











FloodCertg Address Entry Guide

When entering in address information, use these helpful tips for more immediate responses on your orders.

Avenue AVE Drive DR North N State Road STATE RD
Boulevard BLVD East E Parkway PKWY Street ST

Circle CIR Extension EXT Place PL Terrace TER
County Road COUNTY RD Highway HWY Road RD Trail TRL
Court cT Interstate Highway IH South 5 Turnpike TPK

Cove v Lane LN State Highway STATE HWY West w

Address — Enter these types of addresses carefully:

= Condominium Units and Apartments: Place the unit number in the unit field.
= Highway Addresses: Place the word “Highway” or “Hwy” just after the territorial designator. Example:

19029 US HWY 19 or 55 NC Hwy 12 S
= Postal Route and Box Addresses: We recommend that you supply an actual street name. If one is not
available, enter the route, followed by “BOX” and the box number in the address field. Example: RR 3

BOX 19 or HCR 5 Box 33
= Duplexes: Do not exceed four units when entering and address range. Example: 200 - 206 Main St.

Post Office Box — Do not enter a post office box. A post office box has no relation to the actual property location.
If no address exists, enter the legal description in the address field.

Muitiple Addresses — Do not enter multiple addresses. To certify more than one address, enter a separate order
for each house number.

Vacant Land — Enter the address according to the guidelines above. Enter VL in the unit field to denote vacant

land. :
Note: This flood certification service is not intended to be used to determine the lands suitability for

building. If a determination is returned with a "partial" status, consult with the civil engineer in
that city to confirm if the property is suitable for building based on Rural Development
Guidelines.

Directory

Contact Information

First American Flood Data Services
11902 Burnet Road

Austin Texas 78758-2502

Questions About Your Order: Status, Editing, Printing or Resending Flood Certificates
Phone: 800-447-1772 (Option 1)
Fax: 800-447-9664



January 16, 2009

SUBJECT: Interest Rate Changes for Housing Programs
and Credit Sales (Nonprogram)

TO:  Rural Development State Directors,
Rural Development Managers,
and Area Directors

ATTN: Rural Housing Program Directors

The following interest rates, effective February 1, 2009, are changed as follows:

Loan Type Existing Rate New Rate

ALL LOAN TYPES
Treasury Judgement Rate 0.930% 0.370%

The new rate shown above is as of the week ending

January 2, 2009. The actual judgement rate that will be used will be the rate for the calendar
week preceding the date the defendant becomes liable for interest. This rate may be found by
going to the Federal Reserve website for the weekly average 1-year Constant Maturity Treasury
Yield

(http://www.federalreserve.gov/releases/h15/data/Weekly Friday /H15 TCMNOM_Y1.txt).

RURAL HOUSING LOANS

Rural Housing (RH) 502
Very-Low or Low 5.375 4.375

EXPIRATION DATE: FILING INSTRUCTIONS:
February 28, 2009 Administrative/Other Programs



Single Family Housing

(SFH) Nonprogram 5.875 4.875
Rural Housing Site

(RH-524), Non-Self-Help 5.375 4.375
Rural Rental Housing and

Rural Cooperative Housing 5.375 4.375

Please notify appropriate personnel of these rates.

(Signed by Russell T. Davis)

RUSSELL T. DAVIS
Administrator
Housing and Community Facilities Programs

Sent by electronic mail on 1-22-09 at 9:00 am by PAD.
State Directors should advise other personnel as appropriate.




January 16, 2009
TO: National Office Officials

Rural Development State Directors

ATTN: Administrative Program Directors
Human Resources Managers

FROM: Douglas L. Faulkner /s/ Douglas L. Faulkner
Acting Under Secretary
Rural Development

SUBJECT:  Acting State Director for Delaware/Maryland

On January 20, 2009, at 12:00 p.m., e.s.t., Marlene Elliott Brown will be retiring as State
Director for Delaware/Maryland. Therefore, I appoint Kathy Beisner, Acting State Director
effective January 20, 2009, at 12:01 p.m., e.s.t. until further notice.

Ms. Beisner is currently the Assistant to the State Director for the Delaware/Maryland State
Office.

I know I can count on your support and assistance while she is serving as Acting State Director
and responsible for carrying out the mission of Rural Development in Delaware/Maryland. Ms.
Beisner can be reached on (302) 857-3582 or via e-mail at kathy.beisner@de.usda.gov .

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Administrative/Other Programs

Sent by electronic mail on 01/18/2009, at 3:30pm, by Human Resources.
State Directors and National Office Officials should advise other personnel as appropriate.




January 16, 2009
TO: National Office Officials

Rural Development State Directors

ATTN: Administrative Program Directors
Human Resources Managers

FROM: Douglas L. Faulkner /s/ Douglas L. Faulkner
Deputy Under Secretary
Rural Development

SUBJECT:  Acting State Director for Hawaii

On January 20, 2009, at 12:00 p.m., e.s.t., Lorraine Shin will be retiring as State Director for
Hawaii. Therefore, I appoint Melissa Pang Ching, Acting State Director effective January 20,
2009, at 12:01 p.m., e.s.t. until further notice.

Ms. Pang Ching is currently the Administrative Program Director for the Hawaii State Office.
I know I can count on your support and assistance while she is serving as Acting State Director

and responsible for carrying out the mission of Rural Development in Hawaii. Ms. Pang Ching
can be reached on (808) 933-8304, or via e-mail at melissa.pangching@hi.usda.gov.

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Administrative/Other Programs

Sent by electronic mail on January 18, 2009, at 3:30 pm, by Human Resources.
State Directors and National Office Officials should advise other personnel as appropriate.




