encouraged to become NAFEC associate
members, and promote NAFEC membership when possible

Webmaster Duties

The NASCOE Webmaster is responsible for creating, designing, optimizing and updating web
pages, and maintaining the national NASCOE website. The work for this position shall be done
on the webmaster’s personal equipment. Government Equipment shall not be used for creating or
maintaining the NASCOE website.

Skills necessary: Technical skills in written and visual communications, including web design,
desktop publishing, social media, photography, and video production, are beneficial for the
NASCOE webmaster to possess. Webpage design experience and training using WordPress is
necessary. Experience using Flash, Adobe Photoshop, Adobe Acrobat, and others will be
beneficial. Webmaster should keep current with major web technologies, in order to provide the
best content and functionality of the Website.

The Webmaster Chairperson duties and responsibilities include:

1. Create and update the national NASCOE website and sub-pages that may include forms,
menus, tables, frames, graphics (such as buttons and menus), and other elements. Create and
maintain other web elements as directed by the Officers and Area Executives.

2. Work closely with NASCOE officers, Area Executives and Committee persons to ensure
web content is current and accurate.

3. Maintain the website structure and organization including backing up the website, deleting
unused files and organizing directories. Maintain data on server to facilitate the utilization of
other tools as needed.

4. Scan, optimize, and upload photographs, convert documents to PDF files, and upload to the
appropriate place in the web.

5. Weekly maintenance, to include updating the site to delete outdated content and add current
information, as directed by email and phone, looking for and fixing errors, looking for and
repairing broken links, making certain that all pages are correctly formatted, and all other
upkeep as needed.
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6. Work closely with other agencies, internal and external customers and organizations
regarding all aspects of the website. Provide regular reports on Web activity to the Officers.

7. Webmaster may be required to communicate technical information through non-technical
verbal and written interactions.

8. Maintains the nascoe.org domain name, and the hosting account on the server, billing
NASCOE for any expenditures involved. Expenditures which exceed normal hosting and
domain expenditures must be approved by the Executive Committee in advance.

9. Confidentiality is important to this position. The Webmaster will need the ability and
judgment to identify what is appropriate for the web, and verify that submissions have been
approved through official channels, i.e. the NASCOE President or other Officers.

10. This position reports to the Publicity Chairperson. If the Publicity Chairperson serves as the
webmaster, then supervision will be provided by the NASCOE Officer Team.

11. All Webmaster Committee Chairperson(s) shall, to the greatest extent possible, ensure the
county committee system is promoted; and be aware of reductions in COC authority, in
procedure or in practice. All erosions in COC authority shall be elevated to the NASCOE
President, Vice-president and NAFEC committee chair as soon as they become apparent. All
committee chairs are encouraged to become NAFEC associate members, and promote
NAFEC membership when possible.
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Resolutions and Parliamentarian Chairperson Duties

The NASCOE Parliamentarian and Resolutions Chairperson is appointed by the NASCOE
President to provide support and guidance to NASCOE in Parliamentary Procedure as it pertains
to Executive Committee meetings and meetings of membership including national convention.
The Parliamentarian is also responsible for providing technical advice to the Executive
Committee, National Committee Chairpersons, Board of Directors and/or NASCOE members on
interpretation and implementation of the Constitution and Bylaws, Exec Committee Policies,
Travel Policy, and other policies of NASCOE.

The Parliamentarian and Resolutions Chairperson duties and responsibilities include:

1. The Chairperson should be well-versed in Roberts Rules of Order and the application of
those rules to facilitate or direct the discussions and keep order at meetings of NASCOE.

2. The Parliamentarian should have a working knowledge of the NASCOE Constitution and
Bylaws, and ALL standing policies of NASCOE including the Executive Committee
Policies and Travel Policy. He/She should be prepared to offer technical advice in the
interpretation and implementation of said policies.

3. The Parliamentarian reviews proposed resolutions for proper structure and content. He/She
will present any proposed resolutions to the membership.

4. He/She provides guidance to committee chairpersons on the proper format of preparing
reports, minutes of meetings at national convention.

5. He/She provides guidance and assistance to the Secretary in preparing meeting agendas,
taking meeting notes, and preparing meeting minutes.

6. He/She reviews the NASCOE Executive Policies and Travel Policies, presents proposed
changes to NASCOE Executive Board and updates documents of action taken and
distributes as needed.

7. He/She is responsible for establishing, maintaining, distributing, and presenting the National
Convention Policies.

8. He/She may be asked to review Parliamentary Procedure with the general assembly at
national convention.

9. He/She should have knowledge of all the business to come regularly before the meeting, and
call for it in its regular order.

10. The Parliamentarian shall be unbiased in matters being discussed at meetings. Participation
in meetings should be limited to giving parliamentary or policy advice to the Chair, and,
when requested, to any other member of NASCOE.

11. The Parliamentarian shall call the attention of the Chair to any errors in parliamentary
procedure.

12. All Resolutions and Parliamentarian Committee Chairperson(s) shall, to the greatest extent
possible, ensure the county committee system is promoted; and be aware of reductions in
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COC authority, in procedure or in practice. All erosions in COC authority shall be elevated
to the NASCOE President, Vice-president and NAFEC committee chair as soon as they
become apparent. All committee chairs are encouraged to become NAFEC associate
members, and promote NAFEC membership when possible.
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Section 3  Area Executive and Alternate Area Executive

Area Executive Committeeperson Duties

The Area Executive Committeeperson is elected at the National Convention by the
representatives of the states in attendance from the Area. The Area Executive Committeeperson
serves on the NASCOE Executive Committee.

Responsibilities include:

1.

Recommending to the NASCOE President the appointment of the Area Committee
Chairpersons for the following Committees: Awards/Scholarship, Benefits/Emblems,
Legislative, Membership, Programs, and Publicity. The Exec also recommends members to
serve as judges for the Area Awards nominations, judges for the Area Newsletter contest, and
judges for Scholarship.

Appoints a Negotiation Consultant. If the Area Executive Committeeperson is a CED, then
the Consultant must be a PT. If the Area Executive Committeeperson is a PT, then the
Consultant must be a CED.

Attends all Executive Committee meetings. If unable to attend, the Alternate Executive
Committeeperson may attend if requested to do so.

Respond to the NASCOE President (or others) within 2 days with requested information
when changes in policy are proposed. If no response, it is assumed that the document(s) will
become “official” positions of NASCOE or that changes are approved as written.

Keep the appointed Area Chairpersons, the Area State Officers, and Publicity Chairperson,
informed of NASCOE news and updates by providing them in a timely manner,
correspondence via land mail, electronic mail, newsletter, postcard, telephone or other
correspondence as deemed appropriate and timely. Providing timely and accurate
correspondence is a priority of Area Executive Committeeperson. Copies of correspondence
shall be submitted to each of the NASCOE Officers, the other Area Executive
Committeepersons and National Committee Chairpersons.

Keep Area States and Committees informed as NASCOE business warrants. Maintain a line
of communication between the states and NASCOE Executive Board. Area Executive
Committeepersons should consider sending an introductory letter to all members in their area
as soon as possible after taking office.

Plan and conduct Area Rally.

Plan and prepare agenda for Area Meetings held during the National Convention. Invite
speakers if desired. Conduct the Area Meetings with assistance from Alternate.

Additional National Convention duties include:
e Check general session meeting rooms — 1 hour before meeting starts — NEA
e Check set-up of area/committee meeting rooms 1 hr. before meeting starts — SEA
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Work with hotel on Air, audio/visual, etc. during general session — SWA
Questions not asked — collecting/typing/submitting to WDC — NWA
Collection of cards during Q&A at convention — MWA - All execs
Making sure doors are closed during memorial service — All execs
Submit a news item for each issue of the NASCOE newsletter

10. Keep current on NASCOE issues within states in the Area and be available to assist as
needed. Acts as liaison between area states and the Executive Committee of NASCOE. Keep
the Officers of NASCOE informed of any NASCOE issues in the Area that warrant action by
an Officer of NASCOE. The NASCOE Officers and Area Executive Committeeperson will
determine an appropriate course of action.

11. Provide an Area Directory to the NASCOE Officers, Area Executive Committee Persons,
Alternate Area Executive Committee Persons, Area State Presidents and Officers and
National Committee Chairpersons. At a minimum, the directory shall include the name,
addresses, telephone numbers and email addresses of the Area Executive Committee Person,
Alternate Area Executive Committee Person, Area Committee Chairs, Area State Officers
and Area State Committee Chairpersons. Other information may be included as deemed
necessary by the Area Executive Committee Person.

12. Evaluating member requests for a conference with the NASCOE attorney for employee
related issues and provide a synopsis of the problem and recommendation for appropriate
action to the appropriate NASCOE Officer (normally the Vice President).

13. Attend state conventions within the area as a NASCOE representative if invited by the state.
The Alternate Executive Committeeperson may attend state conventions within the area as a
NASCOE representative if the Area Executive Committeeperson has been invited but
CANNOT attend and the NASCOE Travel Policy is followed. Any change in state
convention attendance should be approved by the NASCOE President in advance.

14. All Area Executive Committee Chairperson(s) shall, to the greatest extent possible, ensure
the county committee system is promoted; and be aware of reductions in COC authority, in
procedure or in practice. All erosions in COC authority shall be elevated to the NASCOE
President, Vice-president and NAFEC committee chair as soon as they become apparent. All
committee chairs are encouraged to become NAFEC associate members, and promote
NAFEC membership when possible.
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Alternate Area Executive Committeeperson

The Alternate Area Executive Committeeperson is elected at the National Convention by the
representatives of the States in attendance from the Area. The Alternate Executive
Committeeperson serves as an alternate to the Area Executive Committeeperson and will assume
the duties of the Area Executive Committeeperson whenever he/she is unable to perform the
duties of that office.

1.

The Alternate Executive Committeeperson shall work with the Area Executive
Committeeperson and assist whenever it is necessary. He/she may be requested to be
responsible for specific duties in the Area as determined by the Area Executive
Committeeperson.

The Alternate Executive Committeeperson will not assume any duties of the office unless
requested to do so by either the Area Executive Committeeperson or a NASCOE Officer.

The Alternate Executive Committeeperson may conduct a portion of the Area Rally meetings
as well as the Area Meetings held during the National Convention.

The Alternate Executive Committeeperson may be invited to attend Executive Meetings if
authorized by the NASCOE President. The Alternate Executive Committeeperson may attend
state conventions within the area as a NASCOE representative if the Area Executive
Committeeperson has been invited but CANNOT attend and the NASCOE Travel Policy is
followed. Any change in state convention attendance should be approved by the NASCOE
President in advance.

All Alternate Executives shall, to the greatest extent possible, ensure the county committee
system is promoted; and be aware of reductions in COC authority, in procedure or in
practice. All erosions in COC authority shall be elevated to the NASCOE President, Vice-
president and NAFEC committee chair as soon as they become apparent. All committee
chairs are encouraged to become NAFEC associate members, and promote NAFEC
membership when possible.
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Section 4  Area Committee Chairpersons

General Duties: Area Committee Chairpersons; Awards & Scholarship Judges

Committee Chairperson Duties as they apply specifically to the committee are listed on the
following pages. Some general duties apply to all Area Committee Chairpersons and include:

1.

The Area Committee Chairperson shall work closely with the National Committee
Chairperson and the other Area Committee Chairpersons for the respective committee. Any
request made by the National Committee Chairperson shall be answered promptly with
copies sent to the National Committee Chairperson for confirmation that the task has been
completed.

The Area Committee Chairperson shall within 48 hours send copies of all information
received from the National Committee Chairperson and/or the Area Executive
Committeeperson on to each Area State Chairperson. Information from the NASCOE
President or other Officers will be sent to the Area Executive Committeeperson and it is their
duty to send it on to the Area Chairpersons and Area State Officers. It is the Area Committee
Chairperson’s responsibility to see that the information is sent to the Committee Chairperson
of'each of the Area States. This is a vital and necessary link in the communication within the
NASCOE organization.

The Area Committee Chairperson will be responsible for submitting a news article as
assigned by the National Committee Chairperson for publishing in the NASCOE newsletter.

The Area Committee Chairperson is responsible for giving a report of the yearly activities at
the Area Rally and at the Area Meetings during the National Convention. In the event the
Area Chairperson is unable to attend either of these functions, he/she shall timely notify and
submit a report to the Area Executive Committeeperson for presentation in his/her behalf.

Any resolutions originating within the Area pertaining to a specific Committee shall be
submitted to that respective National Committee Chairperson prior to the National
Convention. If not written in correct form, ample time shall be allowed for the
Parliamentarian(s) to compose them properly.

If responses from the State Chairpersons are not satisfactory the Area Chairperson should
inform the State President. The communication network of NASCOE is the link between
membership and national officers. Everyone must do his/her part to follow the
communication chain.

Keep a record of your activities to pass on to your successor. Contact the National
Committee Chairperson or Area Executive Committeeperson with questions, suggestions,
concerns or problems you may have.

Any expense for postage, telephone calls, etc., is reimbursable by filing a claim with the
NASCOE Treasurer.

