A Commitment to
Excellence

for the 215t Century!”

NEWS FROM THE CO-CHAIRS

By Sherri Buxton, MWA Office, Peoria,
IL, and Melissa Stiefel, Lansing, Ml
One of the criteria set forth by the
National Advisory Council for Office
Professionals is to send to them an
Annual Report based on the
accomplishments and vision for our
local Council. This report is
consolidated into an Agency report and
is shared with the Senior Administration.
So, each year we evaluate what we have
done and determine where we will go
with future initiatives for the secretaries
in the Midwest Area. It’s always
gratifying to look at ones
accomplishments and feel the sense of
pride that comes from the work you have
put forth. But, we think it’s more
important to look toward the future and
to think about how the PASTG can work
to serve you better.

We need to hear your ideas and your
thoughts of what initiatives you would
like to see for the future. Please take the
time and send us a message if you have
an idea you would like to share. Also,
let us know if you would be interested in
helping on upcoming projects. If we all
work together just think how far we will

go!
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MWA RETIREMENTS

Barbara J. Dailey’s Retirement
Barbara J. Dailey (BJ) began working
for ARS as a GS-4 Clerk Typist for the
Lexington, KY location in 1986. When
the LAO indicated she was going to
retire 6 months later, the position was
advertised; BJ competed and was
selected to fill the position. She was in
the position for 7 years when the
location was notified that they were
being closed. BJ was reassigned to
Griffin, GA & reported there in
November, 1994. In January, 1995, BJ
was selected for the LAO position in
Lincoln, NE and served in that until
September, 1998 when she was selected
for the LAO position in Madison, WI.
In June 2000, BJ accepted the Budget &
Fiscal Officer’s position in the Area
Office.

BJ has had a wonderful career with
many outstanding achievements. She
has been instrumental in designing many
outstanding training sessions for the
employees in the MWA.. She has been a
leader in testing new programs for the
Agency prior to implementation. And of
course, her most recent achievement is
her work with the CATS Development
Team and CATS Implementation Team.
BJ with the members of the CATS
Development Team received the most
prestigious award given to an AFM
employee, the Gold Award for
Excellence at a ceremony in
Washington, DC in February.

BJ will truly be missed by the Area and
the Agency. We wish her well as she
enters retirement and moves back to her
home in Kentucky. BJ - YOU WILL BE
MISSED!



Marilyn Paul’s Retirement

Marilyn Paul’s last day with ARS will
be April 12, 2005. Marilyn Paul began
federal service in 1968 with the Social
Security Office. She worked for three
years to obtain career status. In 1971 she
left government employment to stay
home and raise a son. In 1981, she took
a position at the Regional Office in
Pioneer Park as secretary for the Safety
Officer and also worked for the Regional
Administrators and the Personnel
Officer. In 1984, Marilyn was hired as
secretary for Air Force Recruiting
Office.

She worked there until 1988 and then
transferred to NCAUR as secretary for
Dr. John Rothfus, Research Leader. In
1990, the MU was abolished, and
Marilyn moved to the Area Office,
where she worked in Procurement, as a
secretary and as backup to the Program
Analyst. In 1995, she took over from the
Program Analyst the program work for
ten management units. In September
2000, Marilyn was promoted to the
Program Analyst position, and the rest is
history...or soon to be!

Thank you, Marilyn, for your patience
with all of us secretaries over the last
five years! We appreciate your hard
work and constructive comments and
reminders! We’d like to wish you the
best in your new position that begins
April 13" RETIREE!

WOMEN’S HISTORY &
AGRICULTURE HIGHLIGHTS
Stephanie Brennan, West Lafayette, IN
In 1978, the Education Task Force of the
Sonoma County Commission on the
Status of Women in California began a
Women's History Week celebration. The
week was chosen to coincide with
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International Women's Day, which was
first celebrated March 8, 1911, in
Europe. Three years later, the United
States Congress passed a resolution
establishing National Women's History
Week, which was expanded to a month
in 1978 at the request of the National
Women's History Project. The history of
women in U.S. agriculture reveals a
fundamental contradiction: women’s
work has always been integral to
farming, yet women were excluded from
controlling farms.

