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October 1, 2004 
 
 
 
 SUBJECT: Fiscal Year 2005 State Internal Review 
   Handbook Updates 
 
 
  TO: Rural Development State Directors 
 
 
        ATTN: Administrative Programs Directors and  
   Management Control Officers 
 
 
The Financial Management Division (FMD) has been working closely with the Inter-Operability 
(IO) Lab to update the Fiscal Year (FY) 2005 State Internal Review (SIR) Handbook review 
guides and corresponding spreadsheets for calculating compliance scores. 
 
The Handbook updates have been made and the IO Lab has tested and certified the Handbook 
software.  In addition to the testing, the IO Lab has loaded the updated SIR Handbook on the 
Internet; provided written installation and removal instructions; and notified the Information 
Resource Managers (IRMs) of this update and that it can be downloaded from the Internet.   
 
The Management Control Officers should coordinate this effort with the IRMs to ensure they 
obtain the latest updates to the SIR Handbook. 
 
Beginning with the FY 2005 SIRs; the value of loans/grants reviewed and the loans/grants with 
deficiencies will be documented and reported on the "Summary of Review Findings."  The 
universe data on total subject reviewed (i.e., employees, files, offices, etc.) and those with 
deficiency findings will still need to be captured and reported in the Automated Reports Tracking 
System.   
 
 
 
 
 
 
 
 
 
EXPIRATION DATE:    FILING INSTRUCTIONS: 
September 30, 2005     Administrative/Other Programs 
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If you have any questions, or need additional information, please contact Diana Wareham of 
FMD, at (202) 692-0044. 
 
 
(Signed by SHERIE HINTON HENRY) 
 
SHERIE HINTON HENRY 
Deputy Administrator 
  for Operations and Management 
 
Sent by electronic mail on 10-01-04 at 8:30a.m. by FMD. 



   

October 4, 2004 
 
 
SUBJECT: Personal Property Furnished to Non-Federal Recipients 
 
 

TO: All Rural Development State Directors 
 
 
      ATTN: Administrative Programs Directors 
 
 
This is a reminder that in accordance with procedures in the Federal Management Regulations 
(FMR), Subpart 102-36-295, Reports, each agency is responsible for completing an annual report 
of all personal property furnished to non-federal recipients. 
 
The attached form is to be completed on computer equipment that has been donated by your 
office.  Please complete and forward to the Property, Procurement and Mail Management Branch 
(PPMMB), Property and Supply Management Division,  
1520 Market Street, ATTN:  FC-702, St. Louis, Missouri 63103. 
 
The report is due to PPMMB by October 29, 2004.  If you have any questions, please contact 
Sheila Palmer at 314-335-8184. 
 
 
 
 
(Signed by Sherie Hinton Henry) 
 
SHERIE HINTON HENRY 
Deputy Administrator 
  for Operations and Management 
 
Attachment 
 
 
 
 
 
EXPIRATION DATE:     FILING INSTRUCTIONS: 
September 30, 2005      Administrative/Other Programs 
 
 
Sent by electronic mail on 10-05-04 at 1:00 p.m. by AAPAS. 
 



STATE:_______________________

Attachment

United States Department of Agriculture
Computer Equipment Transferred Under E.O. 12999/Stevenson-Wyder Technology Act

No. of PC's No. of Systems No. of Other ADP Equip. OAC* Receipient Information
286 386 486 Pentium 286 386 486 Pentium Monitor Printer Other Name Location

TOTAL

*Original Acquisition Cost



   

October 5, 2004 
 
 
 
 

SUBJECT: Rural Development Audit Program 
 
 

            TO: Rural Development State Directors 
  National Office Officials 

 
 

      ATTN: Management Control Officers 
   Administrative Program Directors 
 
 
The Rural Development Audit Program has been updated in order to provide audit-related 
guidance for selected Rural Development programs.  The Audit Program is effective for audit 
periods ending on December 31, 2004, and thereafter.  The Audit Program also incorporates the 
latest revisions to Government Auditing Standards issued by the Government Accountability 
Office.  The following Rural Development programs are included in the Audit Program along 
with the appropriate Catalog of Federal Domestic Assistance (CFDA) number: 
 

CFDA No. 10.415/10.427 – Rural Rental Housing Loans 
CFDA No. 10.766 – Community Facilities Loans and Grants 
CFDA No. 10.768 – Business and Industry Guaranteed Loans 
CFDA No. 10.767 – Intermediary Relending Program 
CFDA No. 10.854 – Rural Economic Development Loans and Grants 

  
Please note that this Audit Program replaces the previous Farmers Home Administration Audit 
Program dated December 1989.  Any copies of the December 1989 Audit Program should be 
destroyed and the current Audit Program should be provided to Rural Development borrowers, 
their independent auditors, and appropriate Rural Development staff. 
 
 
 
 
 
 
 
 
 
EXPIRATION DATE:    FILING INSTRUCTIONS: 
September 30, 2005      Administrative/Other Programs 



   

Copies of the Rural Development Audit Program may be obtained only via the Rural 
Development internet homepage at:  http://www.rurdev.usda.gov/rd/auditprogram.pdf. 
Please provide the internet address to all parties interested in obtaining copies of the Audit 
Program. 
 
Questions concerning the Rural Development Audit Program may be directed to John Purcell, 
Director, Financial Management Division, at (202) 692-0080. 
 
 
(Signed by SHERIE HINTON HENRY) 
 
SHERIE HINTON HENRY 
Deputy Administrator 
  for Operations and Management 
 
Sent by electronic mail on 10-05-04 at 3:30p.m. by FMD. 
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UNITED STATES DEPARTMENT OF AGRICULTURE 

RURAL DEVELOPMENT 
WASHINGTON, D. C. 

 
    RURAL DEVELOPMENT  
    Rural Housing Service  
    Rural Business-Cooperative Service 
     

    AUDIT PROGRAM 
       Audits of Recipients of Rural Development 
      Grants, Loans, and Loan 
      Guarantees 
 
 

The attached Audit Program provides important guidance for 
independent public accountants in conducting financial 
statement audits of recipients of Rural Development grants, 
loans, and loan guarantees, except for those audits required to 
be performed in accordance with Office of Management and 
Budget Circular A-133. The Audit Program is effective for 
financial audits of periods ending on December 31, 2004, and 
thereafter. 

 
 

This Audit Program may not be changed, altered, revised, or modified with- 
out the concurrence of Rural Development. 
 
 
 
 
 

 APPROVED BY _______/S/____________________  10/25/04  
    SHERIE HINTON HENRY     Date 
    Deputy Administrator 
      for Operations and Management 
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Rural Development Audit Program 
 
 
A.  PURPOSE 
 
The following Audit Program provides information for independent, public, Federal, state or 
local government audit organizations in conducting financial statement audits of recipients of 
Rural Development loans, grants, and loan guarantees.  This Audit Program includes compliance 
requirements for the Rural Housing Service Rural Rental Housing, and Community Facilities; 
the Rural Business-Cooperative Service Business and Industry Guaranteed Loans, Intermediary 
Relending Program, and Rural Economic Development Loan and Grant audits performed in 
accordance with generally accepted auditing standards (GAAS) and generally accepted 
government auditing standards (GAGAS).  Auditors conducting financial statement audits in 
accordance with the requirements of Office of Management and Budget (OMB) Circular A-133, 
Audits of States, Local Governments and Non-Profit Organizations, should refer to the OMB 
Circular A-133 Compliance Supplement, Appendix B; as it pertains to audits of state and local 
governments, non-profit organizations, and Indian tribes that expend $500,000 or more in 
Federal funds in a fiscal year.  This Audit Program is not intended to address audit requirements 
that are required under the Single Audit Act Amendments of 1996 and OMB Circular A-133. 
  
The suggested audit procedures provided in this Audit Program are the minimum necessary for 
uniform and consistent coverage. 
 