January 16, 2009
TO: National Office Officials

Rural Development State Directors

ATTN: Administrative Program Directors
Human Resources Managers

FROM: Douglas L. Faulkner /s/ Douglas L. Faulkner
Acting Under Secretary
Rural Development

SUBJECT:  Acting State Director for Idaho

On January 20, 2009, at 12:00p.m., e.s.t., Michael Field will be retiring as State Director for
Idaho. Therefore, I appoint Daryl Moser, Acting State Director effective January 20, 2009 at,
12:01 p.m., e.s.t. until further notice.

Mr. Moser is currently the Business Cooperative Program Director for the Idaho State Office.
I know I can count on your support and assistance while he is serving as Acting State Director

and responsible for carrying out the mission of Rural Development in Idaho. Mr. Moser can be
reached on (208) 378-5615 or via e-mail at daryl.moser@id.usda.gov .

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Administrative/Other Programs

Sent by electronic mail on 01/18/2009, at 3:30 pm by Human Resources.
State Directors and National Office Officials should advise other personnel as appropriate.




January 16, 2009
TO: National Office Officials

Rural Development State Directors

ATTN: Administrative Program Directors
Human Resources Managers

FROM: Douglas L. Faulkner /s/ Douglas L. Faulkner
Acting Under Secretary
Rural Development

SUBJECT:  Acting State Director for Indiana

On January 20, 2009, at 12:00 p.m., e.s.t., Robert White will be resigning as State Director for
Indiana. Therefore, I appoint Kelly Barmann, Acting State Director effective January 20, 2009,
at 12:01 p.m., e.s.t. until further notice.

Ms. Barmann is currently the Assistant to the State Director for the Indiana State Office.
I know I can count on your support and assistance while she is serving as Acting State Director

and responsible for carrying out the mission of Rural Development in Indiana. Ms. Barmann can
be reached on (317) 290-3100 or via e-mail at Kelly.barmann@in.usda.gov .

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Administrative/Other Programs

Sent by electronic mail on 01/18/09, at 3:30 pm, by Human Resources.
State Directors and National Office Officials should advise other personnel as appropriate.




January 16, 2009
TO: National Office Officials

Rural Development State Directors

ATTN: Administrative Program Directors
Human Resources Managers

FROM: Douglas L. Faulkner /s/ Douglas L. Faulkner
Acting Under Secretary
Rural Development

SUBJECT:  Acting State Director for Louisiana

On January 20, 2009, at 12:00 p.m., e.s.t., Clyde Holloway will be retiring as State Director for
Louisiana. Therefore, I appoint Yvonne Emerson, Acting State Director effective January 20,
2009, at 12:01 p.m., e.s.t. until further notice.

Ms. Emerson is currently the Multiple Family Housing Director for the Louisiana State Office.
I know I can count on your support and assistance while she is serving as Acting State Director

and responsible for carrying out the mission of Rural Development in Louisiana. Ms. Emerson
can be reached on (318) 473-7962 or via e-mail at yvonne.emerson@la.usda.gov .

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Administrative/Other Programs

Sent by electronic mail on 01/18/2009, at 3:30 pm, by Human Resources.
State Directors and National Office Officials should advise other personnel as appropriate.




January 16, 2009
TO: National Office Officials

Rural Development State Directors

ATTN: Administrative Program Directors
Human Resources Managers

FROM: Douglas L. Faulkner /s/ Douglas L. Faulkner
Acting Under Secretary
Rural Development

SUBJECT:  Acting State Director for Minnesota

On January 20, 2009, at 12:00 p.m., e.s.t., Stephen Wenzel will be retiring as State Director for
Minnesota. Therefore, I appoint Michael Navin, Acting State Director effective January 20,
2009, at 12:01 p.m., e.s.t. until further notice.

Mr. Navin is currently the Administrative Program Director for the Minnesota State Office.
I know I can count on your support and assistance while he is serving as Acting State Director

and responsible for carrying out the mission of Rural Development in Minnesota. Mr. Navin can
be reached on (651) 602-7780 or via e-mail at michael.navin@mn.usda.gov .

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Administrative/Other Programs

Sent by electronic mail on 01/18/09, at 3:30 pm, by Human Resources.
State Directors and National Office Officials should advise other personnel as appropriate.




January 16, 2009
TO: National Office Officials

Rural Development State Directors

ATTN: Administrative Program Directors
Human Resources Managers

FROM: Douglas L. Faulkner /s/ Douglas L. Faulkner
Acting Under Secretary
Rural Development

SUBJECT:  Acting State Director for Oregon

On January 20, 2009, at 12:00 p.m., e.s.t., Mark Simmons will be resigning as State Director
for Oregon. Therefore, I appoint Jeff Deiss, Acting State Director effective January 20, 2009,
at 12:01 p.m., e.s.t. until further notice.

Mr. Deiss is currently the Business Program Director for the Oregon State Office.
I know I can count on your support and assistance while she is serving as Acting State Director

and responsible for carrying out the mission of Rural Development in Oregon. Mr. Deiss can be
reached on (503) 414-3367 or via e-mail at jeff.deiss@or.usda.gov .

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Administrative/Other Programs

Sent by electronic mail on 01/18/09, at 3:30 pm, by Human Resources.
State Directors and National Office Officials should advise other personnel as appropriate.




January 16, 2009
TO: National Office Officials

Rural Development State Directors

ATTN: Administrative Program Directors
Human Resources Managers

FROM: Douglas L. Faulkner /s/ Doulas L. Faulkner
Acting Under Secretary
Rural Development

SUBJECT:  Acting State Director for South Carolina

On January 20, 2009, at 12:00 p.m., e.s.t., Tee Miller will be resigning as State Director for
South Carolina. Therefore, I appoint Bert Koon, Acting State Director effective January 20,
2009, at 12:01 p.m., e.s.t. until further notice.

Mr. Koon is currently the Single Family Housing Program Director for the South Carolina State
Office.

I know I can count on your support and assistance while she is serving as Acting State Director
and responsible for carrying out the mission of Rural Development in South Carolina. Mr. Koon
can be reached on (803) 253-3655 or via e-mail at bert.koon@sc.usda.gov .