Enslaved African American women who
labored on plantations producing crops
sold on the world market had different
experiences from white women who
worked on family farms. Planters
required women to labor as field hands,
regardless of whether they were
pregnant, nursing, young, or old. Many
women could keep pace with men in the
tobacco, rice, and cotton fields.
Emancipation led to significant changes
in African American women's work,
even though the Southern economy was
still based on plantation agriculture.
Refusing contracts that required them to
do wage labor in gangs, African
Americans insisted on farming in family
groups as tenants and sharecroppers.

Native American women alone enjoyed
a social status commensurate with their
centrality to the economy. Before the
European invasion, farming yielded the
bulk of most peoples’ subsistence.
Women cultivated corn, beans, and
squash, crops known as the “three
sisters.” Women usually worked
together and controlled both access to
land and the distribution of produce.

Colorado's Florissant Valley lies 35
miles west of Colorado Springs on the



flanks of Pikes Peak. To the north and
east, the Rocky Mountains dominate the
skyline. To the west lies high meadow
land with large expanses of undulating
native grasses so beautiful that early fur
trappers to the area referred to it as a
park. In the center of this lush valley
stands the Hornbek homestead complex,
the home of a strong, determined woman
who came to the area with her four
children in the 1870s. Claiming land
under the Homestead Act, Adeline
Hornbek defied traditional gender roles
to become the owner of a prosperous
ranch.

Ann M. Veneman was sworn in as the
27th Secretary of the U.S. Department of
Agriculture on January 20, 2001. Her
lifelong commitment to food and farm
issues, along with her bipartisan
approach to solving problems and
confronting new challenges, are reasons
she was chosen by President George W.
Bush to serve in his Cabinet and
unanimously confirmed by the U.S.
Senate.

RPES EXHIBIT UPDATES

Ginger Walker, St. Paul, MN

Many of the exhibits for RPES cases can
now be found in pdf format on line.
Here’s a way to add the Exhibit
information to already-existing pdf files.

1. In Adobe Acrobat, Select Document,
then Add Headers & Footers.

2. Type in the Exhibit information in
the box labeled “Insert Custom Text’
and click on the Insert button below
this box.

3. Click on one of the *Align’ buttons
(left, middle, or right).

4. In the *Page Options’ section use the
drop-down box to select ‘Apply to
Page Range’ and use the up and
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down arrows beneath it to choose
From: 1 To: 1 (so it prints only on
the first page of the document).

5. Use the Margins section to
manipulate how close to the edge of
the page you would like the text
inserted.

6. Click OK.

CALENDAR
March

e Spring Clean-up on 425s ONLY.

e Waitch for letter from Area
Office to initiate the ARMPS
process.

e Solicit scientists for equipment,
travel, and personnel needs for
the ARMPS. Provide
information to RL for narrative
section of the ARMPS.

e Performance Cycle for CAT 5, 7,
8, and 9 ends March 31.

April

e Type performance elements on
Performance Appraisal
(electronic AD-435) for CAT 5,
7, 8, and 9 personnel. Distribute
to supervisors with instructions
from Deb Agee for completion.

e Prepare new performance
standards and Individual
Development Plan (IDP form
ARS-48). These must be in
place by June 6 to be considered
a full performance appraisal
period.

May

e Next FY Guideline Dollars file
opens for permanent fund
transfer actions.

e Return completed Appraisal
forms (AD-435) for CAT 5, 7, 8,
and 9 employees, along with
Award forms (AD-287) per
instructions to the Area Office.



e National Science Foundation
(NSF) grant proposals
announced.

HELPFUL HINTS

Airline Seat Guru

Take the mystery out of airplane seat
assignments with this handy site. You
can find out which seats are the best for
many airlines. Especially helpful for
those scientists booked on long overseas
flights: www.seatguru.com.