 
B. ABBREVIATIONS 
 
AICPA  American Institute of Certified Public Accountants 
 
CFDA  Catalog or Federal Domestic Assistance 
 
CFR  Code of Federal Regulations 
 
CF  Community Facilities 
 
GAAP  Generally Accepted Accounting Principles 
 
GAAS  Generally Accepted Auditing Standards 
 
GAGAS Generally Accepted Government Auditing Standards 
 
GAO  Government Accountability Office 
 
IRP  Intermediary Relending Program 
 



   

OIG  Office of Inspector General 
 
OMB  Office of Management and Budget 
 
RBS   Rural Business-Cooperative Service 
 
RD  Rural Development 
 
RHS   Rural Housing Service 
 
SAS  AICPA’s Statements on Auditing Standards 
 
 
C. BACKGROUND 
 
Rural Development requires its borrowers to provide annual audited financial statements 
performed in accordance with GAGAS using the publication, “Government Auditing Standards,” 
2003 Revision.  This publication was developed by the Comptroller General of the United States, 
GAO.  Audits must also be performed in accordance with GAAS.  
 
These financial statement audits are the responsibility of the auditee’s management.  The 
financial statements should be prepared in conformance with GAAP unless state statutes or other 
funding sources require otherwise. 
 
To the extent practicable, the financial statements should be presented on a comparative basis for 
the current and preceding year.  An entity submitting its initial audit report to Rural Development 
may submit single year financial statements. 
 
 
D. PERTINENT PUBLICATIONS AND REGULATIONS 
 

1. Pertinent Publications 
 

AICPA Statements on Auditing Standards 
 

GAO Government Auditing Standards (2003 or subsequent revisions) 
 
 
2. Pertinent Regulations 

 
7 CFR Part 1942, Subpart A - Community Facilities Loans 
 
7 CFR Part 1942, Subpart C - Fire and Rescue Loans 
 



   

7 CFR Part 3570, Subpart B - Community Facilities Grants 
 
7 CFR Part 3575, Subpart A - Community Facilities Guaranteed Loans 
 
7 CFR Part 4274, Subpart D - Intermediary Relending Program (IRP) 
 
7 CFR Part 1951, Subpart R - Rural Development Loan Servicing (for the IRP 
program) 
 
7 CFR Part 1980, Subpart E - Business and Industrial (B&I) Loan Program 
 
7 CFR Part 4279, Subpart A - General (for B&I Loans) 
 
7 CFR Part 4279, Subpart B - Business and Industry Loans 
 
7 CFR Part 1942, Subpart G - Rural Business Enterprise Grants and Television 
Demonstration Grants 

 
 

E. STANDARDS FOR CONDUCTING AUDITS 
 
The Comptroller General of the United States has published GAGAS, 2003 Revision, which 
contains standards for audits of government organizations, programs, activities, and functions.  
These standards are to be followed by Federal, state, and independent certified public 
accountants when auditing entities receiving financial assistance provided by Rural 
Development. 
 
The AICPA Statements on Auditing Standards (SASs) have been incorporated into GAGAS for 
financial audits, and must be followed.  This audit program is not intended to provide guidance 
regarding adherence to the SASs. 
 
 
F. ENGAGEMENT LETTER 
 
The auditor should prepare a written engagement letter for the audited entity, which clearly sets 
forth the terms, nature, and limitations of the audit engagement.  The engagement letter may 
include terms and conditions that the auditee and the auditor deem appropriate; however, the 
following provisions should be included in the audit agreement: 
 

1. A statement that the auditor will perform and document the audit work in 
accordance with GAGAS and the professional standards of the AICPA; 

 
2. A statement that the auditor will submit the completed audit and accompanying 

audit letters to the entity’s governing body 30 days prior to the date the audit is 
due to Rural Development; 



   

3. A statement that the auditor will make all audit-related documents, including 
workpapers, available to Rural Development, OIG, or their duly authorized 
representatives, upon request; and 

 
4. The auditor will report, in writing, all irregularities, as well as indications of 

fraud, abuse, or illegal acts, whether material or not, to the entity’s governing 
body, Rural Development, and OIG. 

   
 
G. AUDIT OBJECTIVES 
 
Entities receiving financial assistance from Rural Development are required to submit financial 
statement audits.  The objective of a financial statement audit is to provide reasonable assurance 
about whether the financial statements present fairly the financial position, results of operations, 
and cash flows in conformity with GAAP. 
 
 
H. GENERAL STANDARDS 
 
Independence  
 
In all matters relating to the audit work, the audit organization and the individual auditors, 
whether government or public, should be free both in fact and appearance, from personal, 
external, and organizational impairments to independence. 
 
Professional Judgment 
 
Professional judgment should be used in planning and performing audits and in reporting the 
results.  This standard requires auditors to exercise reasonable care and diligence and to observe 
the principles of serving the public interest and maintaining the highest degree of integrity, 
objectivity, and independence in applying professional judgment to all aspects of their work.  
This standard also imposes a responsibility upon each auditor performing work under GAGAS to 
observe GAGAS.  In addition, auditors should use professional judgment in determining the type 
of assignment to be performed and the standards that apply to the work; defining the scope of 
work; selecting the methodology; determining the type and amount of evidence to be gathered; 
and choosing the tests and procedures for their work.  Professional judgment also should be 
applied in performing the tests and procedures and in evaluating and reporting the results of the 
work. 
 
Competence 
 
The audit staff assigned to perform the audit should collectively possess adequate professional 
competence for the tasks required.   
 
 



   

Qualifications for staff members conducting audits include:  
 

1. knowledge of GAGAS applicable to the type of work they are assigned and the 
education, skills and experience to apply such knowledge to the work being 
performed. 

 
2. general knowledge of the environment in which the audited entity operates and the 

subject matter under review; 
 
3. skills to communicate clearly and effectively, both orally and in writing; and 
 
4. skills appropriate for the work being performed. 

 
 
To meet this standard, auditors performing work under GAGAS, including planning, directing, 
performing field work, or reporting on an audit under GAGAS, need to maintain their 
professional competence through continuing professional education (CPE).  Each auditor 
performing work under GAGAS should complete, every 2 years, at least 80 hours of CPE that 
directly enhance the auditor’s professional proficiency to perform audits.  At least 24 of the 80 
hours of CPE should be in subjects directly related to government auditing, the government 
environment, or the specific or unique environment in which the audited entity operates.  At least 
20 hours of the 80 should be completed in any 1 year of the 2-year period. 
 
Quality Control and Assurance 
 
Each audit organization performing audits in accordance with GAGAS should have an 
appropriate internal quality control system in place and should undergo an external peer review. 
  
An audit organization’s system of quality control encompasses the audit organization’s structure 
and the policies adopted and procedures established to provide the organization with reasonable 
assurance of complying with applicable standards governing audits.  An audit organization’s 
internal quality control system should include procedures for monitoring, on an ongoing basis, 
whether the policies and procedures related to the standards are suitably designed and are being 
effectively applied. 
 
Audit organizations performing audits in accordance with GAGAS should have an external peer 
review of their auditing practices at least once every 3 years by reviewers independent of the 
audit organization being reviewed.  The external peer review should determine whether, during 
the period under review, the reviewed audit organization’s internal quality control system was 
adequate and whether quality control policies and procedures were being complied with to 
provide the audit organization with reasonable assurance of conforming with applicable 
professional standards.  Audit organizations should take remedial, corrective actions as needed 
based on the results of the review. 



   

Audit organizations seeking to enter into a contract to perform an assignment in accordance with 
GAGAS should provide their most recent external peer review report and any letter of comment, 
and any subsequent peer review reports and letters of comment received during the period of the 
contract, to the party contracting for the audit. 
 
 
I. FIELD WORK STANDARDS FOR FINANCIAL AUDITS 
 
General  
 
The work is to be adequately planned and assistants, if any, are to be properly supervised.  A 
sufficient understanding of internal control is to be obtained to plan the audit and to determine 
the nature, timing, and extent of tests to be performed.  Sufficient competent evidential matter is 
to be obtained through inspection, observation, inquiries, and confirmations to afford a 
reasonable basis for an opinion regarding the financial statements under audit. 
 
Auditor Communication  
 
Auditors should communicate information regarding the nature, timing, and extent of planned 
testing and reporting and the level of assurance provided to officials of the audited entity and to 
the individuals contracting for or requesting the audit. 
 
In communicating the nature of services and level of assurance provided, auditors should 
specifically address their planned work and reporting related to testing internal control over 
financial reporting related to compliance with laws, regulations, and provisions of contracts or 
grant agreements. 
 

Considering the Results of Previous Audits 
 
Auditors should consider the results of previous audits and follow up on known significant 
findings and recommendations that directly relate to the objectives of the audit being undertaken. 
 