Download and forward all applications for awards / scholarships to both state Committee
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Chairpersons and State Judges. — (added 3/6/2018)

10. All Area Committee Chairperson(s) shall, to the greatest extent possible, ensure the county
committee system is promoted; and be aware of reductions in COC authority, in procedure or
in practice. All erosions in COC authority shall be elevated to the NASCOE President, Vice-
president and NAFEC committee chair as soon as they become apparent. All committee
chairs are encouraged to become NAFEC associate members, and promote NAFEC
membership when possible.
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Area Awards Committee Chairperson Duties

The Area Awards Committee Chairperson works under the direction of the National Committee
Chairperson. Duties of the Area Awards Committee Chairperson include:

1.

The Area Awards Committee Chairperson should be familiar with the rules of the Awards
Program. The Awards booklet and other information are available on the NASCOE web site
www.nascoe.org He/she should be aware of the timetable for submitting and judging of
Awards nominations. The Chairperson shall be aware of the importance of adhering closely
to the timetable and be sure the other members of the Area Awards Committee have a full
understanding of the Awards requirements.

The Area Awards Committee Chairperson shall send timely notices to the Area States
encouraging the promotion of the Awards Program. These shall be sent early enough for
States to adhere to the timetable for Awards selection and judging. The Area Awards
Committee Chairperson shall notify the Area winners, send a congratulatory letter to
person(s) who submitted the nomination, notify the National Awards Chairperson and Area
Executive Committeepersons and Alternate of Area winners. This will allow the National
Awards Chairperson to order plaques for Area Award winners to be presented at the Area
Rally or meetings. Keep in mind that sufficient advance notice should be given so that the
plaques can be prepared timely.

The State Awards Chairperson shall be responsible for verifying that nominations submitted
from the State meet the eligibility requirements and are certified by an Officer of that State.
Any nominations that have not been certified by an Officer of the State as meeting the
eligibility requirements shall be returned to the State.

The Area Awards Committee Chairperson shall keep the Area Judges informed of their
duties and impress upon them the need for promptness in judging the Area nominations.

Prepare certificates for sick leave awards. — (added 3/6/2018)

Forward recommendations to the area chair to make the process more efficient. (added
3/6/2018)

All Area Awards Committee Chairperson(s) shall, to the greatest extent possible, ensure the
county committee system is promoted; and be aware of reductions in COC authority, in
procedure or in practice. All erosions in COC authority shall be elevated to the NASCOE
President, Vice-president and NAFEC committee chair as soon as they become apparent. All
committee chairs are encouraged to become NAFEC associate members, and promote
NAFEC membership when possible.
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Area Award Judges Duties

The Area Awards Judges are appointed by the NASCOE President upon recommendation of the
Area Executive Committeeperson. The Judges should be a blend of members from the various
State Associations with PT’s and CED’s represented. There should be three (3) to five (5).

1.

These Judges are responsible for following instructions of the Area Awards Committee
Chairperson. The primary function is the judging of the nominations submitted for Area
competition.

It is the responsibility of those persons serving as Judges to become familiar with the Awards
Program regulations by reading the Awards Program information available on the NASCOE
web site: www.nascoe.org

There is a timetable that must be adhered to and it is imperative that all judges realize this
and carry out the duties of this important function. If an award nomination that does not meet
the eligibility criteria is submitted to be judged it is the responsibility of the Judge to notify
the Area Awards Chairperson for further instruction.

The Area Committee Chairperson shall encourage all State Awards Chairpersons to set a
reasonable deadline to submit all chairs and judging committees.

All Area Award Judges shall, to the greatest extent possible, ensure the county committee
system is promoted; and be aware of reductions in COC authority, in procedure or in
practice. All erosions in COC authority shall be elevated to the NASCOE President, Vice-
president and NAFEC committee chair as soon as they become apparent. All committee
chairs are encouraged to become NAFEC associate members, and promote NAFEC
membership when possible.
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Area Scholarship Committee Chairperson

The Area Scholarship Committee Chairperson should read the Awards Handbook and be familiar
with the rules of the Awards Program as it pertains to Scholarships.

Responsibilities include:

1.

He/she should be aware of the timetables for submitting and judging the Scholarship
applications. The Chairperson shall be aware of the importance of adhering closely to the
timetables and be sure the Judges and State Scholarship Chairpersons in the Area have a full
understanding of the Awards requirements.

The Area Scholarship Committee Chairperson shall send timely notices to the Area States
encouraging the promotion of the Scholarship Program. These shall be sent early enough for
states to adhere to the established timetables.

The Area Scholarship Committee Chairperson shall notify the Area Winner(s), notify the
National Awards Committee Chairperson, Area Executive Committeeperson and Alternate
Committeeperson of all Area Winners. He/she shall also notify all non-winners that their
application can be resubmitted if all eligibility requirements remain in effect.

4. The State Scholarship Committee Chairperson shall be responsible for verifying that
applications submitted from the state meet the eligibility requirements and are certified by
an Officer of that State. Any application that is not certified by an Officer of the State shall
be returned to the State for revision, if time permits.

All Area Scholarship Committee Chairperson(s) shall, to the greatest extent possible, ensure
the county committee system is promoted; and be aware of reductions in COC authority, in
procedure or in practice. All erosions in COC authority shall be elevated to the NASCOE
President, Vice-president and NAFEC committee chair as soon as they become apparent. All
committee chairs are encouraged to become NAFEC associate members, and promote
NAFEC membership when possible.
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Area Scholarship Judges

The NASCOE President shall appoint Scholarship Judges, upon the recommendation of the Area
Executive Committeeperson, to judge applications. The Judges should be a blend of members
from the various State Associations with PT’s and CED’s represented. There should be three (3)
to five (5) judges.

Responsibilities include:

1. Persons serving as Judges should become familiar with the Scholarship regulations by
reading the Awards Handbook.

2. There is a timetable that must be adhered to and it is imperative that all Judges realize this
and carry out the duties of this important function.

3. All Area Scholarship Judges shall, to the greatest extent possible, ensure the county
committee system is promoted; and be aware of reductions in COC authority, in procedure or
in practice. All erosions in COC authority shall be elevated to the NASCOE President, Vice-
president and NAFEC committee chair as soon as they become apparent. All committee
chairs are encouraged to become NAFEC associate members, and promote NAFEC
membership when possible.
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Area Emblems Committee Chairperson

The Area Emblem Chairperson will be responsible for:

1. Encouraging Emblem displays at State Conventions and the Area Rally.

2. He/she may be responsible for securing the displays and keeping track of the sales and
monies to be sure it reaches the National Emblem Committee Chairperson.

3. Maintain and distribute information within the Area States concerning purchasing emblems
from www.nascoe.org,

4. Keep thinking of ideas for new Emblem items and pass them on to the National Emblem
Chairperson.

5. All Area Emblems Committee Chairperson(s) shall, to the greatest extent possible, ensure the
county committee system is promoted; and be aware of reductions in COC authority, in
procedure or in practice. All erosions in COC authority shall be elevated to the NASCOE
President, Vice-president and NAFEC committee chair as soon as they become apparent. All
committee chairs are encouraged to become NAFEC associate members, and promote
NAFEC membership when possible.
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Area Benefits Committee Chairperson

The Area Benefits Committee Chairperson has many duties including:

1.

He/she should keep abreast of any information that could possibly be of value in pursuing
more improved benefits for our members.

The Area Benefits Committee Chairperson should stay in contact with the Area Legislative
Committee in working on common issues with Congress regarding Benefits.

Communication is key to the success of the NASCOE Benefits Committee. Area Benefits
Chairpersons are critical links to the States in their area. Area Chairpersons should timely
forward all relevant information to the respective State President and State Benefit
Committee Chairpersons.

Area Benefit Committee Chairpersons will annually contact, in writing, the group sales
department of each recreational fun park (Six Flags, Sea World, etc.) located in your area and
request discount packets be sent to you. This is generally accomplished in February or
March. A current list of parks with addresses for your area, as well as a sample letter with
suggested details will be sent to you by the National Benefits Committee Chair.

Area Benefits Committee Chairpersons should always promptly assist members with
questions or concerns, and never hesitate to contact the National Benefits Committee
Chairperson for assistance in resolving such matters.

Area Benefits Committee Chairpersons should be willing to develop a good working
relationship with the NASCOE Benefits Provider as well as their supporting staff. By
fostering good, open communication, you are a vital link between the NASCOE membership
and the NASCOE Benefits Provider. Please be aware that you may encounter confidential
information at times and you will need to respectfully and confidentially handle the details
accordingly.

Area Benefits Committee Chairpersons should promptly report any known abuse of any
benefits by non-members to the National Benefits Committee Chairperson. Steps should also
be taken with the President of the State Association involved in gathering all details and
coming up with a solution.

All Area Benefits Committee Chairperson(s) shall, to the greatest extent possible, ensure the
county committee system is promoted; and be aware of reductions in COC authority, in
procedure or in practice. All erosions in COC authority shall be elevated to the NASCOE
President, Vice-president and NAFEC committee chair as soon as they become apparent. All
committee chairs are encouraged to become NAFEC associate members, and promote
NAFEC membership when possible.
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Area Legislative Committee Chairperson

The following are expected duties and responsibilities for Area Legislative Committee
Chairpersons:

1. Serve as your Area’s representative on the national legislative committee and attend all
national legislative committee meetings, reporting results of these meetings to the area
executive and states.

2. Attend and participate in the National Legislative Committee organizational meeting and
legislative conferences as requested.

3. Maintain an up-to-date email and regular mail listing of state legislative chairpersons and
presidents for the purpose of forwarding legislative updates and requests for action in
furthering the legislative agenda.

4. Work through the State Legislative Chairpersons to develop a list of NASCOE members and
friends of NASCOE to serve as contacts to influence key congressional members on
NASCOE issues.

5. Lead legislative committee area meetings. Area legislative committees shall be made up of
state legislative chairs.

6. Make legislative contacts or direct contacts through states as directed by the National
Legislative Chairpersons. Area Chair could be expected to develop example correspondence
for use by States.

7. Area Legislative Chairpersons can expect an assignment to monitor a legislative area or
assist in projects that further the legislative agenda.

8. Encourage membership to contact congressional representatives and have a working
relationship with them. Be knowledgeable of the proper procedure to make contacts with
Congress and advise the Area States of this in communication with them.

9. Work closely with the Area Benefits Committee Chairperson in following legislation which
may affect membership. Do not hesitate to contact the National Chairpersons if you hear or
read something that may have been unknown to others.

All Area Legislative Committee Chairs:
1. Promotes the goals and objectives of NASCOE’s PAC and educate, recruit, and retain

participants.

2. Communication and outreach are the key elements to success of the PAC. Regular
communication is expected between the national chairperson, area chairpersons, and state
chairpersons. Any breakdowns in communication should be discussed with the National
Legislative Chairperson, Area Executive, or State President.

3. Coordinates the effort to recruit every non-PAC contributor in his/her represented area.

4. Requests information/reports from the PAC Coordinator that will help identify potential
target contacts for recruitment.
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5. Communicates, coordinates, and participates in PAC recruitment/retention efforts by
working closely with state legislative chairs and state presidents in his/her represented area.

6. Follows up to determine status of contributors who are identified, by the PAC Coordinator,
as inactive by the PAC coordinator.

7. Keeps all PAC educational/recruitment materials (PowerPoint presentations, brochures, fact
sheets, etc.) updated and made available to state associations in represented area.

8. Attends state conventions within the area as a NASCOE representative, if invited by the
state.

9. Promptly carries out and responds to any request made by the National Committee
Chairperson.

10. Responsible for giving a report of the yearly PAC activities/accomplishments at the Area
Rally and at the Area Meetings during the National Convention. In the event the Area
Chairperson is unable to attend either of these functions, he/she shall timely notify and
submit a report to the Area Executive Committeeperson for presentation in his/her behalf.

11. Maintain an up-to-date email and phone number listing (preferably cell phone # for urgent
text messaging) listing of state legislative chairpersons and presidents for the purpose of
contacting and forwarding legislative updates and requests for action to forward the PAC
agenda and enhance communications.

12. Responsible for being present at the NASCOE PAC recruitment table at National
Conventions to assist members enroll in the NASCOE PAC.

13. Area Chairpersons shall work with State Presidents and State Legislative Chairs to identify
NASCOE members to serve as contacts to Congressional members in each state.

14. All Area Legislative Committee Chairperson(s) shall, to the greatest extent possible, ensure
the county committee system is promoted; and be aware of reductions in COC authority, in
procedure or in practice. All erosions in COC authority shall be elevated to the NASCOE
President, Vice-president and NAFEC committee chair as soon as they become apparent. All
committee chairs are encouraged to become NAFEC associate members, and promote
NAFEC membership when possible.
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Area Membership Committee Chairperson
The duties of the Area Membership Committee Chairperson include:

1. Encourage Area States to submit dues promptly to the NASCOE Treasurer when collected.
He/she should monitor dues submission from states in the Area.

2. The Area Membership Chairperson shall request from the state membership chairpersons the
names and contact information of FSA employees who are not NASCOE Members or are
delinquent on their dues. He/she shall contact these employees inviting them to join
NASCOE. A copy of this list shall be forwarded to the National Membership Committee
Chairperson who will also contact these employees. The Area Membership Chairperson may
be requested to follow up with the area states as deemed necessary.

3. Area Membership Chairperson shall work closely with the National Membership
Chairperson and the Area Executive Committeeperson to improve the membership
percentage for the area and to address any issues/problems timely.