New Bulletins

Four new bulletins have been issued, so
far, in 2005. The names, numbers, and
the synopses are provided below. The
website contains the complete PDF files.
http://www.afm.ars.usda.gov/ppweb/bull

etins.htm

e Facilities Construction
Authorities, 05-250
This bulletin provides
instructions on obtaining
approval from Headquarters on
the use of construction
authorities for new small
buildings or alterations to
existing facilities.

e Changes to Privately-Owned
Vehicle Mileage Rates, 05-301
This bulletin changes mileage
rates for advantageous use of a
Privately-Owned Vehicle
effective for travel on and after
February 4, 2005.

e Compensatory Time Off for
Travel, 05-402.3
This bulletin serves to announce
recent legislation which
established a new form of
compensatory time off for time
spent by an employee in a travel
status away from the employee’s
official duty station. The
regulations to this law became
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effective January 28, 2005. This
bulletin also serves to update
Policy and Procedure 402.3,
Premium Pay. Section 5 -
Compensatory Time Off for
Travel has been added.

Section 8 - Relocation Bonuses
and Section 7- Relocation
Expenses for Current Federal
Employees, 05-412.5

This bulletin services to
announce an amendment to
Policy and Procedure 412.5,
Section 8-Relocation Bonuses,
particularly the addition of the
covered group category called
prevailing rate (wage grade)
employees. This bulletin also
serves to announce the expiration
of Bulletin 03-402, the contents
of which have been permanently
added to Policy and Procedure
412.5, Section 7.



"ACommitment to
Excellence

for the 21st Century!”

NEWS FROM THE CO-CHAIRS

By Sherri Buxton, MWA Office, Peoria,
IL, and Melissa Stiefel, East Lansing,
MI

Many of you have indicated that you
would be willing to work on special
initiatives with the PASTG. Therefore,
we are establishing working groups
comprised of PASTG committee
members and office professionals
throughout the MWA who are interested
in getting involved. We are looking for
volunteers to work on projects such as
updating the Standard Operating
Procedures (SOP) Manual, maintaining
the PASTG website, mentoring a new
secretary, and other special projects.

Each project or area working group will
consist of one or two PASTG members
who will serve as the leader(s) and
others who have expressed an interest in
participating. Because we are spread
over several States, working groups will
communicate by e-mails, telephone
calls, and conference calls when
necessary. Some projects may be more
time-consuming than others, so consider
participating in a working group that
would fit your schedule and your
interests.

If you are interested in playing a part in
shaping the future of the MWA Office
Professionals, please contact anyone on

July 2005

the PASTG (see
http://www.arsnet.usda.gov/pastg/pandp
/pandp.htm for a list of current
members), and we will provide you with
the details.

NEW PASTG MEMBER
REPRESENTS NADC

Karen Burianek serves as secretary to
the Director of the National Animal
Disease Center, Ames, IA. Karen
started at the NADC as a 30-day
temporary in 1973 and continued
working part time while completing her
B.A. in Business Education at the
University of Northern lowa. Following
graduation Karen became secretary for
the Environmental Health and Safety
Unit at the NADC. In November 2000
Karen accepted her current position in
the Director’s Office. Outside of work,
Karen enjoys spending time with her
husband and two boys, extended family,
reading, and shopping.

MWA BUDGET & FISCAL
OFFICER VACANCY FILLED BY
LAURA ABNEY
Laura Abney’s previous
employment was with
the US Army in Rock
Island, Illinois, US
Army Corps of
Engineers, Rock Island,
Illinois, and the Farm Service Agency,
Cambridge, Hllinois. Her background is
in financial management and she has
held a number of positions over the
years as an Operations Research
Analyst, Capital Investment Program
Manager, Financial Management
Specialist, Plans Analyst and Regional
Economist. At the USDA, Farm Service
Agency, she worked as an Agricultural
Management Specialist for 16 years
before working as a civilian employee
with the Army. She has a BS degree in



Agribusiness Economics from Southern
Illinois University, Carbondale, and a
Masters of Business Administration
from St. Ambrose University,
Davenport, lowa. Her husband Bob is a
High School Math Teacher and she has
two teenage sons, Troy 16 and Victor
14, and currently resides in Annawan,
Illinois.