Auditors should use professional judgment in determining (1) prior periods to be considered, (2) 
the level of work necessary to follow up on significant findings and recommendations that affect 
the audit, and (3) the effect on the risk assessment and audit procedures in planning the current 
audit. 
 



   

Detecting Material Misstatements Resulting from Violations of Contract Provisions, or 
Grant Agreements, or from Abuse  

 
Auditors should design the audit to provide reasonable assurance of detecting material 
misstatements resulting from violations of provisions of contracts or grant agreements that have 
a direct and material effect on the determination of financial statement amounts or other financial 
data significant to the audit objectives.  If specific information comes to the auditors’ attention 
that provides evidence concerning the existence of possible violations of provisions of contracts 
or grant agreements that could have a material indirect effect on the determination of financial 
statement amounts or other financial data significant to the audit objectives, auditors should 
apply audit procedures specifically directed to ascertain whether violations of provisions of 
contracts or grant agreements have occurred or are likely to have occurred. 
 
Auditors should be alert to situations or transactions that could be indicative of abuse, and if 
indications of abuse exist that could significantly affect the financial statement amounts or other 
financial data, auditors should apply audit procedures specifically directed to ascertain whether 
abuse has occurred and the effect on the financial statement amounts or other financial data. 
 
Auditors should exercise professional judgment in pursuing indications of possible fraud, illegal 
acts, violations of provisions of contracts or grant agreements, or abuse, in order not to interfere 
with potential investigations legal proceedings, or both. 
 

Developing Elements of a Finding 
 
Audit findings, such as deficiencies in internal control, fraud, illegal acts, violations of 
provisions of contracts or grant agreements, and abuse, have often been regarded as containing 
the elements of criteria, condition, and effect, plus cause when problems are found.  However, 
the elements needed for a finding depend entirely on the objectives of the audit.  Thus, a finding 
or set of findings is complete to the extent that the audit objectives are satisfied.  When problems 
are identified, to the extent possible, auditors should plan audit procedures to develop the 
elements of a finding to facilitate developing the auditors’ report. 

 
Audit Documentation 

 
Audit documentation related to planning, conducting, and reporting on the audit should contain 
sufficient information to enable an experienced auditor who has had no previous connection with 
the audit to ascertain from the audit documentation the evidence that supports the auditors’ 
significant judgments and conclusions.  Audit documentation should contain support for 
findings, conclusions, and recommendations before auditors issue their report. 
 
 
 



   

J. REPORTING STANDARDS FOR FINANCIAL AUDITS 
 
General 
 
The report shall state whether the financial statements are presented in accordance with generally 
accepted accounting principles.  The report shall identify those circumstances in which such 
principles have not been consistently observed in the current period in relation to the preceding 
period.  Informative disclosures in the financial statements are to be regarded as reasonably 
adequate unless otherwise stated in the report.  The report shall either contain an expression of 
opinion regarding the financial statements, taken as a whole, or an assertion to the effect that an 
opinion cannot be expressed.  When an overall opinion cannot be expressed, the reasons therefor 
should be stated.  In all cases where an auditor’s name is associated with financial statements, the 
report should contain a clear-cut indication of the character of the auditor’s work, if any, and the 
degree of responsibility the auditor is taking.  
 
Reporting Auditors’ Compliance With GAGAS 
 
Audit reports should state that the audit was performed in accordance with GAGAS. 
 
Reporting on Internal Control and on Compliance With Laws, Regulations, and Provisions of 

Contracts or Grant Agreements 

 
When providing an opinion or a disclaimer on financial statements, auditors should include in 
their report on the financial statements either a (1) description of the scope of the auditors’ 
testing of internal control over financial reporting and compliance with laws, regulations, and 
provisions of contacts or grant agreements and the results of those tests or an opinion, if 
sufficient work was performed, or (2) reference to the separate report(s) containing that 
information.  If auditors report separately, the opinion or disclaimer should contain a reference to 
the separate report containing this information and state that the separate report is an integral part 
of the audit and should be considered in assessing the results of the audit. 
 
Reporting Deficiencies in Internal Control, Fraud, Illegal Acts, Violations of Provisions of 

Contracts or Grant Agreements, and Abuse 

 
For financial audits, including audits of financial statements in which the auditor provides an 
opinion or disclaimer, auditors should report, as applicable to the objectives of the audit, (1) 
deficiencies in internal control considered to be reportable conditions as defined by the AICPA 
standards, (2) all instances of fraud and illegal acts unless clearly inconsequential, and (3) 
significant violations of provisions of contracts or grant agreements and abuse.  In some 
circumstances, auditors should report fraud, illegal acts, violations of provisions of contracts or 
grant agreements, and abuse directly to parties external to the audited entity. 



   

When reporting deficiencies in internal control, auditors should identify those reportable 
conditions that are individually or in the aggregate considered to be material weaknesses. 
 
 
 
To the extent possible, in presenting audit findings such as deficiencies in internal control, 
auditors should develop the elements of criteria, condition, cause, and effect to assist 
management or oversight officials of the audited entity in understanding the need for taking 
corrective action. In addition, if auditors are able to sufficiently develop the findings, they should 
provide recommendations for corrective action. 
 

Reporting Views of Responsible Officials 
 
 If the auditors’ report discloses deficiencies in internal control, fraud, illegal acts, violations of 
provisions of contracts or grant agreements, or abuse, auditors should obtain and report the views 
of responsible officials concerning the findings, conclusions, and recommendations, as well as 
planned corrective actions. 
                         
Reporting Privileged and Confidential Information 
 
If certain pertinent information is prohibited from general disclosure, the audit report should state 
the nature of the information omitted and the requirement that makes the omission necessary.  
Certain information may be prohibited from general disclosure by Federal, State, or local laws or 
regulations.  In such circumstances, auditors may issue a separate limited-official-use report 
containing such information and distribute the report only to persons authorized by law or 
regulation to receive it.  If auditors make the judgment that certain information should be 
excluded from a publicly available report, they should state the general nature of the information 
omitted and the reasons that make the omission necessary in the report. 
 
Report Issuance and Distribution 
 
Government auditors should submit audit reports to the appropriate officials of the audited entity 
and to appropriate officials of the organizations requiring or arranging for the audits, including 
external funding organizations such as legislative bodies, unless legal restrictions prevent it.  
Auditors should also send copies of the reports to other officials who have legal oversight 
authority or who may be responsible for acting on audit findings and recommendations and to 
others authorized to receive such reports.  Unless the report is restricted by law or regulation, or 
contains privileged and confidential information, auditors should clarify that copies are made 
available for public inspection.  Nongovernment auditors should clarify report distribution 
responsibilities with the party contracting for the audit and follow the agreements reached. 
   
 



   

ATTACHMENT I 
Rural Rental Housing Loans 

10.415/10.427 
 
 
I. PROGRAM OBJECTIVES 
 
The objective of the RHS Rural Rental Housing (RRH) Loan Program is to provide 
economically designed and constructed housing suited for independent or congregate living of 
senior citizens, handicapped persons, and other persons of low and moderate incomes, who live 
in rural areas. 
 
II. PROGRAM PROCEDURES 
 
Loans are provided to state and local public agencies, individuals, trusts, associations, 
partnerships, consumer cooperatives, and profit and nonprofit corporations upon approval of an 
application to construct or rehabilitate rural rental housing.  Loan funds can only be used for 
authorized purposes within the prescribed loan limits and use limitations.  Most borrowers are 
required to contribute a certain percentage of the development costs and initial operating capital. 
 
After the RRH facilities become operational, borrowers have ongoing management and reporting 
responsibilities.  In this regard, borrowers are responsible for complying with applicable Agency 
regulations and conditions of their Loan Agreement which include, but are not limited to, the 
following: 
 

(a) Providing for proper and efficient management of the RRH project; 
(b) Renting only to eligible tenants; 
(c) Verifying and certifying tenant income and/or employment; 
(d) Entering into lease agreements with tenants; 
(e) Properly computing rental charges and obtaining Agency approval for any 

changes in basic or market rental rates; 
(f) Providing for proper maintenance of the RRH property to protect the Agency’s 

security interests; 
(g) Limiting returns on investments and any advances/paybacks of operating funds; 
(h) Properly accounting for RRH project operations and maintaining required 

accounts; 
(i) Providing accurate monthly and/or annual reports to the Agency; and  
(j) Promptly computing and remitting loan repayments to reflect interest credits, 

averages and rental assistance. 
 