4. All Area Membership Committee Chairperson(s) shall, to the greatest extent possible, ensure
the county committee system is promoted; and be aware of reductions in COC authority, in
procedure or in practice. All erosions in COC authority shall be elevated to the NASCOE
President, Vice-president and NAFEC committee chair as soon as they become apparent. All
committee chairs are encouraged to become NAFEC associate members, and promote
NAFEC membership when possible.
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County Office Advocacy Area Committee Chairperson Duties

Duties and responsibilities of the County Office Advocacy Area Chair include:

10.

11.

12.

13.

14.

15.

Serves as the area representative on the NASCOE County Office Advocacy Committee;

The COAC Area Chairperson serves at the pleasure of the Area Executive but works with the
national chairperson to perform functions advancing the mission of the COAC.

Provides input to the national chairperson in developing an annual operating plan to be
presented to the Executive Committee at the Organizational Meeting.

Develops and updates an email distribution list for state COAC chairpersons. The area
chairperson should refer to the most current area directory for this information.

Immediately sends committee communications to area executives and state COAC
chairperson. Each electronic mail communication should be carbon copied (cc’d) to the
national chairperson to allow communications tracking.

Provides the area executive and national COAC committee chairperson progress and
performance reports. This includes entrance/exit reports for area rallies and national
conventions.

Assists the committee to work cooperatively but maintaining NASCOE autonomy.

Work with NASCOE and NAFEC leadership and committees to encourage NAFEC
membership and associate membership.

The area chairperson will lead by example and actively recruit their own COC members for
NAFEC membership and leadership roles within NAFEC.

The area chairpersons are urged to be NAFEC associate members and promote NAFEC
membership when possible.

Supports and participates with NAFEC in its annual membership drive by distributing and
publicizing NAFEC brochures, media, and other promotional materials to all current and
prospective members and associate members.

When requested, works with the national chairperson to assist NAFEC in the development of
NAFEC position papers, written testimony and related information that will be of dual
benefit to both NAFEC and NASCOE.

Be aware of all benefits that are available to NAFEC members and share that information
with NASCOE/NAFEC Area Chairs.

As assigned by the national chairperson, monitors FSA directives (notices, handbook
amendments, and policies) for issues potentially impacting the farmer-elected committee and
county office system. Issues and concerns shall be elevated and resolved through appropriate
NASCOE and NAFEC channels immediately. When national, regional or state issues arise,
engages state COAC chairs in a process which will achieve committee chair empowerment,
engagement, education and workload sharing.

Promotes meaningful and effective county committee training for all FSA county committee
members, FSA district directors, and FSA county executive directors by working with

NASCOE Responsibility Handbook: Revised September 16, 2018 Page 48
2021 NASCOE Annual Report 77



NASCOE officers, Executive Committee, and FSA national and state offices.

16. Promotes the tenet that county committee/county office authorities and roles are core
components of county operations trainee (COT), county office program technician (PT)
training and other administrative and management-oriented programs.

17. Organizes and conducts meetings of the County Office Advocacy Committee at area rallies.
Also, participate NASCOE committee meetings at the national conventions and other
national or area meetings. Along with coordinating events, take into consideration attendees
who need to be invited or could be invited (e.g. NAFEC leadership and/or COC members
from local area). Appoint a state COAC chairperson (s) to take minutes of committee
meetings at area rallies.

18. Timely prepares and submits committee reports and meeting minutes to the COAC national
chairperson, area executive, and state chairpersons.

19. Participates in scheduled monthly committee conference calls with the COAC. If selected,
takes call notes and timely submit to the national chairperson for internal (Executive
Committee and County Office Advocacy Committee only) email distribution.

20. Each area chairperson will invite a state COAC chairperson to be a guest on monthly
scheduled conference calls. Area chairpersons will introduce their guests at the beginning of
the call.

21. As assigned, each area chairperson will have a specific area of responsibility (examples:

handbook/policy monitoring, liaison for NAFEC and other partner
associations/organizations, publicity and education, training, and recruitment/benefits
promotions).

22. Collaborates with the NASCOE Legislative Committee. Cooperates with both the NASCOE
and NAFEC legislative consultants in identifying key congressional and/or USDA contacts.

23. Keeps a record of activities to pass on to successor area chairpersons to assist in a smooth
transition and in succession planning.

24. Establishes and maintains an electronic library of resource documents for county
committee/county office authorities.

25. Each October participates in conference call training with the COAC to review
responsibilities handbook with the County Office Advocacy Committee national and area
chairpersons.

26. Ensures the county office system is promoted; and be aware of reductions in COC/county

office authorities, in procedure or in practice. The area chairperson shall work with the
national chairperson to identify, research, and resolve issues promptly.

27. Emphasizes to all NASCOE leaders and members the critical importance of knowledge and
vigilance of county office authorities. These authorities are the foundation of NASCOE’s
existence and future.
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Area Program Chairperson Duties

The Area Program Chairperson will work with the national Program Chair to ensure that items
submitted from the area are addressed appropriately.

Other duties may include:

1.

The Area Program Chair may be delegated the responsibility of conferring with the person
who submitted the item, researching issues, and/or preparing a presentation of the issue. The
presentation may be prepared for consideration of the Negotiation Team or for submission to
the appropriate Program Area in Washington DC.

The Area Program Chairperson is responsible for publicizing the
purpose/responsibility/availability of the Program Committee to the membership within the
Area. The Area Program Chair is encouraged to identify program issues and inefficiencies
that may need to be considered for presentation to either the Negotiation Team or the FSA
Program Area.

The Area Program Chairperson shall assist and encourage state membership in the area to
participate in the submission of items for consideration by the Program Committee.

The Area Program Chairperson may act as a conduit to relay items from the NASCOE
member identifying the issue to the national Program Chairperson for consideration. The
Area Program Chairperson will regularly communicate and assist the National Program
Chairperson as requested.

All Area Programs Committee Chairperson(s) shall, to the greatest extent possible, ensure the
county committee system is promoted; and be aware of reductions in COC authority, in
procedure or in practice. All erosions in COC authority shall be elevated to the NASCOE
President, Vice-president and County Office Advocacy committee chair as soon as they
become apparent. All committee chairs are encouraged to become NAFEC associate
members, and promote NAFEC membership when possible.
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Area Publicity Committee Chairperson Duties

The Area Publicity Committee Chairperson duties include the following:

1.

Coordination with the Area Executive for the planning and publication of a minimum of
three area bulletins. This includes the following:

Selecting relevant topics, this includes selecting relevant topics, soliciting articles from the
Area Executive, Alternate Executive, and committee chairpersons as needed, and compiling
and formatting into a digital document that is professional in appearance.

***NOTE***: News and/or articles from states may also be solicited for inclusion in area
bulletins.

Maintenance of area photo albums on the NASCOE News Facebook page. Appropriate
photos include those from area rallies, state conventions, training meetings, and other
NASCOE activities.

Communication with State Publicity Chairs. Concerns and suggestions should be shared with
the National Publicity Chair and reported at the Publicity Committee meeting at the National
Convention.

Encouragement of state newsletters, websites, and/or Facebook pages. Area Publicity
Chairpersons should be available to provide assistance and support to State Publicity
Chairpersons in all publicity efforts.

Assistance with the annual Convention Cash Club contest. This includes publicizing the
contest, soliciting entries, and judging entries.

All Area Publicity Committee Chairperson(s) shall, to the greatest extent possible, ensure the
county committee system is promoted; and be aware of reductions in COC authority, in
procedure or in practice. All erosions in COC authority shall be elevated to the NASCOE
President, Vice-president and County Office Advocacy committee chair as soon as they
become apparent. All committee chairs are encouraged to become NAFEC associate
members, and promote NAFEC membership when possible.
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Area Resolutions and Parliamentarian Chairperson Duties

The AREA Resolutions and Parliamentarian Chairperson shall be appointed by the NASCOE
President upon the recommendation of the Area Executive Committeeperson. The Area
Resolutions and Parliamentarian Chairperson shall provide support and guidance to the Area in
Parliamentary Procedure as it pertains to Area meetings. The appointee is also responsible for
providing technical advice to the Area Executive Committeeperson and Area Committee
Chairpersons to facilitate or direct the discussions and keep order.

The Area Parliamentarian and/or Resolutions Chairperson duties and responsibilities include:

1. The Chairperson should be well-versed in Roberts Rules of Order and the application of
those rules to facilitate or direct the discussions and keep order at Area and/or Area
Committee meetings.

2. The Parliamentarian reviews and presents any proposed resolutions to the membership at
Area meetings.

3. He/She provides guidance to committee chairpersons on the proper format of preparing
reports and minutes of Area meetings.

4. He/She may be asked to review Parliamentary Procedure at Area meetings.

5. The Parliamentarian shall be unbiased in matters being discussed at meetings. Participation
in meetings should be limited to giving parliamentary or policy advice to the meeting Chair,
and, when requested, to any other member of NASCOE.

6. The Parliamentarian shall call the attention of the Chair to any errors in parliamentary
procedure.

7. All Area Resolutions and Parliamentarian Chairperson(s) shall, to the greatest extent
possible, ensure the county committee system is promoted; and be aware of reductions in
COC authority, in procedure or in practice. All erosions in COC authority shall be elevated
to the NASCOE President, Vice-president and County Office Advocacy committee chair as
soon as they become apparent. All committee chairs are encouraged to become NAFEC
associate members, and promote NAFEC membership when possible.
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Area Negotiation Consultant Duties

The Area Negotiation Consultant will be appointed by the NASCOE President upon
recommendation of the Area Executive Committeeperson. If the Executive Committeeperson is
a CED, the Consultant will be a PT. If the Executive Committeeperson is a PT, the Consultant
will be a CED. Responsibilities are many and varied but shall include:

1.

A Pre-Negotiation Session is usually held in January. Items may be submitted after the
deadline which is December 15th. The Negotiation Consultant shall contact the Area States
requesting items for the Pre-Negotiation Session. This notification may be conducted by e-
mail, postal service, area web page articles, etc. The Consultant and Executive
Committeeperson shall work together to prepare the items for presentation at the Session.
The Consultant and/or the Executive Committeeperson shall forward a copy of each item
received to the NASCOE Secretary to ensure the item is included for presentation at the Pre-
Negotiation Session. The Consultant attends the Pre- Negotiation Session. During this
Session, the items are reviewed and discussed by those in attendance. Items that are
duplicated or similar are usually combined into one. The items are divided into categories,
for example, items to be consulted with management, items to negotiate, items to be referred
to another committee, or items which are program issues. Occasionally, the Executive
Committee may determine not to present a particular item to management at that time. All
items will be thoroughly reviewed and the “NASCOE position” on each item should be
developed at this meeting.

Immediately after the Pre-Negotiation Session, individuals who submitted items from your
area must be notified as to the status of the item. The Area Executive Committeeperson may
notify the individuals or may ask the Consultant to notify the individuals. (See EXHIBIT 1).

The NASCOE Secretary and the Programs Committee Chairperson work together to write up
the items as they will be presented to management. Assignments to the individuals who will
research the items for further clarification are generally made at the Pre-Negotiation Session,
but may be made immediately after the Pre-Negotiation Session. Research can include, but is
not limited to, conducting surveys, polling states, reviewing regulations and procedures,
and/or outside sources to prepare to defend NASCOE’s position at the actual Negotiation
Session.

The Negotiation Consultation Session with Management is normally held in May. The Area
Executive Committeeperson and Consultant along with the NASCOE Officers shall attend
this meeting which is held at the USDA/FSA offices in Washington, DC. The Consultant
shall be active at this meeting to the degree requested by the Executive Committee. The
Consultant may be requested to do follow-up work on items as deemed necessary by the
Executive Committeeperson or NASCOE Officers.

The Consultant is responsible for giving a report of the Negotiation activities at both the Area
Rally and the Area Meeting during the National Convention. In the event the Consultant is
unable to attend either of these functions, he/she shall submit a report to the Area Executive
Committeeperson for presentation in his/her behalf. It is important to note that the expenses
of the Consultant for attending the Area Rally and/or the Area Meeting during the
Convention are not authorized expenses of NASCOE.
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6. The Consultant shall work closely with the Area Executive Committeeperson and be willing
to write correspondence, reports and new items, if so requested. The Consultant shall feel
free to contact the Area Executive Committeeperson or NASCOE Officers with any
questions and/or suggestions. Expenses such as postage and telephone calls are reimbursable
by filing a claim with the NASCOE Treasurer.