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Administrative/Other Programs

Sent by electronic mail on January 16, 2009, at 4:30pm by Human Resources.
State Directors and National Office Officials should advise other personnel as appropriate.




January 16, 2009
TO: National Office Officials

Rural Development State Directors

ATTN: Administrative Program Directors
Human Resources Managers

FROM: Douglas L. Faulkner /s/ Douglas L. Faulkner
Acting Under Secretary
Rural Development

SUBJECT:  Acting State Director for South Dakota

On January 20, 2009, at 12:00 p.m., e.s.t., Jafar Karim will be resigning as State Director for
South Dakota. Therefore, I appoint Kay Daugherty, Acting State Director effective January 20,
2009, at 12:01 p.m., e.s.t. until further notice.

Ms. Daugherty is currently the Administrative Program Director for the South Dakota State
Office.

I know I can count on your support and assistance while she is serving as Acting State Director
and responsible for carrying out the mission of Rural Development in South Dakota. Ms.
Daugherty can be reached on (605) 352-1105 or via e-mail at kay.daugherty(@sd.usda.gov .

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Administrative/Other Programs

Sent by electronic mail on 01/18/09, at 3:30 pm, by Human Resources.
State Directors and National Office Officials should advise other personnel as appropriate.




January 16, 2009
TO: National Office Officials

Rural Development State Directors

ATTN: Administrative Program Directors
Human Resources Managers

FROM: Douglas L. Faulkner /s/ Douglas L. Faulkner
Acting Under Secretary
Rural Development

SUBJECT:  Acting State Director for Virginia

On January 20, 2009, at 12:00 p.m., e.s.t., Ellen M. Davis will be resigning as Acting State
Director for Virginia. Therefore, I appoint Vern Orrell, Acting State Director effective January
20, 2009, at 12:01 p.m., e.s.t. until further notice.

Mr. Orrell is currently the Assistant to the State Director for the Virginia State Office.
I know I can count on your support and assistance while he is serving as Acting State Director

and responsible for carrying out the mission of Rural Development in Virginia. Mr. Orrell can
be reached on (804) 287-1590 or via e-mail at vern.orrell@va.usda.gov .

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Administrative/Other Programs

Sent by electronic mail on January 16, 2009, at 4:30pm by Human Resources.
State Directors and National Office Officials should advise other personnel as appropriate.




January 16, 2009
TO: National Office Officials

Rural Development State Directors

ATTN: Administrative Program Directors
Human Resources Managers

FROM: Douglas L. Faulkner /s/ Douglas L. Faulkner
Acting Under Secretary
Rural Development

SUBJECT:  Acting State Director for West Virginia

On January 20, 2009, at 12:00 p.m., e.s.t., Rick Rice will be resigning as State Director for
West Virginia. Therefore, I appoint Dianne Crysler, Acting State Director effective January 20,
2009, at 12:01 p.m., e.s.t. until further notice.

Ms. Crysler is currently for the West Virginia State Office.
I know I can count on your support and assistance while she is serving as Acting State Director

and responsible for carrying out the mission of Rural Development in West Virginia. Ms. Nixa
can be reached on (304) 284-4867 or via e-mail at dianne.crysler.@wv.usda.gov.

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Administrative/Other Programs

Sent by electronic mail on 01/16/09, at 4:45 p.m., by Human Resources.
State Directors and National Office Officials should advise other personnel as appropriate.




January 16, 2009
TO: National Office Officials

Rural Development State Directors

ATTN: Administrative Program Directors
Human Resources Managers

FROM: Douglas L. Faulkner /s/ Douglas L. Faulkner
Acting Under Secretary
Rural Development

SUBJECT:  Acting State Director for Illinois

On January 20, 2009, at 12:00 p.m., e.s.t., Douglas Wilson will be resigning as State Director
for Illinois. Therefore, I appoint Marianne Nixa, Acting State Director effective January 20,
2009, at 12:01 p.m., e.s.t. until further notice.

Ms. Nixa is currently the Assistant to the State Director for the Illinois State Office.
I know I can count on your support and assistance while she is serving as Acting State Director

and responsible for carrying out the mission of Rural Development in Illinois. Ms. Nixa can be
reached on (217) 403-6203 or via e-mail at marianna.nixa@il.usda.gov.

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Administrative/Other Programs

Sent by electronic mail on 01/18/09, at 3:30 p.m., by Human Resources.
State Directors and National Office Officials should advise other personnel as appropriate.




January 16, 2009

TO: National Office Officials
Rural Development State Directors

ATTEN: Administrative Program Directors
Human Resource Managers

FROM: Douglas L. Faulkner /s/ Douglas L. Faulkner
Acting Under Secretary
Rural Development

SUBJECT:  Designation of Acting Administrators

On January 17, 2009, Housing Administrator Russell Davis will be resigning. On January 20,
2009, at 12:00 p.m., e.s.t., Utilities Administrator James Andrew, and Business Administrator
Ben Anderson will be resigning. The following have been designated as Acting Administrator
until further notice:

James Newby, Utilities Programs (Effective January 20, 2009, at 12:01 p.m., e.s.t.)
Patricia Fiala, Housing Programs (Effective January 18, 2008, at 12:01 a.m., e.s.t.)
William Hagy, Business Programs (Effective January 20, 2009, at 12:01 p.m., e.s.t.)

In addition, Timothy McNeilly has been designated to oversee the operations of the Office of the
Under Secretary as the Acting Deputy Under Secretary, until further notice.

I know I can count on your support and assistance as these individuals serve in their acting
capacity in carrying out the mission of Rural Development.

EXPIRATION DATE: FLINING INSTRUCTIONS:
January 31, 2010 Administrative/Other Programs

Sent by electronic mail on 01/19/2009, at 3:30 p.m., by Human Resources.
State Directors and National Office Officials should advise other personnel as appropriate.