   

III. COMPLIANCE REQUIREMENTS AND AUDIT PROCEDURES 
 
Entities receiving RRH loans are subject to the audit requirements contained in 7 CFR Part 3560, 
Reinvention of the Sections 514, 515, 516, and 521 Multi-Family Housing Programs.  In 
addition, for audit periods ending as of December 31, 2004, auditees should submit audited 
financial statements conducted in accordance with the requirements of Government Auditing 
Standards (i.e., a GAGAS yellow book audit).   
 
Please note; however, that for audit periods ending in the year 2005, entities receiving RRH 
loans will be required to submit audit reports using agreed-upon procedures guidance to be 
issued by the United States Department of Agriculture (USDA) OIG.         
 



   

ATTACHMENT II 
Community Facilities Loans and Grants 

10.766 
 

 
I. PROGRAM OBJECTIVES 
 
As authorized by Section 306 of the Consolidated Farm and Rural Development Act of 1972, as 
amended (7 U.S.C. 1926), the Rural Housing Service Community Facilities (CF) Program 
provides direct and guaranteed loan and grant assistance to rural communities to construct, 
enlarge, expand, or improve essential community facilities in rural communities.  These funds 
are made available for the purpose of providing essential services to rural communities when 
financing is not available from other sources at reasonable rates and terms.  CF loans and grants 
are administered at the state and local level through the USDA Rural Development mission area. 
 
II.  PROGRAM PROCEDURES 
 
CF is authorized to provide direct and guaranteed loan and grant assistance to eligible applicants 
for essential community facilities in rural areas with populations not to exceed 20,000.  Eligible 
applicants include: 
 

(a) A public body, such as a municipality, district, county authority, or other political 
subdivision of a state, territory or commonwealth; 

(b) A non-profit organization; and 
(c) A Federally recognized Indian Tribe. 

 
Grant funds may be used to assist in the development of essential community facilities in rural 
areas.  The Agency will prioritize grant funds to areas with low Medium Household Income and 
low population.  Eligible applicants located in small communities with lower populations and 
lower median household incomes may receive a higher percentage of grant funds.  The amount 
of grant funds provided for a facility shall not exceed 75 percent of the cost of developing the 
facility. 
 
The purpose of CF guaranteed loan assistance is to improve, develop, or finance essential 
community facilities in rural areas.  The purpose is achieved through bolstering the existing 
private credit structure through the guarantee of quality loans which will provide lasting 
community benefits.  Guaranteed loans are loans made by the lender and guaranteed by the Rural 
Housing Service.  The processing of the loan and requirements placed on the organization 
receiving the loan are the lender’s responsibility. 
 



   

7 CFR Part 3575-A, Subpart A, CF Guaranteed Loans, requires the lender to obtain and analyze 
financial statements as required by the Loan Agreement.  It is the lender’s responsibility to notify 
the Agency of any violation of the Loan Agreement with the borrower within 30 days of such 
violation.  The lender is required to submit the borrower’s annual financial statements to the 
Agency servicing official within 120 days of the end of the borrower’s fiscal year.  The lender 
must analyze the financial statements and provide a written summary of the entity’s trends, 
strengths, weaknesses, extraordinary transactions, and other financial conditions of the borrower.  
The lender will require an audit in accordance with the requirements of the OMB Circulars. 
 
7 CFR Part 3570, Subpart B, requires the grantee to submit to the Agency certified 
documentation to support grant funds expended, as required by the Grant Agreement.  
Documentation shall include either an audit report, annual financial statements or appropriate 
documentation in accordance with 7 CFR Part 1942, Subparts A, and C or 7 CFR Part 3570, 
Subpart B, depending upon the purpose and amount of CF grant funds expended.  The auditor 
shall review Form RD 3570-3, “CF Grant Agreement” for information related to financial 
reporting requirements. 
 
III. COMPLIANCE REQUIREMENTS AND SUGGESTED AUDIT PROCEDURES 
 
A. Activities Allowed or Unallowed 

 
Compliance Requirement 
 
Loan funds may be used to: (1) construct, enlarge, extend or otherwise improve essential 
community facilities; (2) to construct or relocate public buildings, roads, bridges, fences, and 
utilities necessary for the successful operation of authorized facilities; (3) to relocate private 
buildings, roads, bridges, fences, and utilities necessary for the successful operations of au-
thorized facilities and (4) to pay certain other expenses when such costs are a necessary part of 
the financed facilities (7 CFR Part 1942-A, 1942.17(d)(1)). 
 
Loan funds may not be used to finance: (1) on-site utility systems or business and industrial 
buildings in connection with industrial parks; (2) facilities used for recreational purposes (this 
restriction does not apply to guaranteed loans); (3) community antenna services; (4) electric 
generation or transmission facilities and telephone systems; (5) facilities which are not modest in 
size, design, or cost; (6) loan or grant finders’ fees; (7) packagers’ fees; (8) new combined 
sanitary and storm water sewer facilities (7 CFR Part 1942-A, 1942.17(d)(2)); (9) projects 
located in coastal barrier resources systems that do not qualify for an exception (7 CFR Part 
3575-A, 3575.25); and (10) projects located in a mudslide hazard area. 
 
During the disbursement of Federal assistance, the Agency must concur in all expenditures 
before they are made.  The borrower must also monitor the use of funds in accordance with 
program regulations (7 CFR Part 1942-A, 1942.17(p). 



   

 
Suggested Audit Procedures 
 
• Test the borrower’s financial records to ascertain that loan funds were only used for eligible 

purposes. 
 

• The auditor must ascertain the purpose of the loan/grant funds. 
 
• The auditor must refer to the Project Summary in the case file to determine the cost of the 

project (7 CFR Part 1942-A, 1942.17(d), 7 CFR Part 3575-A, 3575.24 and 3570-B, 
3570.61(b)).  The Project Summary is prepared by the USDA Rural Development 
representative.  

 
• The auditor should refer to the section in the regulation pertaining to activities allowed and 

unallowed.  Unallowed activities are contained in 7 CFR Part 1942-A, 1942.17(d)(2) and 7 
CFR Part 3575-A, 3575.25.  

 
• Review the current Balance Sheet (Form RD 442-3) to determine if Form RD 442-3 is in 

material agreement with the entity’s accounting records. 
 
• Ascertain whether the borrower obtained prior Agency concurrence for expenditures. 
 
• Review the “Letter of Conditions” (7 CFR Part 1942-A, 1942.5(a) (1)), Letter of Intent to 

meet conditions (Form RD 1942-45), and additional documentation in the case file that 
supports the Agency’s approval of expenditures. 

 
• Review the Project Summary (Form RD 1942-47) for appropriate signatures by the Rural 

Development Manager and State Director.  Regulation reference (7 CFR 1942-A, Part 
1942.5(a)(i)). 

 
• Test the grantee’s financial management system to ensure its adequacy to meet financial 

reporting requirements. 
 
• Review the borrower’s accounting and auditing procedures for grants.  Reference 7 CFR Part 

3570-B, “Community Facilities Grant Program.” 
 
• Based on the audit, ascertain whether the borrower’s financial management system is 

designed to ensure the proper use of loan funds. 
 
• Review the borrower’s accounting and auditing procedures for loans.  Reference 7 CFR Part 

1942-A, 1942.17(q). 
 



   

B. Eligibility 
 

The auditor is not expected to test for eligibility. 
 

 
C. Matching. Level of Effort, Earmarking 
 
Compliance Requirement 
 
Borrowers may be required to provide funds from other sources as specified in the Loan 
Agreement, Grant Agreement or Letter of Conditions issued by Rural Development. (7 CFR Part 
1942-A, 1942.5(a)(1)(i), 7 CFR Part 3570-B, 3570.71(f), and 7 CFR Part 3775-A, 3575.28 and 
3575.64). 
 
Suggested Audit Procedures 
 
• Examine the Grant Agreement, Loan Agreement and Letter of Conditions to ascertain the 

amount of funds to be provided by the recipient. 
 
• Test the financial records to determine if matching fund requirements were met. 
 
• The auditor must ascertain the amount and source of funds.  Determine whether the funds 

were from state or other nonfederal sources. 
 
The CF program does not require matching funds for the CF grant program.  CF can use 75 
percent CF grant fund in a project.  The other 25 percent has to be either CF direct loan, CF 
guaranteed loan, or other funds. 
 