7. All Negotiation Consultants shall, to the greatest extent possible, ensure the county
committee system is promoted; and be aware of reductions in COC authority, in procedure or
in practice. All erosions in COC authority shall be elevated to the NASCOE President, Vice-
president and County Office Advocacy committee chair as soon as they become apparent.
All committee chairs are encouraged to become NAFEC associate members, and promote
NAFEC membership when possible.
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Exhibit 1 Sample Negotiation Response Letter

Date
Dear ,

I would like to personally thank you for taking the time to submit your negotiation items
regarding the National Mentoring Program. Each item submitted is carefully reviewed by the
NASCOE Officers, Execs, and Area Negotiation Consultants to determine if the item(s) should
be:

o Referred to the appropriate committee (Legislative, Benefits, etc.) for further review and/or
analysis. The committee will report back to the Executive Committee and make a
recommendation as to what action should be taken regarding the item(s). The individual(s)
submitting the item(s) will then be notified of NASCOE’s final decision.

o Consulted with management to resolve the issue. In many cases, it is a matter of making
technical corrections to existing procedures and/or policies that in NASCOE’s opinion will
not require negotiation.

o Negotiated with management. In most cases, NASCOE is requesting a procedural or policy
change, enforcement of existing policies and/or procedures, or making sure policies and/or
procedures are being fairly and equitably implemented.

o Reviewed by the NASCOE Officers with management. Items in this category are informally
reviewed with management due to the nature of the issue. In most cases, these issues are
resolved very quickly.

o Tabled/Not Reviewed due to the nature of the item, timing, or other circumstances that would
not be in the best interest of the person submitting the item or NASCOE’s.

After review of your item, NASCOE plans to negotiate this with management.

If you have any questions regarding the action taken on your item, please feel free to call or
email me.

Sincerely,

Area Negotiation Consultant
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NASCOE TRAVEL POLICIES

Following are the general travel policies approved by the NASCOE Executive Committee. These policies
will remain in effect and dictate the operation of NASCOE on the items covered until changed or
amended by the Executive Committee or the Board of Directors of NASCOE.

1.

The Executive Committee, National Committee Chairpersons or Co-Chairpersons, Special

Leqislative Consultants and Parliamentarians

The Executive Committee, National Committee Chairpersons or Co-Chairpersons, special
legislative consultants and Parliamentarians are to be paid reasonable travel costs related directly
to NASCOE business, including necessary meetings and national conventions.

Persons Performing NASCOE Functions Other Than Executive Committee, National Committee
Chairpersons or Co-Chairpersons, and Special Legislative Consultants

Any person performing NASCOE functions as requested by NASCOE is to be paid all costs
related directly to NASCOE.

Examples: (A) Persons on the Negotiating Committee attending meetings.

(B) Special assignments to specific persons to perform a specific task
such as visiting Washington on legislative issues.

If authorized by the NASCOE President, the NASCOE Webmaster will be reimbursed according to
established travel policy for all costs associated with their attendance at the national convention,
including any associated Executive Committee meetings.

Assistance from NASCOE to State Associations to Assist NASCOE's Board of Directors
(Delegates) to Attend National Conventions

Assistance to be the cost of two (2) round trip plane tickets computed from the respective state
capitol to the convention site. The NASCOE Executive Committee shall determine prior to June 1
which type of airfare will be used. If membership in a state is below 100%, a corresponding
reduction in the amount of funds determined will be made to the nearest 5%. (Example: (1) A state
with 96% membership will receive 95% of the cost of the plane tickets; (2) A state with 83%
membership will receive 85% of the cost of the plane tickets.) If the fare chosen by the Executive
Committee, based on the criteria, does not cover the percentage cost of the plane fare, the state
may submit an additional claim to NASCOE.

Stipend will be dispersed after the convention has concluded. This will save the NASCOE
Treasurer from having to collect back from states that do not send two or even one delegate to
the convention.
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If for some reason a state cannot wait until after the convention to receive their check, a special
request may be submitted to the Executive Committee giving the reasons why they need the
money in advance

Distinguished Service Award Winners

National winners under the Awards program for Distinguished Service (NASCOE, FSA-Agriculture,
and Community Service) to be paid the lesser of a round trip plane ticket from their respective
home state capitol or mileage to the site of the National Convention purchased according to the
NASCOE travel policy. In addition to the above, $250.00 shall be awarded to each winner to assist
in defraying the cost of attending the convention and up to $30.00 to help offset the cost of the
required photograph provided they attend the entire National Convention. Rate class will be the
same as used to compute assistance to the State Associations for the Board of Directors to attend
the convention.

State Association Conventions and/or State Association Board of Directors Meetings and State
ESA Conferences

General: The person or persons to be invited to attend a state event is the prerogative of the state
association. State associations shall submit their percentage of payment directly to the NASCOE
Treasurer. State associations can request additional financial assistance for special
circumstances. NASCOE will only pay expenses for one Official visit per state per year and it is
the responsibility of the traveler and host state to understand the following reimbursement policy:
NASCOE will pay 100% of the expense for visits to states when the Area Executive (or Alternate,
if acting for the Executive Committee Person) attends a State Convention, State Board of
Directors Meeting or State FSAConference. NASCOE will pay 50% of the cost for visits to a state
when an additional person such as National Officer or National Committee Chair is invited to
attend a State Convention, State Board of Directors Meeting or State FSA Conference with the
state being responsible for 50% of the cost.(i.e. 50% of the National Officer or National Committee
Chair and 50% of the Area Executive (or Alternate, if acting for the Executive Committee Person)).
In the event a state chooses to only invite a National Officer or National Committee Chair, the
respective state shall be responsible for 100% of the cost for that person to attend. Two NASCOE
representatives is the maximum number who may attend a State Convention, State Board of
Directors Meeting or State FSA Conference with NASCOE sharing the cost.

Area Rallies

NASCOE will pay the expense of the Area's respective Executive Committee Person (or Alternate,
if acting for the Executive Committee Person) and one National Officer to attend an Area Rally.
The decision whether to invite a National Officer is the prerogative of the Area.
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10.

National Convention / Area Rally Attendees

NASCOE will reimburse Area Committee Chairs, First Year Alternate Executives and Negotiation
Consultants $500.00 to attend the National Convention and their respective Area Rallies.
NASCOE will reimburse Second year Alternate Executives $750 for attending the National
Convention and $500 for their respective Area Rally. This reimbursement would be limited to a
maximum of 8 committee chairs per area as approved by the Area Executive. To receive the
$500.00 reimbursement the individual will be required to attend the entire event, provide reports
and participate in Committee and Area Meetings at the National Convention. In addition, to receive
the $500 reimbursement at the Area Rally the individual will be required to attend the entire event,
participate, and provide reports at the Rally. Stipends issued may NOT exceed actual expenses
minus any other additional reimbursements from other sources (e.g. State Associations). Please
refer to Item 17 of these Travel Policies concerning Dual Compensation.

NAFEC Meetings

Subject to the discretion of the President, NASCOE will pay the expense of not more than three
(3) members, all of whom must be members of the Executive Committee, when attending national
meetings of NAFEC.

Visits to Potential National Convention Hotels

A. The NASCOE President or his or her designee - who must be a member of the Executive
Committee - will visit the hotel selected by any state, group of states, individuals, etc. as
convention headquarters when bidding for a national convention to insure the hotel meets
NASCOE requirements, providing the Executive Committee has determined the bid to be
acceptable. Upon visiting the hotel, the NASCOE official will arrange to meet with the
bidding group to review plans, etc.

B. In the event there are no bids for a national convention or the Board of Directors does not
select a convention site, the Executive Committee selects the convention site (see
NASCOE's Constitution & By-Laws, Article 11, Section 1, By-Laws); therefore, the Executive
Committee will determine the convention site and arrange for a visit to the hotel
selected.

C. If a member of the Executive Committee has visited a potential convention hotel
headquarters prior to bids for a convention by any state, group of states, individuals, etc.
(or the convention hotel is selected by the Executive Committee) and can certify the hotel
meets NASCOE requirements, there will be no expenditures for a visit to the hotel as
described above.

Expenses of Guests of Executive Committee

With the exception of the National Convention and Organizational Meeting, anyone on the
NASCOE Master Account will be liable to pay one-half the room cost and other related expenses if
bringing guests.
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11. Mileage Rate - Phone Calls

12.

13.

A.

Mileage rate for necessary automobile travel will be the same as paid by FSA to county
FSA employees for official travel. If a person drives in lieu of flying for his or her own
convenience, the maximum amount of reimbursement will be computed on the least
expensive method of travel. Justification to be provided with the claim.

Personal telephone calls shall be documented and rate shall be the same as paid by FSA
to county FSA employees on official travel.

Meals and Incidental Expenses

NASCOE will pay actual expense for M&IE not to exceed the CONUS rate for the location. Any
claim submitted that exceeds the CONUS rate will require receipts and written justification. M&IE
payment for first and last day of travel will be limited to actual expense not to exceed 34 of the
CONUS rate for the location.

Advances

A.

An advance may be made for any type reimbursable NASCOE expense. However, no
additional or future advances will be issued if an advance is already outstanding, except in
extenuating circumstances. An advance is considered to be outstanding if:

1. The activity has not occurred.

2. The activity occurred, but the recipient of the advance did not participate and has not
refunded the amount advanced.

3. The activity occurred, but the recipient of the advance has not provided an accounting of
related costs if such accounting is required.

All outstanding advances shall be reconciled with the NASCOE Treasurer within 30 days of
the scheduled event. If not reconciled within 30 days, no additional advances will be issued
unless requested in writing and approved by the Executive Committee.

14. Authorized Travel Dates

15.

Any travel outside authorized “travel-in” and “travel-out” dates must be requested in writing and
approved in advance by the Executive Committee.

Emergency Situations

In the event expense is necessary for travel for any person for the benefit of NASCOE which is not
authorized above, the President may authorize such travel expense. Any authorization granted by
the President is subject to review by the Executive Committee and/or Board of Directors.
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16.

17.

18.

19.

Dual Compensation

No person is eligible to receive reimbursement or stipend from NASCOE and another entity (e.g.
state associations or government) through dual compensation that would exceed actual expenses
to attend any meeting or function. The reimbursement or stipend from the other entity will be
subtracted from the actual expenses before being filed with NASCOE for reimbursement.

A certification statement will be included on travel reimbursement forms for persons to sign
certifying that reimbursement or stipend plus any dual compensation will not exceed actual
expenses to attend the meeting or function.

Claims for Reimbursement

All claims for reimbursement are to be submitted to the NASCOE Treasurer for payment and
receipts included for all expenses except meals. Any claim for reimbursement greater than
$1,500.00 will be subject to second-party review by the NASCOE Secretary prior to payment. All
claims for reimbursement must be submitted to the NASCOE Treasurer within 6 months of
incurred expense unless there are extenuating circumstances that would require Executive Board
approval.

Reimbursements and stipends under the NASCOE travel policy may NOT exceed actual
expenses for the meeting or function. A certification statement will be included on travel
reimbursement forms for persons to sign certifying that reimbursement or stipend will NOT exceed
actual expenses for the meeting or function.

Executive Committee Review

A. The Executive Committee will periodically review these policies. The Executive Committee
is empowered with authority to further restrict any policy above if necessary to promote the
welfare of the Association or to insure expenditures do not jeopardize the operations of
NASCOE. Any restriction imposed by the Executive Committee will be fully justified and
subject to review and action by the Board of Directors.

B. The Executive Committee is empowered with authority to make administrative decisions to
insure the policies herein are implemented.

Effective Date
This travel policy was adopted by the 1976 national convention and amended by the 1977, 1980,
1981, 1989, 1999, 2001, 2002, 2004, 2006, 2007, 2009, 2010, 2015 National Conventions.
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2019 Negotiation ltems

August 12, 2021

Item: 1
Category: IT/Computer Environment

While making field divisions in MIDAS GIS, there are issues when dividing a
field that has been enrolled in a Conservation Reserve Program (CRP)
contract. When dividing that field, the subsequent fields are not always
totaling back up to the contract acreage that was based on the original
field acreage. This is causing contractual problems in CCMS particularly
when it increases the contract acreage.

RECOMMENDATION:

NASCOE recommends that the MIDAS software be updated to recognize
when a field contains CRP attributes, the division of a field must total
back to the original field acreage eliminating discrepancies between
MIDAS GIS and CCMS.

FSA’S RESPONSE:

This is the result of the GIS editing functionality and how outside boundaries of
a CLU are adjusted due to new vertices placed when dividing or combining
fields. If an existing field is split, in most cases new vertices are placed on the
outside boundaries that results in a slight adjustment to the overall acreage.
While this change is very small, in some cases due to rounding the overall
acreage of the field may be adjusted by .01 acres. If this happens, offices should
adjust boundaries as needed with the Vertex Edit tool to match back to the
original field acreage and ensure that the CRP acreage matches the contract.

This cannot be fixed with our current CRM GIS functionality using Silverlight. If
Silverlight is replaced, this issue will hopefully be addressed. Additionally, we
have a long-term plan to address issues with CRM and Farm Records that
includes making a direct connection with CCRM and TERRA scenarios to
incorporate the data in the FRs.

NASCOE’s Response: Could we incorporate a policy, in regards, to tolerance until we are able to
replace Silverlight.

RESOLUTION:

At this time software cannot be changed, however there are long term plans
to correct the problem. The Conservation Division is going to look at the
NASCOE recommendation to see if that would make a difference and may ask
to incorporate a tolerance until the issue could be resolved in the long term.
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Item: 2 Category: Performance Standards
ISSUE
Lack of Stakeholder engagement in development of performance has not
only taken away from the COC’s supervisory ability but has made the
performance plans more cumbersome and stressful on our employees.
RECOMMENDATION:

FSA’S RESPONSE:

RESOLUTION:
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NASCOE also recommends that a task force be assembled, consisting of a
NASCOE and NAFEC representatives, to work with management to create a
performance management system that incorporates all the requirements to
hold employees and managers accountable, and works towards the
following goals:

e Making performance plans less cumbersome

e Providing consistency amongst employees

e Allows for COC input

e Provide for individuality while being consistent

e Allows for employee participation

e Provides fairness to employees at grade and position

At the direction of Undersecretary Northey, the FPAC Business Center’s
Human Resources Division is coordinating a joint effort among all FPAC
Customer Agencies to accomplish all of these goals. Generally, the
direction is to reduce the number of performance elements and to
consistently assign those Elements to Supervisory and Non-Supervisory
Employees. While a number of the Performance Standards will be required
for all employees, flexibility will remain for the assignment of unique
standards.