January 23, 2009

TO: State Directors, Rural Development

SUBJECT:  Rural Economic Development Loan and Grant Program
Projects Funded for First Quarter
Fiscal Year 2009

ATTN: Business Programs Directors

The Business Programs has announced loan and grant selections for the first quarter of fiscal
year (FY) 2009 under the Rural Economic Development Loan and Grant (REDLG) program. A
listing of loan and grant awards is attached for your information.

During the first quarter of FY 2009, forty zero-interest loan applications totaling $23,652,000
were considered by Business Programs. Based on the availability of funds, twenty-three
applications with scores of 135 or above were selected for funding, totaling $14,232,000. These
funds will be leveraged by $22,908,764 of private and public financing, directly create 1186 jobs
in rural areas, and help save 639 existing positions.

In addition to the loan selections, thirteen grants with scores of 125 or above totaling $3,900,000
to finance revolving loan fund programs that will be operated by rural electric utilities were
selected for funding. The initial zero-interest loans from the revolving loan fund programs,
leveraged by $17,497,267 in private and public financing, will provide financing to construct a
business incubator, adult education tech center, an addition to an existing hospital, a shell
building, assist in developing an industrial park and purchase medical equipment. An estimated
797 new jobs will be created and 22 jobs will be retained as a result of these grants.

EXPIRATION DATE: FILING INSTRUCTIONS:
September 30, 2009 Community/Business Programs



Rural Economic Development Loan and Grant Program 2

If you have any questions, please contact Melvin Padgett, Loan Specialist, at
(202) 720-1495 or Cindy Mason, Loan Specialist, at (202) 690-1433, Specialty Lenders
Division, Processing Branch.

(Signed by Pandor H. Hadjy

PANDOR H. HADJY
Acting Deputy Administrator
Business Programs

Attachments



Attachment

RURAL ECONOMIC DEVELOPMENT LOAN AND GRANT PROGRAM
REQUEST FOR LOAN FUNDS - First Quarter FY 2009

Total Available FY 2009 $
37,515,315.94
Less 1% Quarter FY 2009 $
14.,232.000.00
Balance Remaining $
23,283,315.94

Loan
REDL
State Project Amount
Number
IL 32 McDonough Power Cooperative $ 740,000
1175
SC 26 Pee Dee Electric Cooperative, Inc. $ 740,000
1176
GA 67 Satilla Electric Membership Corporation $ 740,000
1177
GA 99 Coastal Electric Cooperative $ 740,000
1178
1A 31 Grundy County Rural Electric Cooperative $ 454,000
1179
KY 03 Jackson Energy Cooperative Corporation $ 140,000
1180
TN 20 Gibson Electric Membership Corporation $ 740,000
1181
TN 32 Meriwether Lewis Electric Cooperative $ 740,000
1182
GA 74 Jefferson Energy Cooperative $ 650,000
1183
IA 83 Central lowa Power Cooperative $ 700,000
1184

KY 54 South Kentucky Rural Electric Cooperative Corporation



1185
MO 67 Se-Ma-No Electric Cooperative
1186
AL 36 Sand Mountain Electric Cooperative, Inc. (SMEC)
1187
GA 88 Little Ocmulgee Electric Membership Corporation
1188
1A 98 Heartland Power Cooperative
1189
KS 51 Wheatland Electric Cooperative, Inc.
(Farrar Corporation)
1190
TN 09 Tri-County Electric Membership Corporation
1191
SD 54 Heartland Consumers Power District
1192
AL 36 Sand Mountain Electric Cooperative, Inc. (SMEC)
1193
KS 50 Twin Valley Electric Cooperative, Inc.
1194
KS 55 Midwest Energy, Inc.
1195
KY 54 South Kentucky Rural Electric Cooperative Corporation
(Jondy Chemicals, Inc., dba Ultra Shield)
1196
KY 52 Fleming-Mason Energy Cooperative, Inc.
1197
23 Loans Total
$14,232,000.00

(Somerset-Pulaski County Development Foundation, Inc.) $

Balance of Loan Funds After Above Request:
$23,283,315.94

Page 1

$
$

740,000
740,000
360,000
740,000

225,000

740,000
253,000
740,000
350,000
740,000

740,000

740,000

740,000



Attachment

RURAL ECONOMIC DEVELOPMENT LOAN AND GRANT PROGRAM
REQUEST FOR GRANT FUNDS - First Quarter FY 2009

Total Available FY 2009 $10,000,000
Less 1% Quarter FY 2009 $ 3,900,000
Balance Remaining $ 6,100,000
Grant REDG

State Project Amount
Number
SC 26 Pee Dee Electric Cooperative, Inc. $ 300,000 444
KY 03 Jackson Energy Cooperative Corporation $ 300,000 445
TN 20 Gibson Electric Membership Corporation $ 300,000 446
GA 67 Satilla Electric Membership Corporation $ 300,000 447
GA 99 Coastal Electric Cooperative $ 300,000 448
KY 54 South Kentucky Rural Electric Cooperative

Corporation $ 300,000 449
NE 555 Henderson Cooperative Telephone Company $ 300,000 450
ND 537 SRT Communications, Inc. $ 300,000 451
KS 50 Twin Valley Electric Cooperative, Inc. $ 300,000 452
SD 54 Heartland Consumers Power District $ 300,000 453
1A 107 Rock Rapids Municipal Utilities $ 300,000 454
IA 108 Algona Municipal Utilities $ 300,000 455
CO 25 Mountain Parks Electric Association $ 300,000 456

13 Grants  Total $3,900,000

Balance of Grant Funds After Above Request: $6,100,000

Page 2



January 28, 2009

SUBJECT:  Reconciling Travel Authorization and Voucher Fees, Tracking Voucher
Payments, and Review of Travel Cost Data

TO: National Office Officials
Rural Development State Directors
ATTN: Administrative Program Directors
FROM: Clyde Thompson /s/ Clyde Thompson
Deputy Administrator

Operations and Management

The purpose of this memorandum is to provide the attached procedures for reconciliation
of Travel Authorization and Voucher (TAV) fees, tracking employee voucher payments,
and review of travel cost data. Also, listed below are points-of-contact for questions
concerning the reconciliation of TAV fees, tracking voucher payments in the Foundation
Financial Information System (FFIS), and generating a BRIO report.