• Test to determine if there was a conditional commitment of guarantee.   
 
D. Reporting Requirements 
 
Compliance Requirement 
 
The following financial or management reports must be periodically submitted to Rural 
Development: 
 
(1)    Annual audited financial statements within 150 days of the entity’s fiscal year-end (7 CFR 
Part 1942-A, 1942.17(q)(4)); 
 
(2)    Form RD 442-2, “Statement of Budget, Income and Equity” (7 CFR Part 1942-A, 
1942.17(q)(5), and OMB No. 0575-0015).  This report covers financial operations relating to the 
borrower’s CF project; or  
 
(3)    Form RD 442-3, “Balance Sheet” (7 CFR Part 1942-A, 1942.17(q)(5) and OMB No 0575-
0015). This report presents the financial status of the borrower’s CF project. 



   

 
Suggested Audit Procedure 
 
• Review Forms RD 442-2 and 442-3, and determine whether the information presented is in 

agreement with the borrower’s financial records. 
• Review prior period audited financial statements and findings to ascertain whether material 

deficiencies or significant changes in financial condition exist.  
 

E. Special Tests and Provisions 
 
Compliance Requirement 
 
A Loan Resolution, Form RD 1942-47 (Loan Resolution, Public Bodies) will be adopted by 
public bodies.  The following sections of the Loan Resolution restrict the financial operations of 
the borrower: Section 6 (sale, transfer and lease of facility); Section 7 (contacts, agreements and 
liabilities); Section 8 (depositories); Section 10 (revenues); and Section 12 (books and records) 
(7 CFR Part 1942-A, 1942.5). 
 
Suggested Audit Procedures 
 
• Review the Loan Resolution and applicable regulations. 
 
• Review and test the financial and related records to determine compliance with the 

restrictions placed on CF borrowers by the Loan Resolution. 
 

Note: The financial requirements are contained in the Letter of Conditions applicable Loan 
Resolution and Grant Agreement. 

 
Compliance Requirement 
 
A Loan Resolution will be adopted by not-for-profit organizations (Loan Resolution Security 
Agreement) RD Form 1942-9.  The following sections of the Loan Resolution restrict the 
financial operations of the borrower; Section 4 (protection and disposition of funds); Section 5c 
(revenues); Section 5e (books and records); Section 5h (contracts, agreements, and liabilities); 
and Section 5i (sale, transfer or lease of facility) (7 CFR Part 1942-A, 1942.5). 
 
Suggested Audit Procedures 
 
• Review the Loan Resolution and applicable regulations. 
 
• Review and test the financial and related records to determine compliance with the 

restrictions placed on CF borrowers by the Loan Resolution. 
 



   

Compliance Requirement 
 
Section 319 of Public Law (P.L.) 101-121, the Department of Interior and Related Agencies 
Appropriations Act, prohibits applicants and recipients of Federal contracts, grants, and loans 
from using appropriated funds for lobbying the Federal Government in connection with a 
specific award.  Section 319 also requires each individual who requests or receives a Federal 
contract, grant, loan, or a Federal commitment to guarantee a loan, to disclose the expenditure of 
any funds, other than appropriated funds, for lobbying activities. 
 
RD Instruction 1940-Q, Restrictions on Lobbying, requires that recipients of assistance 
exceeding certain financial thresholds provide certifications concerning lobbying activities, and 
submit disclosure statements if nonappropriated funds have been used for certain purposes. 
 
Suggested Audit Procedures  

 
• The auditor will test for compliance with the provisions of Section 319 of P.L. 101-121, by 

verifying that the required certifications and disclosure statements have been prepared. 
 
• The auditor must check to ensure certifications and disclosure statements are signed and 

dated by the appropriate officials. 



   

ATTACHMENT III 
Business and Industry Guaranteed Loans 

10.768 
 
 

I. PROGRAM OBJECTIVES 
 
The objective of the Business and Industry (B&I) Guaranteed Loan Program is to improve, 
develop, or finance business, industry, and employment to improve the economic and 
environmental climate in rural communities. 
 
II. PROGRAM PROCEDURES 
 
Loans by private sector lenders to businesses guaranteed by Rural Development Guaranteed 
loans can be sold in the secondary market.  The lender is responsible for loan servicing.  The 
program is administered through the Rural Development State Director who is the point of 
contact for all processing and servicing activities.  Loans must improve the economic and/or 
environmental climate of rural communities by bolstering the existing private credit structure 
through loan guarantees that will provide lasting community benefits. 
 
III. COMPLIANCE REQUIREMENTS AND SUGGESTED AUDIT PROCEDURES 
 
A. Types of Services Allowed or Unallowed 
 
Compliance Requirements 
 
Loans may be used for: 
 
(1)    Business and industrial acquisitions, construction, repair and modernization; 
 
(2)    Purchasing and developing land, easements, buildings, rights-of-way and facilities; 
 
(3)    Purchasing equipment, leasehold improvements, machinery and supplies; 
 
(4)    Pollution control and abatement; 

(5)    Transportation services incidental to industrial development; 

(6)    Startup costs and working capital; 

(7)    Interest subject to certain provisions; 

(8)    Feasibility studies; 



   

(9)    Debt refinancing; and 

(10)  Reasonable professional fees and Agency guarantee fees and charges (7 CFR Part 4279-B, 
section 4279.113). 

 
Compliance Requirements 
 
Loans may not be used for items detailed in 7 CFR Part 4279-B, section 4279.114. 
 
Suggested Audit Procedure 
 
• Test the borrower’s financial records to ascertain that loan funds were only used for eligible 

loan purposes. 
 
B. Eligibility 
 
The auditor is not expected to test for borrower eligibility. 
 
C. Matching, Level of Effort, and/or Earmarking Requirements 
 
• Test to verify if the lender has maintained the appropriate level of ownership of guaranteed 

loan (i.e., 5%). 
 
D. Reporting Requirements 
 
Compliance Requirements 
 
The following financial reports must be submitted periodically for this program: 
 
Annual audited financial statements prepared by an accountant in accordance with Generally 
Accepted Accounting Principles will be required (7 CFR Part 4279-B, section 4279.137(a)). 
 
The Agency may require audited financial statements if loan security concerns warrant, and the 
proposed guaranteed loan will exceed $3 million (7 CFR Part 4279-B, section 4279.137(b)). 
 
Suggested Audit Procedures 
 
• Ascertain whether the borrower complied with any special financial reporting requirements, 

as contained in the loan closing documents or subsequent loan covenant modifications. 
 
• Test the accuracy of the financial reports to the borrower’s financial records. 
 
• Ascertain whether the borrower submitted audited financial statements. 



   

 
• Ascertain whether the lender has adhered to all conditions in the Loan Agreement and 

Conditional Commitment and verify that the lender has submitted a certification to Rural 
Development that these have been met prior to issuance of the Loan Note Guarantee.  

 
E. Special Tests and Provisions 
 
Compliance Requirements 
 
All fees and charges by the lender and others should be similar to those reasonably and 
customarily charged borrowers in similar circumstances in the ordinary course of business (7 
CFR Part 4279-B, section 4279.120). 
 
A minimum of 10 percent tangible balance sheet equity will be required for existing businesses 
at the time the Loan Note Guarantee is issued.  A minimum of 20 percent tangible balance sheet 
equity will be required for new businesses at the time the Loan Note Guarantee is issued (7 CFR 
Part 4279-B, section 4279.131(d)). 
 
Interest rates negotiated between the borrower and lender must not be more than those rates 
customarily charged borrowers in similar circumstances in the ordinary course of business (7 
CFR Part 4279-B, section 4279.125). 
 
The lender is responsible for seeing that the borrower has proper and adequate collateral to 
protect the interest of the lender, and Rural Development (7 CFR Part 4279-B, section 
4279.131(b)). 
 
The loan agreement between the lender and borrower may impose other financial and program 
requirements (7 CFR Part 4279-B, section 4279.161 (b)(11)(xii)). 
 
Suggested Audit Procedures 
 
• Test lender records to determine whether the lender’s fees and other professional fees 

charged to guaranteed borrowers were reasonable and customary.  If packaging services were 
provided by the lender, ascertain from the lender records whether the fees charged 
guaranteed borrowers were comparable to fees charged on lender nonguaranteed loans. 