NASCOE accepts FSA’s response.

It has been asked to include the employee associations at this point,
however, including employee associations has not been approved at this
time. FSA/FPAC will consider input from the associations.

NASCOE will create a task force and develop standards and have them
back to James Douglas by the end of June.
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Category: CRP 848 Review

RECOMMENDATION:

2021 NASCOE Annual Report

The CRP 848 Quarterly Review Process is a very grueling and time
consuming process. County Office employees are struggling to meet the
short turn around time-frame to complete the process, especially those
counties with significant CRP participation. Established deadlines seem to
be set at the worst possible times with little or no leniency to complete the
task. The process causes added unnecesary stress on the County Office
employees.

Quarterly ULO reviews require the excessive use of COF staffing hours. In
addition, the practice of obligating funds for practices which are to be
carried out in future years ties up USDA capital and locks in cost share rates
that are outdated when the time comes to implement the practice.
NASCOE believes the current process of obligating funds in the year of
contract approval for completion of practices in future years should be
recinded and replaced.

NASCOE recomends that the agency develop a way to make the CRP cost
share funding obligation and accounting process easier.

In the case of practices carried out in future years, it would be
advantageous to:

e enterinto agreement with the contract holder at the time of
contract approval, specifying the requirement to perform the
practices in a future year (subject to funding availablity at that
time) as outlined in the Conservation Plan of Operations.

e Schedule the required practice in the applicable future year (per
Conservation Plan of Operations specifications),

e allocate the funding for the practice only in the applicable future
year when the practice is to be completed,

e Re-process all existing 848 agreements and make them subject to
the new process of cost share accounting.

Benefits of allocating funding for future year scheduled practices include the
following:

e FSAis only required to account for the apportionment or allocation
of that funding in the appliable future year,

e Fundingisn’t unnecessarily obligated for multiple years prior to
being expended,

e Producers and the agency enjoy the benefit of using cost share rates
that are current for the applicable year, rather than rates that were
established multiple years earlier.

Process flow would be as follows:
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FSA’S RESPONSE:
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e 848 (cost share request) is signed at the time of contract approval
for all practices specified on the Conservation Plan of Operations.
Practice completion timespans would be added here so those dates
could be querried in the future.

e Annually, COF's would print a report of agreed to required practices.
At that time, the COF would affirm the validity of the required and
agreed to practice and then allocate the necessary funding to carry
out that paticular practice based on current cost share rates. COF
users would have access to reports that would generate reminder
letters for producers, which would be sent as reminders of practices
to be completed.

e 848A (cost share agreement) is signed by the producer the year the
practice is to be completed within the practice timespan.

e 848B (cost share/performance certification) is signed by
producer/TSP after the practice is completed. Cost share is issued.

CRP contracting software must be dynamic, for example, when revisions are
made to a contract, the cost share components required to be completed
should also be revised.

As promised during the 2018 NASCOE/FSA Negotiations session, a task force
comprised of COF, STO and National Office employees should be assembled
to help design processes and software functionality that will address this
issue.

FSA concurs that we need to have the conservation obligations timely and easier
for the field.

As part of the program’s COC approval process, the maximum contract value
must be calculated and successfully reserved, called an obligation.
Modifications to the contract data or other triggering events require revised
obligations. FSA/CCC’s Financial Statements were not properly stated due to
obligation deficiencies with repeated audit findings preventing a clean audit
option.

Appropriations Law requires FSA to obligate funds in the year in which the
contract is signed. Obligations should be created as part of the CRP-1 contract
COC approval process for all the conservation components outlined on the
conservation plan of operations (CPO). Users must remember to establish the
Cost Share (CS) after the CRP-1 is approved.

When FSA began reviewing the Cost Share agreements last year, approximately
33,000 Cost Share agreements had not been created in the CSS and grossly
understating FSA’s conservation liability.
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Unmatched CRP-1 Annual Rental Contracts to Cost Share Agreements
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A monthly report has been being provided to the STOs to serve as a
compensating control to identify when a CS agreement has not been
established related to a CRP-1.

Additionally, there large numbers of CS agreements with expired practices
which need actions related to open obligations. FSA has 90 days to enter
practice completion data after the expiration date.

CRP Cost Share Agreements Past The
Practice Expiration Date
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Aged CRP Cost Share Agreements Past The Practice
Expiration Date as of April 30, 2019
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The Conservation Farmbill taskforce comprised of national, state and county
office personnel discussed the obligation processes changes required for the
future to how automate these obligations for the field.

RESOLUTION: The Conservation Division is currently working with FMD to only pull
current practices on the cost share agreement and not pull all practices.
The Conservation Division will also discuss with FMD the possbility of
incorporating high level estimates. Overall continued dialogue with FMD
with hopes of improvement.

A task force was develped and it is composed of folks from Conservation,
FMD and a State Office Specialist. They are currently looking at sending
out procedure for approving practices and the overall obligation policy.
They are looking to add additional folks to the task force in the future and
will welcome NASCOE input when they do.

The Conservation Division will add clarification to the handbook as to
whether a contract can be paid after the expiration date.
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Item: 4 Category: Workload

National Notice CM-791 was issued to provide a work around for
individuals who own the land as a living trust but are operating using their
social security number.

While it is written in policy, the steps we are to follow for Business Partner
(all contracts and applications, and all farm operating plans when an
individual changes to a revocable trust), this process is cumbersome and
repetitive.

RECOMMENDATION:

Consider a change to procedure that would allow FSA to note that the individual
has set up a trust so that when that individual passes, we can then look further
into where the land goes through the trust. Until that time, allow us to leave
our paperwork as-is when the person is still operating using their social security
number.

FSA’S RESPONSE:

CM-791 was issued to provide a temporary workaround for customers who
requested to receive payment under a different name or entity than has been
paid in prior years, when using the single Tax ID Number (the SSN). Once
obsolete, the notice was incorporated into 11-CM paragraph 119.

The SSN Family is working as intended in MIDAS, it was a process improvement
designed to allow the customer to participate as multiple entity/roles using the
same SSN. The limitation requiring the cumbersome workaround is with SCIMS,
which can only store a unique SSN for a single record and must retain that SSN
on any record that was previously paid. The Designated Paying Entity (DPE) flag
restriction is only necessary until SCIMS is modified or retired, which is a priority
for the National Office.

RESOLUTION: Currently nothing can be done unless FSA updates SCIMS software. Once
the decision on the architectural paper as it relates to MIDAS is finalized
then a decision will be made on what to do with SCIMS. NASCOE
suggested that we use the comment field for noting the use of the social
security number instead of using the work around. Policy and options will
be reviewed and then a decision will be made. Until a decision is made,
current policy stands.
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Item: 5 Category: Workload
ISSUE
Sending CCC-941’s to the IRS repeatedly is not only time consuming but not
cost effective.
RECOMMENDATION:

FSA’S RESPONSE:

RESOLUTION:
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NASCOE would like to work with WDC management and the IRS to develop
an easier and more cost-effective way to verify compliance with AGI
regulations.

FSA is attempting to work with IRS on an automated solution to this
problem. The issues with receiving determinations from IRS have been
communicated with the Under Secretary. In the past, IRS has insisted they
require the CCC-941 originally signed by the customer to ensure the
customer is allowing information from their taxes to be released to FSA to
determine if their income exceeds the $900,000 threshold. FSA has
confirmed that the issues with not receiving an IRS determination typically
occur on the IRS side where the forms are lost, or the incorrect year is input
by IRS personnel. FSA has noticed that on occasion, county offices are not
following the steps outlined in 3-PL Rev 2 subparagraph 26J prior to mailing
the form to IRS.

NASCOE accepts the response. Information will be provided on the
findings regarding those who falsely certified.
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Category: Staffing/Personnel

RECOMMENDATION:

FSA’S RESPONSE:

RESOLUTION:

The last few years, FSA has offered the Farm Service Agency State and
County Fellowship Program (FSASCFP). These have presented some really
interesting sounding opportunities. However the timing for these
opportunities is during the busiest time of the year (acreage reporting)
when most offices need all hands on deck just to get through the day to day
responsibilities.

Realizing there is not a good time of year for participating in the Fellowship
Program, the timing is creating an issue which is troubling a number of
employees. It is causing these employees to have conflicting loyalties
between their COF and self-improvement by applying for the program. Early
June through Mid-July, is typically when the fellowship program is
implemented. It also happens to be the busiest time of the year in the COF.

NASCOE recognizes the 2019 fellowship dates were earlier than normal,
thus avoiding the busy season in the COF. NASCOE would encourage FSA to
consider similar policies in the future. Changing the May/June dates to
March/May and the June/Sept dates to Aug/Sept, would encourage a larger
pool of applicants to apply for fellowship.

DAFO thanks you for the recommendation and recognizes the
inconvenience that the timing of the FSASCFP program places on the State
and County Offices and DAFO will recommend that the program period
change to lessen the impact on State County Offices and that periods
provided in the recommendation could increase the number of individuals
available to participate in the program.

NASCOE accepts FSA’s response.

Item: 7

Category: Employee Health
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RECOMMENDATION:

FSA’S RESPONSE:

RESOLUTION:
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Health and Safety is part of every employee’s performance plan and a large
factor to an employee’s health is their work station. Over the years research
has shown the health benefits associated to ergonomically designed chairs
and stand up workstations. For the most part, FSA has been very good at
getting employees updated chairs and for some stand up workstations,
resulting in better employee health and a more accommodating work
environment. However, this is not being done consistently across the
country and not all employees are being properly accommodated.

While the Agency has been good about replacing employees’ chairs and
providing stand up work stations, there is not a set guideline nor is there
consistency between states as to how the process works. When it comes to
these purchases, usually employees are not involved in the selection of the
chair and not every employee has the same needs when it comes to what
functions a chair has. Also, some states have deemed it unnecessary or not
an essential need to provide employees with stand-up workstations, even
with medical documentation.

The Agency develop a Health and Safety Workstation Policy that States shall
adhere to. As part of the process it is recommended that employees have
the opportunity to provide what their needs are and to have input on the
chair selection itself, as well as a set timeframe on the years between
purchases (it is recommended that chairs be replace every 3-5 years to
ensure an employee’s health needs are being met). The plan would also
include the requirement to provide stand-up workstations to any employee
who provides a substantial request (not necessarily medical, but
documentation as to why they would benefit from the stand-up
workstation). Not every employee wants or needs a stand-up work station,
but there are many health benefits to having one and employees should not
be expected to sit for hours on end nor should they be asked to pay for one
out of pocket when Health and Safety is a performance plan requirement.
By developing this policy, it would ensure that all health needs of the
employees are being taken into consideration when it comes to their
workstation and that there is consistency and continuity across the country.

FSA makes every effort to provide reasonable accommodation when the
appropriate medical documentation is provided. DAFO accepts the intent of
the recommendation and FSA will work with the FPAC-BC Management
Service and Human resources Divisions to development guidelines and a
strategy to provide for furniture upgrades when funding is available.

FSA will make every effort to meet with FPAC/HRD to get further
education about the policy by next year’s negotiations.
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Item: 8 Category: Staffing/Personnel
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RECOMMENDATION:

FSA’S RESPONSE:

RESOLUTION:

CO Employees hired to do GS work full time. CO ceiling slots should not be
used for full time GS positions.

Recind policy making future CO ceiling slots available to be used for full time
GS work carried out under CO position description. SED’s should utilize
“flexing” to address issues created with temporaray staffing shortages.

It is DAFQ’s policy that employees in CO and GS positions deliver FSA
programs as described by their official position descriptions. DAFO will
continue to emphasize the use of “flexing” on a temporary basis when
needed.

DAFO will review the policy. NASCOE does not accept this resolution as
current policy circumvents GS work measurement ceiling results. Also, no
data on this subject is available. The National Office is not enforcing annual
reporting requirements from STO’s which are using this policy. NASCOE
believes SED’s should utilize “flexing” to address issues created with
temporaray staffing shortages.

Category: IT/Computer Environment
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RECOMMENDATION:

FSA’S RESPONSE:

RESOLUTION:

There are several outstanding improvements which need to be
implemented to make Web TA more user friendly and accurate. Those
improvements include: adding more than 30 lines at a time for activities,
sortable data fields, adding an activity for Light Activation Linc Pass Stations
and an option to freeze the header pane when scrolling. (Note: this item
combines six similar items).

Make necessary upgrades to increase employee efficiency and data
accuracy.

Carry out suggested improvements in Web TA software.

30 Lines in Web TA — FSA attempted to remove the 30-line limitation in
Web TA when Web TA transitioned from version 3.8 to 4.2. FSA was
informed that this was not a feasible augmentation due to data constraints.