Questions about reconciliation of TAV fees - Please contact one of the Travel Unit staff:
Lisa Washington, (202) 692-0030, Julie Railey, (202) 692-0227 or Kelvin Dawson, (202)
692-0229. You may also e-mail the Travel Unit mailbox at: ssd.travel@wdc.usda.gov.

Questions about tracking voucher payments in the FFIS - Please contact Kristina Gebke,
(314) 457-4126, or via e-mail at kristina.gebke@stl.usda.gov.

Questions on generating the BRIO report - Please contact Carol Ann Murgoitio, (208)
378-5602, or via e-mail at carol.murgoitio@id.usda.gov or Kathy Snider, (352) 338-
3581, or via e-mail at kathy.snider@fl.usda.gov.

Attachment

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Administrative/Other
Programs

Sent by electronic mail at  11:00am on _ 02/02/2009_ by the Support Services
Division. National Office Officials and State Directors should advise other personnel as
appropriate.



Attachment

The TAV fees are fixed fees charged to each traveler in the GovTrip system to process
travel authorizations and vouchers. If a TAV fee is rejected, then it must be reconciled
by the Federal Agency Travel Administrator (FATA). Generally, the TAV fees are
rejected in the GovTrip system, because of a system error or incorrect information with
the traveler’s Government travel charge card account. Below are the steps each FATA
can follow in order to reconcile rejected TAV fees.

1. When a rejected voucher occurs, the FATA will be required to unlock the voucher

for

re-processing by performing the following change to the traveler’s record in

GovTrip:

@ o Ao oW

Open the traveler’s voucher in GovTrip.

Select “Administrative.”

Select the “TA Maintenance Table.”

Change the charge card status to "Advance Auth."
Remove the “GOVCC.”

Blank out the GOVCC expiration date.

Select the "Save Changes" button.

2. The traveler or travel arranger amends the effected voucher by charging the
Centrally Billed Account (CBA) for the TAV Fee as follows:

e o

c.

f.

Navigate to the "Review/Sign" tab.

Navigate through the "Preview" and "Pre-Audit Trip" screens.

Select the "Save and Proceed to Digital Signature" button.

The traveler stamps the voucher "Signed" or the travel arranger stamps the
voucher "T-Enter" by selecting the "Submit Completed Document" button.
The approving official(s) will receive the usual system generated

e-mail notification when it is their turn to take action on the voucher.
Approving official(s) will then approve the voucher.

3. In order to ensure the reconciliation of these items in the CBA, a report will be
sent every Monday to the National Office Travel Unit (TU). The appropriate
FATA will be notified via e-mail of any rejected TAV fees and asked to reconcile
it within three days of receipt of the notification. The FATA will receive the
following information:



TR o o0 o

Traveler’s first and last name.
Organization.

Travel Authorization number.
Voucher number.

Dates of travel.

Fee type.

Last four digits of the card number.
Expiration date.

Error message.

4. Once the traveler’s Government travel charge card account is corrected, the
FATA must adjust the traveler’s record in the TA Maintenance tool to re-instate
the GOVCC and expiration date. If the FATA fails to make this change, the
GovTrip system will not accept the traveler’s Government travel charge card
account number to make reservations the next time they try to book reservations.

The following process is to be used by FATAs to track employee voucher payments in
the Foundation Financial Information System (FFIS) system. FATAs may need to check
with the appropriate individual in their office with access to the FFIS system. The
procedure to follow in order to track employee voucher payments in FFIS is listed below:

1. Remember to make screen prints of each table in FFIS, because the information
found on one table is required to populate fields in the next table.

a.

The Document Cross Reference (DXRF) table is used to view information
about all documents associated with the document entered in the header
line.

Enter the Transaction code and Transaction number (for travel processed
through GovTrip enter the obligation document, i.e., TO 0OABCI).

If payments have processed in FFIS they will be listed.

The payment to the traveler will be a Travel Voucher (TV) document and
the payment to the Government travel charge card contractor will be a 3P
document.

If the CBA was used, a 4P document would be listed as the payment.
Then, proceed to Voucher Header Inquiry table and enter the vendor code,
transaction code, and voucher number (i.e., TV 0OABC10023 found on
the DXREF table) to obtain the scheduled date for disbursement by the US
Treasury.



g. The next table is the Payment Voucher Line Distributed Document Cross
Reference Inquiry table. To obtain the US Treasury Schedule number,
enter the vendor code, transaction code, and voucher number.

h. To obtain US Treasury schedule information Electronic Funds Transfer
(EFT) number proceed to Treasury Schedule Control Line Inquiry table.

i. Enter the fiscal year, schedule category, schedule type, and schedule
number.

j.  The final table is the EFT Header Inquiry (EFTH) table to obtain the
payee’s name and address, and the account information of where the
payment was deposited.

k. Enter the fiscal year, schedule category, schedule type, schedule number,
and EFT number.

The following process may be used by Administrative Program Directors to review travel
cost data located in the FFIS system. Access to the FFIS system is needed to run these
reports. The procedures to follow in order to run the travel cost data report in FFIS is
listed below:

1. A BRIO report, “Dtl-travel-after-govtrip.bqy, ” is available that provides travel
cost data on voucher payments. The report was released in August of 2008.

a. When the BRIO report is completed processing, two pivot reports can be
reviewed. One report for regular coded travel, “PV-by Authorization-
TC” for and one report for training coded travel, “PV-Training Travel
Spent-Emp.”

b. These pivot reports provide detailed information by travel authorization
number, reporting organizations, and transaction, i.e., 3P, TO, TV, and
4P, employee name, expenditures, obligations, and total obligations.