STAR TRAINING HELD IN
PEORIA, IL

By Dianna Halcumb, Peoria, IL
Training for the newest version of STAR
was held in the Computer Training
Room at the Midwest Area Office in
Peoria, Illinois, June 14 — 16, 2005.
Seventeen members of the Midwest
team were present, representing Illinois,
lowa, Ohio, Michigan, Missouri, and
Minnesota. Two members of the Pay
and Leave Team, Ted Nykiel and
Monetta Harvey, came to Peoria to
present the new training to a classroom
of STAR students. Both Ted and
Monetta did a great job making the
training pertinent, fun, and rewarding -
handing out STAR awards for completed
worksheets.

Features of the new program were
covered first. Some functions have been
simplified, while others seem to have a
few more steps. Some of the changes of
interest that were covered are:

e Rollover needs to have all
employees of a contact point
highlighted before you make
your “Rollover” selection in the
Action Tool Bar (a drop down
tool box located near the bottom
of the screen). Rollovers also
cannot be completed unless all
records have been transmitted for
the previous time period.
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A new employee can be added at
anytime by selecting “Add
Employee” from the Action Tool
Bar.

Another new feature is the codes
that you will see next to each
employee’s name. Some of these
codes are: NEW (for a new
T&A), IN (in progress), VER
(verified), and ERR (for a T&A
that has an error). The other
codes that you will see are
covered with the T&A
transmission process.

On the T&A screen you will
notice both a “Save” button and a
“Verify” button. Utilize the
“Save” button to save the data to
the screen (dbase form), and
“Verify” to save the record to the
server. “Verify” must still be
accomplished in order to
transmit.

T&As can now be transmitted all
together or just a portion at a
time, as long as all are
transmitted by the deadline time
(COB the Tuesday following the
end of the pay period). During
the Transmission process, you
will need to monitor the
transmission status. The status is
indicated next to each
employee’s name with a REL
(released to NFC), SUB
(submitted to the server) or TRA
(transmission complete). Itis
after the status has moved to
TRA that a Transmission Report
needs to be run, it is
recommended that this report be
maintained in the unit for one
year.

Corrected T&A’s no longer cost
the USDA money, and if
transmitted by close of business



Thursday, actually write-over the
original transmission and are
seen by NFC as an original
transmission. Don’t worry if you
need to complete a Corrected
T&A after the Thursday
deadline, because Corrected
T&As can still be done at
anytime in the pay period.

e Locations will no longer be
doing the archiving, or the
deleting of employees from the
contact point. If an employee
has moved on, and needs to be
removed from your contact point,
an email needs to be sent up to
Deb Agee, who will remove the
employee one pay period after
the final T&A has been
transmitted. Deb is also the key
person to notify if you notice an
error in a social security number.

The biggest change is going to be the
Leave Audits, and this was the final area
covered in the training. A Leave Error
Report needs to be run the Monday
following the NFC deadline for
transmission (or the electronic payday
for direct deposit). If an error is
reported, then a leave audit needs to be
done. Both paper (manual) audits and
spreadsheet (automatic) audits were
covered in the training session. The
Excel spreadsheets provided by Ted and
Monetta came complete with formulas
for all the various calculations of a leave
audit, taking into consideration the
employees leave status and employment
status: full time, part time, 4-hour leave
category, 6-hour leave category, or 8-
hour leave category. While working
with the automatic audit, however, a
formula error was discovered, and our
STAR Teachers promised a corrected
version of the spreadsheets out to
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locations as soon as they can get it
corrected. A special table showing leave
earned and carryover hours for hours
worked in the pay period for calculating
leave earned and carryover hours for a
manual audit of part-time employees
was also provided. This table can be
found in the Payroll/Personnel Manual,
Chapter 7: T&A Procedures; Section 1:
T&A Instruction, Appendix B. A great
deal of information was given regarding
audits and a whole article could be spent
just on the leave audit, if you missed the
training, take the next available class or
contact someone who attended the
training and have the process explained.