FSA recognizes that the 30-line limitation causes difficultly for some
employees that perform a variety of functions. In order to help mitigate this
the BAMSD working group has consolidated some ARS codes and further
has made workload measurement program driven as opposed to activity
driven. FSA stands ready to assist employees in recommending best
practice when challenged by the 30-line limitation.

Create Activity for Linc Pass — There are currently 4 activities that can be
used for light activation linc pass stations. 1. Emergency Prep Management
for FSA Employees, 2. NRCS Support for NRCS Employees, 3. Crop Insurance
Support for RMA Employees and lastly Other agency support for everyone
else.

Freeze Header in viewing Pain — Web TA 4.2 migration is complete and the
window to request enhancements has elapsed. FSA will note this request
and recommend the enhancement the next time NFC is open to receiving
such requests.

USDA National Finance Center is responsible for WebTa. For the most
part, the “activity” is not as relevant as the “program” field. Activities are
not used to drive the proficiency analysis, but they are looked at by the
Agency for other purposes. When running out of lines for coding, field
level staff may consolidate at the “program” level to save lines.

DAFO/BAM will provide guidance on how the light activation stations
should code their time in the guide.

Category: Hiring Process
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RECOMMENDATION:

FSA’S RESPONSE:
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An external job applicant applied for the COT program using an
announcement for the COT program as guidance. The applicant intended
on using “education” and “masters degree” as a qualifiying factor for
applying at the grade 9 level. Upon reading the announcement, the
applicant only applied for grades 5 and 7 because the announcement asked
for a “completed masters degree” in order to qualify at a grade 9. The
applicant had not yet completed his masters degree as he had three more
months of classes before graduating. After being accepted into the COT
program, the applicant/employee then realized after reading Handbook 27
PM Par. 480 D that it was not a requirement to have a completed “masters
degree” because having “two full years of of progressively higher level
graduate education leading to such a degree” was also a qualifying option
for grade 9. Provisions set forth in Handbook 27 PM for CO 9 qualifications
were not incorporated into the job announcement.

Novice applicants should not be required to make a self determination of
eligibility.

Applicants should be able to apply at the 5, 7 and 9 grade level without the
agency asking the novice applicant to make a self determination. That
determination would be made at or before the time of the interview by the
supervising official. The local CO hiring official should make the
determination of grade eligibilty per instructions found in Handbook 27 PM.
Also, application software should mirror application requirements set forth
in handbook procedure.

Our standard COT Job Opportunity Announcement provides that, At CO-09,
applicants must meet one of the following criteria in order to qualify for this
position:

e A Masters or equivalent graduate degree or two full academic years of
progressively higher-level graduate education leading to such a degree
from an accredited college or university: OR

e One year *--specialized experience equivalent to grade CO-7 or GS-7 or
be equivalent to grade CO-9 or GS-9 or above applying office methods
and procedures to provide clerical and limited technical support to
independently perform a full range of farm program processes.
Experience that shows your ability to perform progressively more
complex, responsible, or difficult duties, and that shows your ability to
learn the specific work of this position. Experience in providing program
interpretation, and instruction for an agriculture program area or
operational phases of farm loan programs. Such work experience
included acquiring data and providing information to producers, farm
loan borrowers and farming operations; writing summary reports;
assisting staff with policy guidance; arranging and scheduling activities
of subordinates to complete technical/clerical review: OR

e A combination of education and experience as listed above.
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It is possible that the specific instance that was cited was an anomaly.

It sounds like the latest standard COT job opportunity announcement was not used and might be just
a one of case.

RESOLUTION: DAFO/HRD will share with OPM, NASCOE'’s suggestion that applicants
should be able to apply at the 5, 7 and 9 grade level without the
agency asking the novice applicant to make a self determination.
DAFO will work with FPAC to develop a narrative within the
application to fully explain to the novice applicant how to properly
apply for various grades within an announcement. This narrative will
also include a description of consequences associated with choices the
applicant made during the application process. NASCOE is willing to
put an educational tool on the NASCOE website to assist with
educating our employees. Completion date of no later than December
2019.
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Category: Staffing/Personnel

RECOMMENDATION:

FSA’S RESPONSE:
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With the amount of recent disasters and the need for jump teams and
volunteers to assist in the implementation of programs it has become
apparent that FSA could benefit from having a pool of qualified employees
at hand that could be dispersed to highly effected areas to provide
immediate and necessary assistance. The need for immediate help to these
disaster-stricken areas is essential and it is the understanding that there
were not enough volunteers or able employees to provide assistance for the
latest disasters that hit the US and Puerto Rico.

Not only is there the need for employees that are willing and able to assist,
there is also a need that these employees be properly trained and “ready to
assist”.

There are many qualified current employees, retirees and/or future retirees
that have experience in programs that would be a great asset to assist FSA
in training new employees, assisting with disaster situations, implementing
new programs, and assisting understaffed offices.

NASCOE proposes that FSA create a Disaster Ready Team that consists of
highly skilled employees who can be deployed to disaster-stricken areas to
assist offices in implementing programs to those in need. This pool of
employees would be trained and ready to assist, and a plan would be in
place as to who, how, and when employees are deployed. Having a Team in
place would eliminate the need to call upon volunteers and risk being
unable to provide the required assistance timely. Having a Disaster Ready
Team will stream line the process, reduce confusion, and allow proper
planning for staffing and office coverage.

As part of this Disaster Ready Team, NASCOE encourages the utilization of
retired FSA employees through a rehired annuitant program along with
current employees with flexible schedules and workload.

NASCOE would be willing to assist in preparing a document that outlines the
creation of this team, including how employees and retirees can become
members of the Disaster Ready Team and the process of how they would be
trained, deployed, and how offices would be prepared for coverage in their
absence.

DAFO is keenly aware of the abundant need for staff resources to deliver
and administer all Disaster and Non-Disaster Programs. Relative to the
Disaster Ready Team, actions are underway to define protocols and identify
members for such a mechanism. DAFO welcomes NASCOE’s offer to draft a
document outlining the creation of this team, including how employees can
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become members of the Disaster Ready Team and the process of how they
would be trained, deployed, and how offices would be prepared for
coverage in their absence.

Regarding the rehire of annuitants, the National Defense Authorization Act
for 2015 authorizes the Department to approve the reemployment of
Civilian Retirees with a Dual Compensation Waiver. That authority remains
valid through December 31, 2019 and it is unknown at this time whether the
authority will be extended beyond that date.

RESOLUTION: FSA is already in the process of exploring the use of reemployed
annuitants for the purpose of jump teams. NASCOE accepts FSA’s
response. NASCOE appreciates and looks forward to helping out with
DAFOQ'’s offer to draft a document outlining the creation of this team,
including how employees can become members of the Disaster Ready
Team and the process of how they would be trained, deployed, and how
offices would be prepared for coverage in their absence.
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Item: 12 Category: Staffing/Personnel

ISSUE
The code NP/Travel does not really show travel TO/FROM a shared
management office because it does not really tell what the travel is for. Itis
too vague.

RECOMMENDATION:

FSA’S RESPONSE:

RESOLUTION:

2021 NASCOE Annual Report

We are requesting a specific program code that will cover only travel
between county offices that is weighted in with other activity for
determining staffing in County Offices. By using NP/Travel it penalizes both
offices because it doesn’t tell which office it is for.

Time coded to NP/Travel does not penalize offices for any workload
purposes. Further creating more specific versions of travel would likely lead
to confusion and further burden employees who are already challenged by
the 30-line limitation in Web TA. FSA is not opposed to creating more
specific codes however FSA is hesitant to do so without a more clearly
defined business need and data capture objective.

*** This information is available now in the ARS Quick Reference
Guide. Please see Notice AO-1730 for more information about the
ARS Quick Reference Guide

Travel should be coded based on the work the employee is completing
however if you are coding it as NP the time is still being allocated back to
the programs.

Guidance on how to code time when traveling will be provided.

DAFO/BAM will provide guidance on travel policy for shared management
offices.

107




Item: 13 Category: Workload

Handbook 21-A0 needs to be updated. With the workload model being an
important tool to determine allocation of employees which utilizes the ARS
system, it would stand to reason that if the handbook is not current, then how
can the tool be expected to properly work? Some of the items not current are
resources and links. In paragraph 25 it talks about the link for the Activity
Worksheet of which does not currently work. We understand the process of
adding policy to the handbooks and that it takes time, but also need to realize
the data utilized in the workload tool will have its inadequacies due to the
process.

Notice PM-2763 mentioned the role of the COC and DD to the software. As of
yet this has not made it to the handbook. When will NASCOE see this added to
21-A0?

RECOMMENDATION:

Update 21-A0 and make it current and provide training.

FSA’S RESPONSE:

As a first step to updating handbook 21-A0O DAFO has created the ARS Quick
Reference Guide. The ARS Quick Reference Guide will be disseminated to
employees via DAFQO’s website and will allow FSA to capture feedback and
update the document frequently in response to that feedback. The Quick
Reference Guide will serve as a source document for the updates to 21-A0.

FSA does not know why the information in PM-2763 was not added to the 21-
AO handbook and will contact the respective authorities to determine if the
guidance provided in that notice is still applicable.

*** DAFO does not have the resources to update this handbook in the
immediate future and the ARS Quick Reference Guide identified in
Notice AO-1730 can be used to answer ARS questions until the
handbook is updated.

RESOLUTION: The recent changes will be clarified in the form of a notice and examples will
be added to the handbook.
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Item: 14 Category: Staffing/Personnel

ISSUE:

The 27-PM is written so that an applicant with a Masters’ Degree in an ag-
related field can be hired at no higher than a CO-5. The way Par. 458 is written,
the experience that qualifies an applicant for a CO-5 instead of a CO-4 is other
USDA agencies, state departments of agriculture, or extension services. For
example, someone who has worked for the county government and could be
considered an expert in researching deeds is only eligible to start at a CO-4.

The concern is that FSA has not reviewed these standards since 2006. In order
to remain competitive as an employer and attract the best and the brightest
talent, it is imperative that we be allowed to hire at higher grade levels by
considering other types of relevant experience. We are often interviewing
candidates who would take large pay cuts to start working for FSA and we have
no way to compensate them for their abilities and experience.

RECOMMENDATION:

Review and revise the starting grade criteria in 27-PM, Par. 458 to give hiring
officials the opportunity to offer a higher starting grade in order to attract the
best talent. NASCOE would like to participate in the review process of this
criteria.

FSA’S RESPONSE:

Need dialogue with NASCOE to better understand. Don’t know that there is an
immediate answer. Qualify on education or experience. No matter your
educational level, the handbook allows the highest starting grade at a CO-5
when using education to qualify.

RESOLUTION: DAFO will review the policy. DAFO will also work with FPAC/HRD in the BC to
make the handbook clearer and add examples so that STO’s and hiring
managers are aware of their ability to make exceptions to starting pay rates
according to education and/or experience according to 27-PM.
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Category: IT/Computer Environment

RECOMMENDATION:

FSA’S RESPONSE:

2021 NASCOE Annual Report

In MIDAS CRM the software is set to allow fifteen minutes use before the
system times out. This is not allowing employees enough time to complete
projects without the possibility of losing their work.

In the course of the work day, many distractions occur causing employees to
move away from what they are working on. For example, the phone rings or
a producer comes in, causing employees to divert from what they are
working on. It is very frustrating to come back to the project to see that the
five-minute warning has expired, and all the work previously performed has
been lost.

NASCOE would like to recommend that the settings in MIDAS CRM be
revised to enhance the usability of the software. While actively working
within MIDAS, the system should recognize the activity and not timeout. If
there is inactivity in Midas due to unforeseen circumstances and the system
“times out” then a draft should be saved to be able to come back to and
start back where you left off. This recommendation would eliminate
frustrations for county office employees that occur in multiple scenarios
every day. Employees could make more efficient use of their time and
garner more productivity.

The time allowed to complete tasks in CRM due to inactivity is set by
security. For security reasons, the system needs to timeout when a user is
interrupted with another task. Itis a security violation to have the system
retain the open editing session if the user has abandoned the system for
longer than 15 minutes. Most editing tasks can be saved immediately, and
the user can come back into a subsequent editing session to make
additional changes as necessary. GIS editing is different because at this time
in the system there is no way to save draft edits to the CLU layer. We do
have a long-term plan to create a draft/measurement service layer but do
not have a timeframe when this can be implemented.
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RESOLUTION:

2021 NASCOE Annual Report

There is an issue in the system that is not restarting a session after it times
out. This was address in an IB and will be corrected in an upcoming
software release.

Software will be reviewed to determine if and when it times MIDAS user
out and if that is a defect in the software. FSA suggested that NASCOE
discuss with IT/Security about the 15-minute time out period to see if we
can expand this time. Timeframe on follow-up???
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Item: 16

Category: Workload

ISSUE:

RECOMMENDATON:

FSA’S RESPONSE:

RESOLUTION:

ARS Workload Analysis, we are told it is critical that ARS data be correctly
reported on timesheets in WebTA.

We used to conduct workload meetings to freely share the weighting when
Heidi Ware had the program. Either folks don't genuinely know, or they
aren't willing to say. Can something be done about this so each State can
use the system to illustrate the need for staff? Diversity that is not
measured is a real issue. | am told told the data is not quite right for
measuring FTEs.