SUBJECT:

TO:

FROM:

January 28, 2009
Implementation of webTA

All Rural Development Employees
Clyde Thompson /s/ Clyde Thompson

Deputy Administrator
Operations and Management

Effective Tuesday, November 18, 2008, Rural Development transitioned from StarWeb
to the webTA time and attendance (T&A) program and the most challenging part of this
transition is now past us. I thank all of you who made this successful. To ensure we are

consistent,

I am providing some additional guidelines.

webTA is a web-based system driven primarily by three roles: employee, supervisor and

timekeeper

. Once an employee validates a timesheet, it flows to the supervisor for

certification. Once the supervisor certifies the timesheet, it is transmitted to the National
Finance Center for payment. Timekeepers no longer transmit timesheets.

Below are a few items that will assist you in future T&A submissions:

e Em
(0]

(0}

(0}

ployees

Keep your leave requests, requests for premium pay, and timesheet current
and accurate.

Validate your timesheet as close to the end of a pay period as possible,
preferably the last Friday of a pay period.

There is context-sensitive help available on each webTA screen; however, do
not hesitate to ask your timekeeper for assistance.

If you are on a Maxi-flex schedule, please continue to submit hours worked to
your supervisor on Form AD-2001, “Designation of Tour of Duty, Biweekly
Schedule.”

Employees will not have access to input their own T&A until their e-
authentication and internal e-authentication identification in webTA are
linked. Your timekeeper will have to build your records into webTA and
complete your timesheet until you get access to e-authentication.

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Administrative/Other Programs
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e Supervisors

(0}

(0}

o

Review leave and premium pay requests as they arrive — webTA will send you
an e-mail to notify you.

Certify all timesheets as close to the end of the pay period as possible; but, no
later than close of business on the first Monday of the next pay period.
Always delegate your supervisory role whenever you are out of the office
(delegate must have the supervisory role assigned). However, you can access
webTA remotely with an internet connection.

e Timekeepers

(0}

(0}

Keep employees and supervisors informed, and provide reminders when a pay
period is coming to an end.

If you have an employee who does not have access to a computer and/or there
is some circumstance hindering employee access, you may (and should)
process their timesheet on their behalf.

Delegate a back-up timekeeper (delegate must have timekeeper role assigned).
Ensure all employees validate their timesheet and that the supervisor, or
delegate, certifies.

Build new employees’ records into webTA and complete their timesheet until
the employee gets access to e-authentication. NOTE: Employee will not have
access to input their own T&A until their e-authentication and internal e-
authentication identification in webTA are linked.

A P-13 Culprit report should be run the Monday after the pay period ends to
check for missing T&A’s.

webTA questions should be directed to your Master Timekeeper rather than
the HR Administrator.

Job aids are available at http://teamrd.usda.gov/rd/DAOM/AAHR/L eave.html for
employees, supervisors and timekeepers, and a pay period calendar that we hope will be
of assistance in preparing your T&A’s. If you have any additional questions regarding
this memorandum, please contact your Servicing Human Resources Office.

Sent by electronic mail on February 2, 2009, at 7:00 am, by Human Resources to all
Rural Development employees.




January 29, 2009

TO: State Directors, Rural Development

ATTN: Business Program Directors
Energy Coordinators

SUBJECT:  Rural Development Business Programs
Energy Grants and Loans
Updating the Guaranteed Loan System

The purpose of this Unnumbered Letter (UL) is to clarify Rural Development policies
and procedures regarding accurate data, particularly as related to energy and leveraging
information in the Guaranteed Loan System (GLS).

The demand for reliable energy information continues to grow. GLS is being updated to
meet the information tracking requirements for implementation of new and updated
programs. Accurate information is critical to tracking program implementation and
performance. This notice will provide guidance to assist you with accurate input.

The energy industry uses a metric system for numerical representations, which has been a
source of confusion. Below is a quick reference guide you can use when entering data
into GLS. The energy values vary depending on the source, however, GLS needs to be
consistent when recording the information to ensure accurate reporting.

A Leverage Amount. It is very important to know and record the total funding
involved in each project. This includes adding the sources of the funds as well as
completing the “other funds” column under the Uses of Funds section on the
project screen. For example, if a Rural Energy for America Program (REAP)
project is funded with a grant only, GLS will reflect 75 per cent or more from
other funding. This funding can come from a number of acceptable sources.
Once you have submitted the project screen, it will flow to the facility/project
view screen. Click on the hyperlink for the “Source of Funds”, and then the add
button to complete the update.

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Community/Business Programs



Energy Grants and Loans

B. Energy Category (currently labeled as Valid Energy Type). The following 10
categories are applicable to Rural Business and Cooperative Service programs.
You should do your best to select the most appropriate category to describe the
subject project. Selecting “Other” is generally not the best selection. When
“Other” is selected, the selection is verified by National Office personnel with the
assistance of the State Offices. This requires field personnel to go back to the
files after the fact, and re-check the selection. Selecting a more appropriate
category is more efficient and usually more accurate.

C. The data field “Biomass Type” will be changed to Energy Sub-Category as part
of the new enhancements. The user should select the appropriate subcategory to
further define the project. Again, selecting “Other” should be your last choice for

Biomass

Wind

Solar

Geothermal
Hybrid

Biomass R&D
Hydropower
Energy Efficiency
Other

the reasons stated above.