 
• Ascertain whether the interest rate negotiated between the lender and borrower on guaranteed 

loans was comparable to the rate customarily charged borrowers in similar circumstances on 
lender nonguaranteed loans, adjustments are proper, and appropriate approvals were 
obtained.  

 
• Through visual inspection or record of collateral, test whether collateral pledged as security 

for the loan is being maintained by the borrower. 



   

 
• Ascertain whether the required appraisal reports were prepared by an independent appraiser 

and were timely obtained. 
 
• Test loans (loan and lender’s agreements) relating to the following requirements for 

compliance: 
 

1. Prohibition against assuming liabilities or obligations of others; 
 

2. Restriction on dividend payments; 
 

3. Limitation on purchase or sale of equipment and fixed assets; 
 

4. Limitation on compensation of officers and owners; 
 

5. Minimum working capital requirements; 
 

6. Maximum debt to net worth ratio; 
 

7. Restrictions concerning consolidations, mergers or other circumstances; and 
 

8. Limitations on selling the business without concurrence of the lender and Rural 
Development. 

 
Compliance Requirement 
 
Section 319 of Public Law (P.L.) 101-121, the Department of Interior and Related Agencies 
Appropriations Act, prohibits applicants and recipients of Federal contracts, grants, and loans 
from using appropriated funds for lobbying the Federal government in connection with a specific 
award.  Section 319 also requires each individual who requests or receives a Federal contract, 
grant, loan, or a Federal commitment to guarantee a loan, to disclose the expenditure of any 
funds, other than appropriated funds, for lobbying activities. 
 
RD Instruction 1940-Q, Restrictions on Lobbying, requires that recipients of assistance 
exceeding certain financial thresholds provide certifications concerning lobbying activities, and 
submit disclosure statements if nonappropriated funds have been used for certain purposes. 
 
Suggested Audit Procedures  

 
• The auditor will test for compliance with the provisions of Section 319 of P.L. 101-121, by 

verifying that the required certifications and disclosure statements have been prepared. 
 
• The auditor must check to ensure certifications and disclosure statements are signed and 

dated by the appropriate officials. 
 



   

ATTACHMENT IV 
Intermediary Relending Program 

10.767 
 
 

I. PROGRAM OBJECTIVES 
 
The objective of the RBS’ Intermediary Relending Program (IRP) is to alleviate poverty and 
increase economic activity and employment in rural communities.  In particular, IRP targets 
disadvantaged and remote communities, through financing, primarily towards smaller and 
emerging businesses, in partnership with other public and private resources, and in accordance 
with state and regional strategy based on identified community needs. 
 
II. PROGRAM PROCEDURES 
 
Loans are made by the RBS to intermediaries that establish or recapitalize Revolving Loan Fund 
programs for the purpose of providing loans to ultimate recipients for business facilities and 
community development.  The intermediary is responsible for determining eligibility, credit 
quality, and loan documentation for the ultimate recipient’s loan.  Loans must improve 
community facilities and employment opportunities and increase economic activity in rural areas 
by financing business facilities and community development. 
 
III. COMPLIANCE REOUIREMENTS AND SUGGESTED AUDIT PROCEDURES 
 
A. Types of Services Allowed or Unallowed 
 
Compliance Requirements 
 
Loans may be used for:   
 
(1)    Business and industrial acquisitions; 
 
(2)    Business construction, conversion, enlargement, repair, modernization, or development; 
 
(3)    Purchasing and developing land, easements, right-of-ways, buildings, facilities, leases, or 
materials; 
 
(4)    Purchasing equipment, leasehold improvements, machinery and supplies; 
 
(5)    Pollution control and abatement; 
 
(6)    Transportation services; 
 
(7)    Start-up operating costs and working capital; 



   

 
(8)    Interest (including interest on interim financing) during the period before the facility 
becomes income producing, but not to exceed 3 years; 
 
(9)    Feasibility studies; 
 
(10)  Debt refinancing; 
 
(11)  Reasonable fees and charges; 
 
(12)  Hotels, motels, tourist homes, bed and breakfast establishments, convention centers, and 
other tourist and recreational facilities except as prohibited by 7 CFR Part 4274-D, 4274.319; 
 
(13)  Educational institutions; and 
 
(14)  Revolving lines of credit. 
 
Compliance Requirements 
 
Loans may not be used for:  
 
(1)    Payment for administrative costs or expenses for the intermediary; 
 
(2)    Assistance in excess of what is needed to accomplish the purpose of the ultimate recipient’s 
project; 
 
(3)    Distribution or payment to the owner, partners, shareholders, or beneficiaries of the 
ultimate recipient or members of their families; 
 
(4)    Charitable institutions that would not have revenue from sales or fees to support the 
operation and repay the loan; 
 
(5)    Assistance to government employees, military personnel, or principals or employees of the 
intermediary or organizations for which such persons are directors or officers or in which they 
have ownership of 20 percent or more; 
 
(6)    To an ultimate recipient that has an application pending with a loan outstanding from 
another intermediary involving an IRP revolving fund; 
 
(7)    Agricultural production; 
 
(8)    Transfer of ownership unless the loan will keep the business from closing or prevent the 
loss of employment opportunities in the area, or provide expanded job opportunities; 



   

 
(9)    Community antenna television services or facilities; 
 
(10)  Any illegal activity; 
 
(11)  Any project in violation of either a Federal, state, or local environmental protection law or 
regulation or an enforceable land use restriction unless the assistance given will result in curing 
or removing the violation; 
 
(12)  Lending and investment institutions and insurance companies; or 
 
(13)  Golf courses, race tracks, or gambling facilities. 
 
The auditor is not expected to test for types of services allowed or unallowed. (7 CFR Part 4272-
D, 4274.319). 
 
B. Eligibility 
 
The auditor is not expected to test for borrower eligibility. 
 
C. Matching, Level of Effort, and/or Earmarking Requirements 
 
There are no matching level or effort, and/or earmarking requirements. 
 
D. Reporting Requirements 
 
Compliance Requirements 
 
The following financial reports must be submitted periodically for this program: 
 
(1)    Annual audited financial statements prepared by an independent certified public accountant 
in accordance with Generally Accepted Government Auditing Standards (CFR Part 4274-D, 
4274.338(b)(4)(i)(A)); 
 
(2)    Quarterly and semiannual reports (7 CFR Part 42724-D, 4274.338(b)(4)(ii)(A); 
 
(3)    Annual proposed budget for the following year (7 CFR Part 4274-D, 4274.338(b)(4)(iii)); 
and 
 
(4)    Other reports as the Agency may require from time to time (7 CFR Part 4274-D, 
4274.338(b)(4)(iv)). 
 



   

Suggested Audit Procedures 
 
• Ascertain whether the borrower complied with any special financial reporting requirements, 

as contained with the loan closing documents or subsequent loan covenant modifications. 
 
• Test the accuracy of the financial reports to the borrower’s financial records. 
 
• Ascertain whether the borrower submitted audited financial statements, as required. 
 
E. Special Test and Provisions 
 
Compliance Requirements 
 

Loans made by the Agency shall bear interest at a fixed rate of 1 percent per annum over the 30-
year term of the loan.  
 
Interest rates charged by intermediaries to ultimate recipients on loans from the IRP revolving 
fund shall be negotiated by the intermediary and ultimate recipient.  The rate must be within 
limits established by the intermediary’s work plan, approved by the Agency (7 CFR Part 4274-D, 
4274.325(b)). 
 
Security for all loans to intermediaries must be such that the repayment of the loan is reasonably 
assured, when considered along with the intermediary’s financial condition, work plan, and 
management ability.  It is the responsibility of the intermediary to make loans to ultimate 
recipients in such a manner that will protect the interests of the intermediary and the Federal 
Government (7 CFR Part 4274-D, 4274.326(a)). 
 
Suggested Audit Procedures 
 
• Test intermediary records to determine whether the interest rate charged is the lowest rate 

sufficient to cover the loan’s proportional share of the IRP revolving fund’s debt service 
costs, reserve for bad debts, and administrative costs. 

 
• Test other banks or financial institutions to determine if better interest rates and terms are 

available (7 CFR Part 4274-D, 4274.325(b)). 
 