County Offices need to see ARS Workload Analysis data. The data contained
in the report can help county directors appropriately assign work tasks. The
ARS data can help county directors and county committees determine if
they are effectively targeting certain segments of a county’s producers. The
report also serves as a gauge if activities and outreach are being effective or
not in specific program areas. This has been discussed with WDC previously.
Numerous STO’s shared this report completely with county offices and
many more shared specific parts with county offices. In addition, the sharing
of the ARS Workload analysis data will help counties report data more
accurately to enhance the quality of the data analysis. NASCOE would like to
create consistency and requests that the report be shared with all counties.

DAFO has created an enhanced version of Workload Analytics which is in
the pilot stage at the moment. There will be both a Farm Program and a
Farm Loan Program version of the document and all CEDs and FLMs will
recieve a copy. Workload Analytics will allow managers to view all of the
data used to compute workload measurments as well as provide an monthly
update on current year ARS code usage.

NASCOE accepts FSA’s response.

Item: 17

Category: Staffing/Personnel
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RECOMMENDATION:

FSA’S RESPONSE:

Career Advancement Opportunities for PTs — there need to be more Grade
8/9 opportunities for FSA; more availability in the CO level.

NASCOE recommends that FSA management re-visit the grade 8 “Senior PT”
position which was recomeneded by the PT Classification Task Force in
2017.

When the PT Classification Task Force met, the major accomplishment
which came out of the task force was the creation of updated standardized
Position Descriptions for all PT positions. The task force also developed a
“draft” PD for a Senior PT position. This PD was provided to DAFO
leadership at that time; however, was tabled due to budget concerns. DAFO
is willing to present this to current leadership for another review.

RESOLUTION: NASCOE accepts FSA’s response. DAFO is willing to add this topic to the
Administrators task force agenda for consideration.
Item: 18 Category: Program Procedure
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RECOMMENDATION:

FSA’S RESPONSE:

RESOLUTION:

ECP Frequent damage provisions. Regulations found in 7-CFR Part 701.105
3 (b) (6) does not specifically state any limitations on land eligibility as it
relates to frequent damage. With frequent natural disasters occurring
across the country our producers are taking extreme financial and physical
losses. Producers are struggling to recover from these disasters and will be
further hindered should they use up their eligibility for cost share
assistance.

NASCOE would like to recommend the policy put in to place in 1-ECP (Rev 5)
Amend 1 Par 112 B be amended to lessen the restriction on our producers.
The change should more accurately reflect the increased frequency and
severity of natural disasters affecting our producers today.

Pending DAFP Response.

The regulation does not state 3 and 10 however it does state frequency, so
the agency had to define. Frequency of damage is related to a point on the
earth not a county and that has been clarified to the State Office. The
Conservation Division will evaluate the possibility of adding the option to
request a waiver for those instances when the request to evaluate certain
frequencies is legitimate. If policy is developed, the National Office will
provide guidance in the handbook for requesting the waiver and adding
STC to the flow of recommendation process.

Category: Program Procedure
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RECOMMENDATION:

FSA’S RESPONSE:

RESOLUTION:
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Marking attributes on FSA-578 maps. It is repetitive and cumbersome to fit
all the required information onto each field. For all crops, sometimes the
fields are so small, it is difficult to do so.

Allowing county offices, through their COC, at the first COC meeting of the
new fiscal year, to establish the normal routine of crops for their specific
counties so that only the exceptions are listed on the map.

The variety type, status, irrigated practice, can be put into the COC minutes
with the note of “unless otherwise noted” for usual crops in each county.

Another option could be to add a key at the bottom of the map, covering all
attributes, which would correspond to a symbol or code placed in each field.

If state and county offices are using Python Map Series to create maps for
acreage reporting purposes, the state GIS specialist can update the Map
Series template (either mapseries_portrait.mxd or
mapseries_landscape.mxd) to include text that meets this need. Templates
used in CLU Maintenance Tool can also be modified by the user to meet this
need. However, because the “unless otherwise noted” is a COC decision,
maps generated from CARS cannot be adapted to have a different
statement for each county.

The Point and Click functionality is being looked at which will allow the
user to click on a field and it will label the field for the user. The National
Office will educate GIS Specialist and their Supervisors on the fact that the
Python Map Series and other GIS techniques should be used to assist
County Offices for acreage reporting purposes. Kim and Lisa will work
together to determine whether use of a label on the map is acceptable.
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Item: 20

Category: Career Development/
Employee Opportunities

RECOMMENDATION:
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Employees have recently been given opportunities for development through
programs such as the Fellowship Program and the PT Leadership Program.
These are great programs and offer employees the chance at better job
opportunities, potential higher pay, and overall career growth/development.

Currently, in order to apply for these programs a requirement is that the
employee’s immediate supervisor as well as the SED must sign off on the
application. In some states this requirement is hindering employees from being
allowed to apply. In addition, there have been other requirements that have
prohibited employees from applying such as performance rating and training
requirements.

Often the stipulations being placed on employees as requirements to apply are
out of their control, several employees have not been allowed the opportunity
to grow through these programs because of them. These programs are for the
betterment of our employees and often will give them an advantage when
applying for promotions. The fact that we have employees who aren't being
allowed these opportunities is not acceptable. It is agreed that there needs to
be set criteria, however an employee who wants to better themselves should
not be held back by personal preferences/agendas, a state’s lack of providing
training, or managers not willing to rate their employees appropriately for
performance.

It is recommended that there be a better process for employees to apply for
these programs that does not allow for impartial treatment. The
recommendation includes that an employee be allowed to apply to these
programs without the consent of others, just as if they were applying for a job.

It is understood that these are competitive programs and the selection criteria
would further weed out program participants utilizing set criteria and a
selection committee with non-objective viewpoints. It is also understood that
this is not a way of leaving immediate supervisors and a state out of the process,
once an employee has applied, and if selected by the selection committee, the
selected employees’ immediate supervisor and SED would be contacted and
informed of the employee being accepted into the program. At that time, the
employee’s ability to proceed with the program would be confirmed. If the
immediate supervisor and/or SED does not concur with the employee
continuing on with the program then written documentation shall to be
provided to BOTH DAFO and the selected employee with detailed explanation as
to why, the employee at that time would have the right to appeal this decision
to DAFO.
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FSA’S RESPONSE:

RESOLUTION:
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Another solution would be to amend the application to allow for concurrence or
denial by the CED and SED with a written justification. This would allow the
application to still be submitted and reviewed. With the current process the
application is never submitted without their concurrence.

DAFO will ensure plausible reasons for non-concurrence. Need clear
information conveyed among all parties. DAFO will not circumvent process.
Proposal is unreasonable. Future notice will emphasize need for equity in the
selection of candidates. Open communication with interested employees. If
denied, you will be provided with a reason.

NASCOE accepts FSA’s response. As future training, fellowship’s, etc. are
announced, language will be added to the announcement (Notice or Memo)
regarding States proper notification to employee of approved or not approved
to apply, and why.
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Item: 21

Category: Program Procedure

ISSUE:

RECOMMENDATION:

FSA’S RESPONSE:

RESOLUTION:
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Redesign the FSA-848s as the format doesn’t flow well and is hard to read
and understand by employees and customers. Currently the layout is too
busy, making it difficult to find information quickly.

NASCOE believes that FSA should reformat or replace the FSA-848’s and the
process of producing the 848’s.

NASCOE believes that FSA should update the cost-share agreements
document FSA-848 when making future updates to the form. Itis
recommended to utilize a task force with county office represenation to
help identify and remedy concerns with the current form.

We are aware that the entire 848 series, especially the 848B, is
cumbersome and we are trying to improve the information that is
displayed. The form serves multiple purposes in that it is used for producer
certification and also a summary of payments.

A large effort designed to look at more than just the 848 process, but the
cost share process as a whole has been launched. A contract was put in
place with IBM as a contractor to examine cost share commonalities across
all FPAC agencies. The “as is” process has been mapped and deficiencies
and similarities have been determined.

FSA will share with NASCOE the draft of the revised 848 to see if they are
going in the right direction.

Andrea is going to see if she can share the data from the IBM study that

was gathered by participants through the reengineering process. It was
determined that a summary was sufficient.
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Item: 22 Category: Performance Standards
ISSUE: District Directors are assuming roles and responsibilities of managing CED

performance, which is ultimately the responsibility of County Committees.
RECOMMENDATION:

FSA’S RESPONSE:

RESOLUTION:
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NASCOE recommends that the National Office notify and reaffirm with SED's,
AQ's, & DD's that they must respect the performance process and the
supervisory roles of County Committees.

SEDs will have to reemphasize with DDs the importance of keeping the COC
informed on the CEDs regular performance in the office and not just how they
see the CED at meetings. SEDs suggest to the DDs to visit quarterly with the
COC to update them on the CEDs daily performance.

Since policy is still being developed, table this item for further discussion. All
agree that COC Orientation and HR training activities are needed for COC
members and DD’s to better do their job. We need follow up and to know
more about what “policy is still being developed ” that intersects with this
topic. Also, need to follow up on timeframe for “further discussion” with
NASCOE on this issue.
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Follow up items

Item: 1 Category: Staffing/Personnel

2016 Item 4
TEMPORARY SHARED MANAGEMENT-LENGTH OF TIME

Issue: Provisions in 27-PM paragraph 53C “temporary shared management operations shall not
exceed 120 calendar days.” At present, many STO’s are not following this procedure.

NASCOE Position: NASCOE recommends that SED’s be reminded of applicable handbook
procedures. Procedures shall be followed in instances where shared management operations
exceed 120 days by SED’s meeting with COC’s to “work out a permanent solution. Any
exceptions to the 120 calendar day limitation shall be approved in advance by DAFO.”

HRD Response: We concur with the statement of the policy and defer to DAFO on any
reminders to or reinforcement of the policy with the States. We do stand ready to assist if any
clarifications or changes to the handbook need to be issued.

DAFO Response: All extensions are approved by DAFO after it is determined how long the
shared management operation will continue and what plans the State has to end it. As was have
reiterated many time, budgetary and current Congressional restrictions prevent us from taking
necessary steps to ease the situation of so many shared management offices.

Agreement: DAFO agreed to have temporary defined as 6 months and the review will have
attached COC minutes showing the consultation with the state affiliate of NASCOE was done.

DAFO Response: Given the many variables is each situation, it is often difficult to determine
prospectively when it might be feasible to discontinue a share management operation. DAFO
always asks the state what their future plans are.

HRD Response: The 120 days has already been changed to 6 months in Handbook 27-PM.
As soon as Revision 2 is released, this will be visible to all employees.

FINAL: Management agreed to have COC’s involved in shared management extensions.
DAFO agreed to have temporary defined as 6 months and the review will have attached
COC minutes showing the consultation with the state affiliate of NASCOE was done.

NASCOE: Accepts this response.
Resolution:

HRD: Handbook 27-PM has a complete revision which is in the final review stage. We would
anticipate this handbook being issued by this summer.

RESOLUTION: Handbook revision is done but it still needs modifications. Completion date of no later
than December 2019.
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Item: 2 Category: Benefit

2018 ITEM 3:

Issue:
USDA does not currently cooperate with the TSA Pre-check travel program.

Participating in the USDA TSA pre-check program should be analyzed for viability. It is
possible that USDA and TSA could cooperate on a blanket scale and save both time
and money for FSA employees when traveling. It would seem that since USDA has
already processed background checks that they may already have all of the elements of
information needed to qualify for TSA pre-check.

NASCOE'’s Position:

Currently if a USDA employee wanted to opt to be a TSA Pre Check traveler, they
would have to submit an online application and then make an appointment to visit an
enroliment center in order to process the request and pay the $85 fee.

USDA employees are required to be finger printed and a background check ran as a
prerequisite to their employment. Once the screenings are complete, the employee’s
credentials are then placed on a LincPass card which is provided to the employee in
order to access government buildings and operating systems.

Having these credentials already in place, it makes sense that a partnership would be
beneficial to both USDA and TSA alike. USDA employees would be given the added
benefit of qualifying for the program using their LincPass credentials allowing USDA to
realize time savings while employees are traveling on official duty and saving them the
$85 application fee. TSA would be able to realize cost savings by utilizing the
background check information and fingerprints already provided by USDA.

In November 2014, TSA and the DOD announced a partnership to expand TSA Pre-
Check expedited screening benefits to more than 2.6 million U.S. Armed Forces service
members. The service members opt in thru MilConnect (DOD employees website), and
use their ID Number when booking their flights. Through negotiations USDA could
implement a similar process utilizing existing systems and the employees LincPass
cards that would fulfill TSA requirements.

It is very encouraging that TSA has successfully formed a partnership with another
government agency. NASCOE would like to request USDA/FSA leadership to pursue
partnership negotiations with TSA to save time, money along with adding an additional
benefit to its employees.

FSA’s Response: FMD is in support of forming a partnership with TSA to provide
Agency employees expedited screening with the TSA Pre-Check program. This initiative
needs to be supported and lead by the Travel Area of the Department OCFO. FMD
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Travel Section will discuss this effort with the Department OFCO to determine if feasible
for USDA/FSA employees.

NASCOE Response: What is the process and the timeline? Have you initiated contact
with the other agency to start the process?

Resolution:

Currently TSA has a different vender than OPM and therefore the finger prints are not
transferable. EPD will reach out to TSA to see if they can generate a conversation
about sharing fingerprints and developing a process to collaborate on gaining USDA
employees Pre-check credentials. Follow-up will be forthcoming.