EE Building

EE Industrial

Ethanol Production
Anaerobic Digester
Biodiesel Production
Solid Fuel Production
Thermal conversion
Landfill Gas

Solar Electric

Solar Thermal

Wind Large

Wind Small

EE Other

Hybrid Bioenergy, Anaerobic
Hybrid Bind, Solar
Hybrid Biodiesel, Solar
Hydrogen Electric
Hydrogen Wind
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Hydropower Large

Other

R&D Ag Feedstock Development

R&D Forest Feedstock

R&D Ethanol and Biobased Production
R&D Anaerobic Digester & Research

R&D Spec Production Component Research
R&D Public Policy Support Development

* Additional categories, subcategories, and feed stocks elements will be added
when the new enhancements for the Farm Bill are completed. Also a description
field to describe the “Other” category, subcategory, and feed stock, will be added
if the user selects it as an energy type. See Exhibit D for the list of new
categories, subcategories and feed stocks.

D. Energy Savings Amount — This field is to be used for energy efficiency projects
only. It allows the user to input the amount of energy expected to be saved.
Always measure and input energy savings in kilowatt hours (kWh).

E. Generated Energy Estimate — This field must be completed for all other types of
energy. The units of measure at this time should be kWh. Exhibit A, below,
provides the applicable units of measure for energy categories and sub-categories.
A conversion chart to convert BTUs, gallons, and other units of measure to kWh
is attached. We anticipate adding conversion calculation factors to GLS in the
spring of 2009. Currently, however, these conversions must be calculated using
the attached charts.

F. Fuel is measured in KWh - using the conversion factors listed on Exhibit B.
Total kWh of fuel is determined by multiplying each gallon of fuel by the factors
outlined below. Using Ethanol as an example:

1 gallon of ethanol is equivalent to 22.78 kWh, similarly,
100,000 gallons ethanol X 22.78 is equivalent to 2,278,000 kWh.
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G. NAICS Codes - Please ensure that accurate 6 digit NAICS codes are recorded in
the GLS.

Because accurate data is so vital to illustrating the success of our energy and other
programs, each State Office will be required to generate and review a report that captures
all energy related projects. Please use the information above, and the Quick Reference
Guide attached, to correct all appropriate GLS data fields. Program Directors will be
responsible for verifying all reports, GLS input, and corrections, by February 27, 2009.
Program Directors should email their responses to Sylvia Neal at
sylvia.neal@wdc.usda.gov. We anticipate future GLS enhancements related to the
energy programs, and will provide updates accordingly.

If you have any questions, please contact the Specialty Lenders Division, Energy Branch,
at (202) 720-1400.

(Signed by Pat Fiala)

PAT FIALA
Acting Administrator
Business and Cooperative Programs



Exhibit A

Category

Biomass
Biomass
Biomass
Biomass
Biomass
Wind

Wind

Solar

Solar

Solar

Solar
Geothermal
Geothermal
Hybrid
Energy
Efficiency
Energy
Efficiency

e Note the reference to kWh would include MWh

Applicable
Subcategories

Ethanol
Production
Biodiesel
Production
Thermal

Anaerobic
Digester
Solid Fuel

Large
Small
Electric
Thermal
Large
Small
Direct Use
Electric

Buildings

Industrial

Applicable
Units of
Measure

gallons
gallons

btu

btu

btu

kWh

kWh

kWh

btu

kWh or btu
kWh or btu
btu

kWh

kWh, btu
gallons

kWh, btu
gallons

Description if
Needed

burning or other heat
Generation Conversion

producing chips or pellets
from biomass

turbine size is greater than
1000 kWh

turbine size smaller than
1000 kWh

preferred classification
preferred classification

e Note the reference to btu would include Therms and Mbtu



Exhibit B

Gas and Fuel Conversions:

Product

Propane

Biodiesel

Diesel Fuel

Fuel Oil

(home heating oil)
Ethanol

Quantity

1 gallon
1 gallon
1 gallon
1 gallon

1 gallon

kWh

27.99
38.1
40.7
43.89

22.78

btu

95,500
130,000
139,000
150,000

79,000

Gas(es) typically are measured in cubic feet and are represented as “ft3,”
however, the energy values vary greatly depending on the type of gas. We ask
that btu values be assigned to gases unless they can be measured in a liquid

gallon.

Exhibit C

Quick Reference Guide for Energy Terms Applicable to GLS
Common Measurement Terms

Term

kilo

mega or million
Therm

Watt

British Thermal
Unit

kWh

MWh

Mbtu

MW

kW
Watt

Represents
1000
1,000,000
100,000btu’s

Abbreviation

k

M

\\Y%

btu

kilo watt hours
mega watt hours

Million btu

MWh

kWh
3412 btu

Explanation

sometimes MM
measurement for
natural gas
measurement for
electricity

heat or thermal
energy is typically
represented in btu
1000 watt hours
1,000,000 watt hours
1,000,000 btu
Sometimes MMbtu
Electrical production
is typically
Represented on per
hour basis

Same as previous



Proposed Enhancements to GLS Effective Spring 2009

ENERGY TYPE:

Biomass
Biomass R&D
Wind

Solar
Geothermal
Hydrogen
Hybrid
Hydroelectric
Ocean

Energy Efficiency
Other

ENERGY TYPE (SUBCATEGORIES)

Anaerobic Digester - btu, mbtu, therms, kWh

Ethanol Production (Biological) - Gallons Ethanol

Ethanol Production — Cellulosic (Biochemical) - Gallons Ethanol
Methanol — (Gallons) btu, mbtu, therms

Butanol - (Gallons) btu, mbtu, therms

Propanol - (Gallons) btu, mbtu, therms

Biodiesel Production — Gallons Bio-diesel

Biodiesel Trans esterification — Gallons Bio-diesel

Biodiesel Mechanical — Gallons Bio-diesel

Solid Fuel Production - btu, mbtu, therms

Thermal Conversion - btu, mbtu, therms

Landfill Gas - btu, mbtu, therms

R&D Ag Feedstock Development Sunset

R&D Forest Feed stocks Sunset

R&D Ethanol and Biobased Products Sunset

R&D Thermochemmical, Integrated Biorefinery Systems Sunset
R&D Anaerobic Digestion & Related Research Sunset