• Test to determine if all reserves and other cash in the IRP revolving loan fund not 

immediately needed for loans to ultimate recipients or other authorized uses will be deposited 
in accounts in banks or other financial institutions.  These accounts should be fully covered 
by the Federal Deposit Insurance Corporation or fully collateralized with U.S. Government 
obligations, and must be interest-bearing.  Any interest earned thereon remains a part of the 
IRP revolving fund (7 CFR Part 4274-D, 4274.332(b)(5)). 



   

 
• Ascertain whether the intermediary maintains a separate ledger and segregated bookkeeping 

and bank accounts for IRP funds as required in 7 CFR Part 4274-D, 4274.332(b). 
 
• Ascertain whether the Agency’s IRP loan funds are placed in the intermediary’s IRP 

revolving fund and used by the intermediary to provide direct loans to eligible ultimate 
recipients (7 CFR Part 4274-D, 4274.314(a)). 

 
Compliance Requirement 
 
Section 319 of Public Law (P.L.) 101-121, the Department of Interior and Related Agencies 
Appropriations Act, prohibits applicants and recipients of Federal contracts, grants, and loans 
from using appropriated funds for lobbying the Federal government in connection with a specific 
award.  Section 319 also requires each individual who requests or receives a Federal contract, 
grant, loan, or a Federal commitment to guarantee a loan, to disclose the expenditure of any 
funds, other than appropriated funds, for lobbying activities. 
 
RD Instruction 1940-Q, Restrictions on Lobbying, requires that recipients of assistance 
exceeding certain financial thresholds provide certifications concerning lobbying activities, and 
submit disclosure statements if nonappropriated funds have been used for certain purposes. 
 
Suggested Audit Procedures  

 
• The auditor will test for compliance with the provisions of Section 319 of P.L. 101-121, by 

verifying that the required certifications and disclosure statements have been prepared.  The 
auditor must check to ensure certifications and disclosure statements are signed and dated by 
the appropriate officials.  



   

ATTACHMENT V 
Rural Economic Development Loans and Grants 

10.854 
 
I. PROGRAM OBJECTIVES 
 
The purpose of the Rural Economic Development Loan and Grant (REDLG) Program is to 
promote rural economic development and job creation projects through electric and 
telecommunication utilities financed by the Rural Utilities Service (RUS). 
 
II. PROGRAM PROCEDURES 
 
Loans and grants are made to RUS electric and telecommunications borrowers to assist in 
financing a wide range of business and community development projects in rural areas.  The 
program is authorized under the Rural Electrification Act of 1936, as amended, Title III, U.S.C. 
930-940c.  The program is administered by the Rural Business-Cooperative Service. 
 
III. COMPLIANCE REQUIREMENTS AND AUDIT PROCEDURES 
 
RUS borrowers receiving REDLG loans and grants are subject to the audit procedures and 
requirements contained in 7 CFR Part 1773, Policy on Audits of RUS Borrowers. 



   

ATTACHMENT VI 
Office of Inspector General (OIG) Addresses 

 
 
 
1. OIG - Audit - Northeast Region 
 5601 Sunnyside Avenue, STOP 5300 
 Suite 2-2230 
 Beltsville, Maryland 20705-5300 
 (301) 504-2100 
 

States Served:  Delaware, District of Columbia, Maryland, Pennsylvania, Virginia, West 
Virginia, Connecticut, Maine, Massachusetts, New Hampshire, New Jersey, New York, 
Rhode Island, and Vermont. 

 
 
2. OIG - Audit - Southeast Region 
 401 W. Peachtree Street, NW., Room 2328 
 Atlanta, Georgia 30308 
 (404) 730-3210 
 

States Served:  Alabama, Florida, Georgia, Kentucky, Mississippi, North Carolina, Puerto 
Rico, South Carolina, and Tennessee, and Virgin Islands. 

 
 
3. OIG - Audit - Midwest Region 
 111 N. Canal Street, Suite 1130 
 Chicago, Illinois 60606-7295 
 (312) 353-1352 
 
 States Served:  Illinois, Indiana, Michigan, Minnesota, Ohio, and Wisconsin. 
 
 
4. OIG - Audit - Southwest Region 
 101 South Main Street, Room 324 
 Temple, Texas 76501 
 (254) 743-6565 
 
 States Served:  Arkansas, Louisiana, New Mexico, Oklahoma, and Texas. 
 
 



   

5. OIG - Audit - Great Plains Region 
 8930 Ward Parkway, Suite 3016 
 Kansas City, Missouri 64114 
 (816) 926-7667 
  

States Served:  Colorado, Iowa, Kansas, Missouri, Montana, Nebraska, North Dakota, 
South Dakota, Wyoming, and Utah. 

 
 
6. OIG - Audit - Western Region 
 75 Hawthorne Street, Suite 200 
 San Francisco, California 94105-3920 
 (415) 744-2851 
 

States Served:  Alaska, Arizona, California, Hawaii, Idaho, Nevada, Oregon, Territory of 
Guam, Trust Territories of the Pacific, and Washington. 



   

October 7, 2004 
 
SUBJECT: Transit Benefit Program 

  
 
  TO: All Rural Development Employees 
 
 
The Public Transportation Benefit Program Application (AD-1147) (see attached) has been 
revised to address the multiple incidents of fraud and abuse of the transit subsidy benefit 
program that have occurred over the past two years.  The Department has revised the  
AD-1147 to make the employee more accountable for providing accurate information, and to 
thereby reduce these incidents.  The revised form adds a work sheet that must be completed by 
the employee and provides for the applicant’s and their supervisor’s signatures attesting that the 
information provided is accurate.   
 
Implementation of the revised AD-1147 became effective on October 1, 2004.  Previous versions 
of the form are obsolete.  All eligible participants (including current participants) must re-certify 
using the revised form.  All re-certifications must be completed by December 10, 2004.  Current 
participants who do not re-certify by December 10, 2004, will be removed from the transit 
program.  Rural Housing Program and Rural Business-Cooperative Program use agency code 07.  
Rural Utilities Program use agency code 15.  
 
Field employees should return their completed AD-1147 to their local transit coordinator and 
National Office employees should submit their completed AD-1147 to Judy Steer at Stop 0740.  
Please print RECERTIFICATION in the block containing the title of the form on the first page.  
Also, please do not fax re-certification forms. 
 
The Department has cleared the revised AD-1147 through the Office of the General Counsel 
regarding the propriety of the employee information requested on the AD-1147. 
 
If you have any questions, please contact Judy Steer at (202) 692-0012, or by e-mail at 
judy.steer@usda.gov. 
 
(Signed by THOMAS HANNAH)  for 
 
SHERIE HINTON HENRY 
Deputy Administrator  
  for Operations and Management 
 
Attachment 
 
EXPIRATION DATE:             FILING INSTRUCTIONS: 
October 31, 2005              Administrative/Other Programs 
 
Sent by electronic mail on 10-07-04 at 10:30 a.m. by AAPAS. 



DEPARTMENT OF AGRICULTURE 
PUBLIC TRANSPORTATION BENEFIT PROGRAM APPLICATION 

(Please type or print legibly in blue or black ink) 
ACTION REQUESTED (CHECK ONE):   ___New  ___Change   ___Cancellation      Temporary NTE DATE: _________________ 
NOTE:  Items 1 through 12, and the reverse side of this form must be completed in full before submitting to your designated Commuter Benefit Coordinator. 

APPLICANT INFORMATION 
1. NAME OF APPLICANT (Last, First, Middle 

Initial) 
 

2. WORK ADDRESS  (Street, City, State, Zip  
Code) (If applicable: Div/Unit, Rm #/ Sub 
Unit) 

 
 
 

 
E-MAIL ADDRESS (Optional): 
 
 

3. HOME ADDRESS  (Street, City, State, Zip 
Code) 

 

4.  USDA AGENCY CODE (See Codes Below)  5. EMPLOYEE SOCIAL SECURITY                      
NUMBER  (last 4 numbers): _________ 

6.  WORK TELEPHONE NUMBER 

7. MODE (S) OF TRANSPORTATION TO BE 
USED DAILY TO COMMUTE TO AND 
FROM WORK. 

 
     ___Bus     ___Light Rail   ___ Subway    
     ___Ferry   ___Train    ___Authorized Vanpool 
     ___Other (Specify) ___________________ 

8. TYPE OF FARE MEDIA YOU USE. 
 
     ___Fare card    ___Tickets   ___Pass 
     ___Tokens         __Voucher 
     ___SmarTrip Card 
     ___Other (Specify) ____________________ 

9. TYPE OF REDUCED FARE PUBLIC 
TRANSPORTATION RATE YOU RECEIVE. 

 
___Disability 
___Senior Citizen  

10.  Prior to applying for this benefit, how did you commute to work (Check One)  ___Drive   ___Bus   ___Train   ___Vanpool   ___Ferry   ___Other 
EMPLOYEE CERTIFICATION 

WARNING:  This certification concerns a matter with the jurisdiction of an agency of the United States and making a false, 
fictitious, or fraudulent certification may render the maker subject to criminal prosecution under Title 18, United States Code, 
Section 1001; Civil Penalty Action, providing for administrative recoveries of up to $10,000 per violation; and/or agency 
disciplinary actions up to and including removal from Federal Service. 
 