RESOLUTION: Currently the issue is in the FPAC Business Center and they are researching the
possibility.
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Item: 3 Category: Gov delivery

2018 ITEM 13:

ISSUE:

1-INFO (Rev. 3), Amend. 1 was issued 10/24/17. The issuance date of 1-INFO (Rev. 2)
was 4/9/85. A lot has changed in communications technology since 1985 and it's
understandable that a revision was certainly needed. However, as much as the
methods of communication have evolved, communication at the local level with our
customers has not changed; our customers expect to be informed with information
specific to their locality and circumstances. One concern with Revision 3 is the content
of Paragraph 94C. This new directive requires field offices to consult and receive
clearance from the OEA Director and/or the PAB Chief through field PAS, share drafted
text of the news release information at least 2 weeks in advance of the proposed
announcement for all local issuances of news releases about local programs, issues,
and concerns.

CED'’s are grade 11 and grade 12 employees that should be held accountable for
communication content and success at the local level. This has always been the
expectation and responsibility of CED’s and accountability should not be diminished.
The fact that communications technology and equipment has changed does not mean
that CED roles and duties for direct customer service and outreach have changed. It is
simply not feasible or efficient to require such bureaucracy and delays to affect
information delivery to our customers at the local level. If there are noted
communication deficiencies, this should be addressed by adequate and proper training
or, in cases of disregard for procedure, CED’s should be held accountable for
performance.

NASCOE'’s Position:

Par. 94C should not require consultation, clearance, or 2 week advance submission to
the OEA Director and/or PAB Chief through field PAS for field offices to issue news
releases about local programs, issues, and concerns. It is reasonable to require CED’s
to be accountable for all content released in local issuances and to require local
consultation and review of all local releases prior to issuance.

FSA’s Response:

OEA: OEA understand the concerns. The clearance of news releases and other public-
facing communications tools is imperative to ensure a consistent FSA, FPAC and
OneUSDA message. We, at the national level, are required to have clearance, and the
states and counties are held to the same standards. It is extremely important that we
ensure that programs and policies have final approval from FPAC and the Department
prior to external announcement— especially as we embark on a new farm bill. To date,
with the 1-INFO policy in place, we have received few, if any, complaints from the
communications coordinators. OEA staff understands the necessity for their responses
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to the requests for review and approval of locally issued materials to be as timely as
possible without getting out ahead of the Administration. OEA staff works closely with
states and counties to clear narrative that may be required to meet specific needs
outside of strategic department and national office messaging.

Response: Due to time constraints, DAFO agreed to facilitate a teleconference
between NASCOE and appropriate staff at a later date.

Resolution:

NASCOE will get an update from FSA and the BC on how external communications will be governed by
the BC. Brenda Carlson will convey to the BC NASCOE's position of CED’s being able to compose
“home grown articles” about established programs.

Also, NASCOE will work with FSA and the BC on ideas to help celebrate FSA’s birthday/legacy and
promote FSA’s enduring infrastructure that continues to serve American farmers and ranchers.

FPAC External Affairs Division response to NASCOE membership’s expressed concerns regarding the
current communications content review process outlined in National Handbook 1-INFO (Rev. 3), Amend
1, Paragraph 94C that requires state and county offices to submit drafted text intended for local
communications (i.e. news releases), to be reviewed and approved by External Affairs leadership at least
two weeks in advance of planned issuance.

Resolution

External Affairs leadership is evaluating all existing agency policy to develop a framework that ensures
the agencies are empowered to engage in locally-led communications under a new governance
framework. We welcome conversations with NASCOE leadership as a key stakeholder in the
development of this framework and request that conversations begin in early August.

As you are aware, FSA had developed template news releases to support local communications by
allowing for county office localization and issuance. The purpose of these templates is to save valuable
local office time and ensure consistency in messaging as all templates have cleared FSA HQ subject
matter experts. There are currently 18 templates covering a variety of programs. The templates are
currently being updated to reflect 2018 Farm Bill related changes and will be posted (all or in part) on
the new myFPAC intranet site by mid-August 2019. External Affairs will provide information to NASCOE
to help ensure that all county office employees are familiar with the templates.
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Completed 2020 NASCOE Negotiation Items

\ Item 1

Issue:

The AD-2047 form does not match the entries required for MIDAS and this creates inefficiencies
in the County Office.

County Office Staff are required to load the LAA for any new producer added to MIDAS.
However, there is no entry in MIDAS for this designation nor is there an item on the AD-2047
form to remind staff to enter this into the COC Election Software. Many times the entry is
missed and when offices print their Producers Not Associated with a COC/LAA Report there are
many producers listed that the COF must research and load COC LAA.

Additionally, there are additional entries which could be added to the form to make it more
efficient for the CO.

Resolution:

As the license for the AD-2047 expires in 2020, we are requesting the form be revised to add a
block for the LAA to be entered. This revision would serve as a reminder for the County Office
and potentially increase accuracy while reducing the time needed to clean up reports.

Some additional entries that we recommend for the form include:

US Citizen
Veteran status
Birthdate
Race
Ethnicity
Gender

FSA’s Response:

FSA has submitted an Information Collection Request (ICR) to OMB to revise Form AD-2047.
FSA is proposing to revise the AD-2047 to include collection of information from customers to
include:

e (Customer business type

e C(Citizenship status

¢ Birthdate for minor children

e Race, Ethnicity and Gender data
e COCLAA
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OMB approval is required before FSA is able to use a revised version of the AD-2047. A CM
notice will be issued to announce the availability of the revised AD-2047.

Note: Form CCC-860 is used for collecting SDA, LR, Beginning Farmer/Rancher, and Veteran
farmer/rancher information.

Final Resolution:

NASCOE accepts this response.

\ Item 2

Issue:

In order to participate in FSA programs, producers are required to provide county offices with
written verification of land that they are leasing. It is common practice for producers to have
leased acreages on nothing but a handshake thus no formal written agreement exists.

Once written leases are on file, FSA currently uses the CCC-855 to verify leases for programs
such as the LDAP, LFP and ARC/PLC programs. However this form is not considered
acceptable to verify leased acreages for all programs such as NAP. Therefore, when a producer
participates in one of these programs that a CCC-855 is acceptable and also takes out NAP
coverage, they are having to duplicate the lease verification and obtain signatures from their
landlord multiple times.

Resolution:

NASCOE would like to suggest that we adopt the CCC-855 as a universal lease agreement
verification form to be used on all FSA Programs. If this form cannot be adapted to be used for
all programs, we suggest that a universal lease agreement verification form be created.
NASCOE also suggests that this form be adequate documentation of the lease agreement
between the operator and the landlord thus alleviating the requirement that the producer enter

into a written lease agreement.

FSA’s Response:

A written lease is not required to establish an Operator or Other Producer on a farm record. 10-
CM requires verification from the Owner for an OP or verification from Owner or Operator for
an OT. This can be verbal or written verification. Once producers are added/removed from a
farm, producer notification to owners/operators (current and prior if applicable) is required
giving 30-day appeal rights to the changes. Programs may have additional requirements to prove
interest in the land or crop and policy would need to agree or determine if a common verification
meets the requirements for each program area.
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With NAP we have sometimes had issues with more than one person claiming entitlement to the
share of a crop or commodity. Persons claiming program benefits based on land should not have
difficulty providing proof of domiciliary interest in the land. This is not an onerous requirement.

That said, we do not have any objection to the CCC-855 being used to verify tenancy for all
programs. Keep in mind, we have had disputes as to shares on combination leases and especially
with regard to forage crop producers and livestock owners who are merely buyers of forage and
producers entitled to a share of the forage crop acreage. We may visit with various program
areas to examine the possibility for expansion; however, this issue has tentacles.

Final Resolution:

DAFP is open to the proposal and will look into how this will affect other program areas besides
NAP and provide an update to NASCOE by September 1, 2021. In addition, the CCC 855 is an
approved form for NAP.

| Item 3

Issue:

118-F1, in regard to travel authorizations, is outdated and causing inconsistencies in the field.
Notice BU-794 provides instructions for preparing and processing a local travel expense
reimbursement including the discontinued use of forms AD-202, AD-616, and SF-1164. The
Notice states that the guidance should be followed until 118-FI is revised. This Notice became
obsolete as of September 1, 2018, however, 118-FI has not been updated to reflect travel
authorization revisions. There is an inconsistency among supervisors on the correct method of
authorization with some still using the above referenced obsolete forms. This, combined with
the outdated handbook, has created confusion and concerns among county offices.

Resolution:
Handbook 118-FI needs updated to reflect current policy.

FSA’s Response:

There are no plans to update the 118-FI, especially now that FSA is a part FPAC. Field offices
should continue to follow BU-794 for processing local travel.

Other than that, the SF-1164 is now the OF-1164 and the form may be used for pre-approval and
record-keeping purposes. And, even though the AD-202 and AD-616 are no longer available,

they can be used as internal documents if a manager so chooses. As per the notice:

“Each office will decide their method of authorization. Preauthorization can be verbal,
E-mail, or other method as acceptable at the discretion of the office head”
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Final Resolution:

We agree that there is a problem with the directives process and that there needs to be a change
to be more consistent in policy. DAFO welcomes NASCOE suggestions and DAFO will
advocate for those changes with the FPAC Business Center. DAFO will work with NASCOE on
a routine bases to communicate outdated administrative Policy and DAFO will follow up on the
use of obsolete forms.

\ Item 4

Issue:

Completing manual CCC-576’s is a time consuming, tedious process that often occurs during
heavy workload in the county office. Information needed to complete the form is currently
available within our software systems but must be manually transferred onto a hard copy of the
form. Requiring office staff and the applicant to fill in dozens of information blocks not only
takes an inordinate amount of time, but also lends itself to unintended errors

Resolution:

Current NAP software has the capability to load CCC-576’s in “Not for NAP” situations. As
noted in 3-NAP Amend. 1 Par. 151 A, “Application for coverage is not required to add a Notice
of Loss”. It is unclear whether this is a warning about a deficiency in the software or policy to
allow use of the software in “Not for NAP” applications. Clarification of or change in procedure
to allow “Not for NAP” use of the NAP software would save staff time and reduce errors,
streamlining completion of CCC-576’s for those programs that require a notice of loss; the
software imports SCIMS and CARS information for each producer directly onto the CCC-576.
Adding a selection button in the software for “NOT for NAP” purposes to differentiate between
NAP and “Not for NAP” purposes would allow for easy tracking of each. Allow staft to fully use
the capabilities of available software to increase efficiency and accuracy.

FSA’s Response:

FSA is technically running a risk in allowing the CCC-576 to be used for purposes other than
NAP or when NAP coverage for a crop for which NAP coverage was not obtained by the filer.
Years ago, we examined developing a separate non-NAP form for common programs (prevented
planting of crops not subject to NAP coverage agreement for example and failed acreage). That
effort failed and nothing came of it.

Final Resolution:
There is agreement that the automated software can be used for the loading CCC-576s for “Not
for NAP” situations. Policy will be updated pending consultation with DAFP.
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\ Item 5

Issue:
Lack of ability to publicize candidates for the COC Elections
Resolution:

On a national level over the last several years, there has been a low percentage of GovDelivery
newsletters being opened. With this in mind, and because of low voter turnout, NASCOE is
requesting, on a local level, to be allowed to send a letter or postcard to each household within
the current election LAA describing a short bio 30-45 days before elections. This would
provide an increased number of voters with a background of the nominees and increase
participation.

FSA’s Response:

Paragraph 42 of Handbook 15-A0, provides numerous examples of effective means to
communicate COC Elections and Candidates to eligible voters. The use of direct mailings are
not prohibited however, there is an additional cost associated with these mailings that will have
to be considered at the local level. There is also no guarantee that mass mailings to eligible
voters will be any more effective than gov delivery.

Final Resolution:

NASCOE accepts this response.

| Item 6

Issue:

There are inconsistencies in the implementation of FSA’s filing system found in 32- AS.
County and State Offices need additional resources, guidance and training for utilizing the
system, particularly regarding annual labels for program purposes.

For example, there some offices are creating files whether there is a corresponding record for
the folder or not. The field also need more refined instructions as to what labels are required

on each individual program file and specifics examples on what forms are to be filed in each
folder.

Resolution:

Since FSA has several new employees, NASCOE suggests a national training program be
developed on Labeling System Guidance, including what specifically to file in each folder,
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which labels are required, where to find these labels, what records are required to be in a
locked cabinet, etc.

NASCOE also recommends additional information be added to the FSA File Maintenance &
Disposition Manual to ensure consistency. In particular, we suggest adding columns indicating
if the file is required as well as common forms contained in that file. This last column would
allow for employees to search for a form number and know what file it can be found in.

FSA’s Response:

DAFO-PRMD is collaboratively approaching Records Management with FPAC-MSD-
Directives, Forms and Records Management Branch (DFRMB). There are ongoing efforts to
streamline records management processes across the Mission Area and PRMD welcomes insight
into improving the FSA-specific actions.

Final Resolution:

We acknowledge that the records management systems across the nation is a concern and that
the filing system needs to be simplified. NASCOE will submit 2 names to the pilot project being
done by the FPAC Business Center that is currently working on st