R&D Biodiesel Catalytic Synthesis & Glycerol Catalytic Upgrading Sunset
R&D Specific Process Component Research Sunset

R&D Public Policy/Support for Deployment Sunset

Solar Thermal - btu, mbtu, therms

Solar electric - kWh

Solar Large sunset

Solar Small sunset

Wind Large — kWh

EXHIBIT D



Wind Small - kWh

Hydrogen Wind btu, mbtu, therms

Hydrogen Solar btu, mbtu, therms

Hydrogen Electric btu, mbtu, therms

Hydrogen Biomass btu, mbtu, therms
Hydrogen Microbial btu, mbtu, therms
Hydrogen Hydrokinetic btu, mbtu, therms
Hydrogen anaerobic Digester btu, mbtu, therms
Hydrogen Geothermal btu, mbtu, therms
Hydrogen Fuel Cell btu, mbtu, therms
Geothermal Direct Use - btu, mbtu, therms
Geothermal Electric Generation - kWh

Hybrid Bioenergy, Anaerobic - btu, mbtu, therms
Hybrid Wind, Solar - kWh

Hybrid Geothermal, Solar - btu, mbtu, therms
Hybrid Biodiesel, Solar - btu, mbtu, therms

EE Buildings (structural) kWh, btu, mbtu, therms
EE Industrial (process) kWh, btu, mbtu, therms
EE Other — kWh, btu, mbtu, therms

Hydro power direct - kWh

Hydro electric - kWh

Hydropower Micro Hydro - kWh

Ocean Wave - kWh

Ocean Tidal - kWh

Ocean Current - kWh

Other

Feed Stock (Source)

Ethanol — Corn kernel Starch
Ethanol — Advanced (Cellulosic)
Fibers

Animal Fat

Oils — Soybean - 1bs

Oils — Palm

Oils - Coconut oil

Oils - Jatropha

Oils - Rapeseed

Oils - Sunflower seed

Oils - Waste Vegetable Oil
Oils — Greases

Oils - Other

Agricultural Crop — Corn
Agricultural Crop — Sorghum
Agricultural Crop — Sugar Beet

EXHIBIT D (con’t)



EXHIBIT D (con’t)

Agricultural Crop — Sugar Cane
Agricultural Crop — Cotton
Agricultural Crop — Tobacco
Agricultural Crop — Straw
Agricultural Crop — Other Grains
Legumes

Glycerin

Guayule

Plants Residues

Trees grown for energy and wood waste
Grasses/Forbs

Grasses - Miscanthus

Grasses - Prairie grasses
Grasses - Switch grass

Grasses - Other

Trees - Hybrid poplar

Trees - Mesquite

Trees - Willow

Trees — Other

Stover

Diary Waste/manure

Poultry Waste/manure

Swine Waste/manure

Fish Waste

Food Processing Waste
Municipal Waste

Mixed Substrates Waste

Other



January 30, 2009
TO: National Office Officials

Rural Development State Directors

ATTN: Administrative Program Directors
Human Resources Managers

FROM: Sherie Hinton Henry /s/ Sherie Hinton Henry
Acting Deputy Under Secretary
Rural Development

SUBJECT:  Acting State Director for Arkansas

Tim Smith has been selected to serve as Acting State Director for Arkansas. Mr. Smith’s
appointment is effective January 30, 2009, until further notice.

Mr. Smith is currently the Rural Business Specialist for the Arkansas State Office.
I know I can count on your support and assistance while he is serving as Acting State Director

and responsible for carrying out the mission of Rural Development in Arkansas. Mr. Smith can
be reached on (501) 301-3280 or via e-mail at tim.smith@ar.usda.gov.

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Administrative/Other Programs

Sent by electronic mail on _ 1/30/09 , at 5:00 pm, by Human Resources.
State Directors and National Office Officials should advise other personnel as appropriate.




January 30, 2009
TO: National Office Officials

Rural Development State Directors

ATTN: Administrative Program Directors
Human Resources Managers

FROM: Sherie Hinton Henry /s/ Sherie Hinton Henry
Acting Deputy Under Secretary
Rural Development

SUBJECT:  Acting State Director for Colorado

Dolores Sanchez-Maes has been selected to serve as Acting State Director for Colorado. Ms.
Maes appointment is effective January 30, 2009 until further notice.

Ms. Sanchez-Maes is currently the Multi-Family Housing Loan Specialist for the Colorado State
Office.

I know I can count on your support and assistance while she is serving as Acting State Director
and responsible for carrying out the mission of Rural Development in Colorado.

Ms. Sanchez-Maes can be reached on (720) 544-2927, ext. 2927 or via e-mail at
dolores.sanchezmaes(@co.usda.gov .

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Administrative/Other Programs

Sent by electronic mail on 1/30/09, at 4:15 pm, by Human Resources.
State Directors and National Office Officials should advise other personnel as appropriate.




January 30, 2009
TO: National Office Officials
Rural Development State Directors

ATTN: Administrative Program Directors
Human Resources Managers

FROM: Sherie Hinton Henry /s/ Sherie Hinton Henry
Acting Deputy Under Secretary
Rural Development

SUBJECT:  Acting State Director for Louisiana

Karen Nardini has been selected to serve as Acting State Director for Louisiana.
Ms. Nardini’s appointment is effective January 30, 2009, until further notice.

Ms. Nardini is currently the Administrative Program Director for the Louisiana State Office.
I know I can count on your support and assistance while she is serving as Acting State Director

and responsible for carrying out the mission of Rural Development in Louisiana. Ms. Nardini
can be reached on (318) 473-7921 or via e-mail at karen.nardini@la.usda.gov .

EXPIRATION DATE: FILING INSTRUCTIONS:
January 31, 2010 Administrative/Other Programs

Sent by electronic mail on _1/30/09, at 5:00 pm, by Human Resources.
State Directors and National Office Officials should advise other personnel as appropriate.