The training database has been
reactivated and can be accessed at:
https://trl.nfc.usda.gov/star/, User ID:
ARSTRO1 through ARSTR10;
password: help0605. A word of caution:
more than two failed attempts will lock
up the database and the password will
have to be reset for all. The database
will be wiped clean each Friday, with
new contact points and names to practice
on available each Monday.

DISPLAYING OUR FLAG

By Stephanie Brennan, West Lafayette,
IN

June and July celebrate patriotic
holidays (Flag Day and Independence
Day) and many people buy flags to
display. There is a right way and a
wrong way to display the flag. The
American flag should be held in the
highest of regards. It represents our
nation and the many people who gave
their lives for our country and our flag.
Here are the basics on displaying the
American flag:

The flag is normally flown from sunrise
to sunset. In the morning, raise the flag
briskly. At sunset, lower it slowly.



Always, raise and lower it
ceremoniously.

The flag should not be flown at night
without a light on it. The flag should not
be flown in the rain or inclement
weather.

After a tragedy or death, the flag is
flown at half staff for 30 days. It's called
"half staff" on land, and "half mast" on a
ship.

When flown vertically on a pole, the
stars and blue field, or "union™

is at the top and at the end of the pole
(away from your house). The American
flag is always flown at the top of the
pole. Your state flag and other flags fly
below it. The union is always on top.
When displayed in print, the stars and
blue field are always on the left. When
displaying the flag from something other
than a flagpole, be sure that the blue
field is on the left side of the viewer.

Never let your flag touch the ground,
never...period. Fold your flag properly
when storing. Don't just stuff it in a
drawer or box. When your flag is old
and has seen better days, it is time to
retire it. Old flags should be burned or
buried. Please do not throw it in the
trash.

Did you know there is a very special
ceremony for retiring the flag by
burning it? It is a ceremony everyone
should see. Your local Boy Scout
group knows the proper ceremony and
performs it on a regular basis. If

you have an old flag, give it to them.
And, attend the ceremony. For more
detailed information about this topic,
visit the Boy Scouts’ website at
http://www.scouting.org/media/flag/.

July 2005

CALENDAR

July

August

Mid-July: Final day in ARIS for
Permanent or Temporary FY
fund transfers between D-type
projects.

July 15: Final day for extramural
agreements adding current year
funds or extending time in ARIS.
Mid-July: Postdoc fund transfers
to be included in next FY
ARMPS are due (person has to
be on board before funds can be
transferred).

Begin AD-421 Annual Report
process.

Office of International
Cooperative Development
(OICD) Scientific Cooperation
proposals are due; Binational
Agricultural Research and
Development Proposals (BARD)
are announced. A 425 must be
entered into ARIS.

Final ARMPS guideline dollars
available for printing from
briefing packet. Final ARMPS is
due in mid-August to the Area
Office.

Finalize AD-421 Annual
Reports.

Run a list of approved travel
from the upcoming FY ARMPS
to have on hand to remind
scientists.

September

Annual Ethics training takes
place in early September.
Prepare AD-700 for Research
Support Agreements (AD-700).
Update related documentation.
Prepare Blanket Travel
Authorizations for the next fiscal
year.



e Prepare new files for travel
vouchers and other fiscal year
filing.

e Update Investigator/SY time on
projects in ARIS.

e Inquire with your scientists to see
if any are preparing NRI grants.

HELPFUL HINTS

Converting a previous AD-421 to
MSWord

In ARIS, Research Documentation,
choose Active 421s. Add your Mode
Code and FY (which would be 2004 for
last year's reports) and hit Enter. This
will bring up a list of all of the 421s
entered by your Unit in 2004. Select the
reports you would like to save as Word
documents. Choose Print, Extract to
Word, and then the specific Questions or
All Questions. The report(s) will scroll
to a document that can be saved, revised,
and pasted into the 2005 Annual
Reports.

FFIS Vendor Request Forms

These forms for the reimbursement of
travel expenses for non-government
travelers should be emailed to LaShay
Brown, Ibrown@mwa.ars.usda.gov.
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