• I certify I am employed by the Department of Agriculture. 
• I certify I am eligible for a public transportation fare benefit.  I will use it for my daily commute to and from work.  I will not give, sell, or 

transfer it to anyone else. 
• I certify I am not a member of a carpool.   I do not receive disability or executive parking privileges. 
• I certify the monthly transit benefit I am receiving does not exceed my monthly commuting costs. 
• I certify that in any given month, I will not use the Government-provided transit benefit in excess of the statutory limit.  If my commuting costs 

per month on public transportation exceed the monthly statutory limit, then I will continue to use public transportation and will supplement those 
additional costs with my own funds. 

• I certify I am responsible for returning ALL partially used and unused fare media to my agency’s designated Commuter Benefit Coordinator three 
working days before my effective date of reassignment, transfer, resignation, retirement, etc. 

• I certify my usual monthly public transportation commuting costs (excluding any parking costs) are $___________(amount is taken from 
completed worksheet on back page).  

11. SIGNATURE OF EMPLOYEE 
 
 

12.  DATE 

VERIFICATION – COMMUTER BENEFIT COORDINATOR 
13.   NAME OF COMMUTER BENEFIT COORDINATOR 
 
Judy Steer 

14. AGENCY MAXIMUM BENEFIT  (If applicable – the amount may be 
lower than the statutory requirement based on Union Negotiations, etc.) 

$100 
15. SIGNATURE OF COMMUTER BENEFIT COORDINATOR 

 
16.  DATE 

PRIVACY ACT STATEMENT 
This information is solicited under authority of Public Law 101-509.  Furnishing the information on this form is voluntary, but failure to do so may result in 
disapproval of your request for a public transportation transit fare benefit.  The purpose of this information is to facilitate timely processing of your request, 
to ensure your eligibility, and to prevent misuse of the funds involved.  This information will be provided to the Department of Transportation to administer 
this program and to ensure that you are not listed as a carpool participant or a holder of any other form of vehicle work site parking permit with USDA or 
any other Federal Agency. 

AGENCY CODES 
01 Office of the Secretary                                    18    Economic Research Svc                                  38      Office of Chief Economist 
02 Agricultural Marketing Svc                           20    National Agricultural Statistics Svc              42      Office of Budget and Program Analysis 
03 Agricultural Research Svc                             22    Cooperative State Research,                           90     Office of the Chief Financial Officer 
07 Rural Housing Svc                                                   Education, and Extension Svc                       DA    Departmental Administration 
08 Risk Management Agency                              23    Office of Inspector General                           EO    Office of Civil Rights 
10 Foreign Agricultural Svc                                30    Food and Nutrition Svc                                  ES     Office of the Executive Secretariat 
11 Forest Svc                                                         32    Rural Business-Cooperative Svc                   FA     Farm Service Agency 
13 Office of Communications                              34    Animal and Plant Health Inspection Svc      IT     Office of the Chief Information Officer 
14 Office of General Counsel                              36    Grain Inspection, Packers, & Stockyards     NA    National Appeals Division 
15 Rural Utilities Svc                                                   Administration                                                 SC    National Sheep Industry Improvement 
16     Natural Resources Conservation Svc            37    Food Safety and Inspection Svc                              Center 

COMPLETE PUBLIC TRANSPORTATION BENEFIT EXPENSE WORK SHEET ON BACK          AD-1147 (October 2004) 
                                                      (Other versions of form obsolete) 



 
PUBLIC TRANSPORTATION BENEFIT EXPENSE WORK SHEET 
NOTE:  USDA Form AD-1147, Public Transportation Benefit Program Application, requires USDA participants to calculate their usual 
monthly mass transit commuting cost to the nearest dollar for their daily commute to and from work.  This work sheet must be completed to 
receive transit subsidy benefits. 
 
INSTRUCTIONS:  Calculate your total monthly mass transit expenses by the way you pay for your roundtrip daily commute to and from 
work. Using the work sheet below, select your mode of mass transportation and identify the roundtrip cost based on how you pay (i.e. daily, 
weekly, monthly) for your fare media and convert all costs to a total monthly amount.   REMINDER:  It is possible that an employee 
may have a combination of daily, weekly or monthly expenses in computing his/her total monthly commuting costs. 
 
REMEMBER:  Parking fees are not allowed and cannot be included when computing monthly transit costs.  If you are a person with a 
disability or a senior citizen receiving reduced rates, you must calculate the reduced fare rate you pay. 

MODE OF 
TRANSPORTATION 

04 DEPARTURE 
16 LOCATION 

NAME OF 
COMPANY 

DAILY 
EXPENSE 

WEEKLY 
PASS 

EXPENSE 

MONTHLY 
PASS 

EXPENSE 
Bus  (circle applicable) 
 
Local - Commuter - County 

 
 

 $ $ $ 

Rail  (circle applicable) 
 
Light Rail - Subway 

  $ $ $ 

Commuter Train  
 

  $ $ $ 

Vanpool (authorized) 
 

  $ $ $ 

Ferry 
 

  $ $ $ 

Other (Specify) 
 

  $ $ $ 

   TOTAL COST   $ $ $ 
 

CONVERTING DAILY AND WEEKLY COST TO MONTHLY COST 
40 HOUR WORKWEEK SCHEDULE CONVERSION 

8 HOUR WORK DAY CONVERSION 9 HOUR WORK DAY CONVERSION 10 HOUR WORKDAY CONVERSION 
Daily Cost        No. Days           Total Cost  
                         Worked              Per Month 
 
$                        x’s 21                $ 

Daily Cost          No. Days            Total Cost 
                           Worked               Per Month 
 
$                           x’s 19                $ 

Daily Cost        No. Days            Total Cost 
                         Worked               Per Month 
 
$                        x’s 17                $ 

LESS THAN 40-HOUR WORKWEEK SCHEDULE CONVERSION 
Complete this section if your work schedule has you out of the official duty station location for less than 40 hours per week. 

(i.e. telework,  part-time, regularly scheduled travel, etc.) 
Daily Mass Transit Cost 
 
$  

Number of Days Worked Per Month 
                
               x 

Total Daily Cost Per Month 
 
$ 

WEEKLY PASS CONVERSION (If applicable) 
Weekly Mass Transit Cost 
 
$ 

Number of  Weeks Per Month 
                
                x 4 

Total Weekly Cost Per Month 
 
$ 

NOTE:  If the scheduled number of hours you work per month changes, see your Commuter Benefit Coordinator for options. 
TOTAL MONTHLY COMMUTING COSTS 

TOTAL DAILY COST PER MONTH (if applicable) 
 

$ 

TOTAL WEEKLY COST PER MONTH (if applicable) 
 

$ 

TOTAL MONTHLY COST PER MONTH (if applicable) 
 

$ 

GRAND TOTAL OF MONTHLY COMMUTING COSTS (rounded to 
the nearest dollar). Transfer to front page under Employee Certification. 

$ 

EMPLOYEE CERTIFICATION 
NAME OF EMPLOYEEE (Please print name) SIGNATURE OF EMPLOYEE DATE 

 
 

SUPERVISOR CERTIFICATION OF WORK SCHEDULE 
NAME OF SUPERVISOR (Please print name) SIGNATURE OF SUPERVISOR DATE 

 
 

BACK OF AD FORM 1147, October  2004 (Revised – Other versions of form obsolete) 
 
 



   

October 7, 2004 
 
 
 
 
SUBJECT: Security Awareness Bulletin 
 
 
 TO: All National Office and St. Louis Rural Development Employees 
 
 
Two recent events occurred effecting Rural Development and the Service Center Agencies that 
require Rural Development employees’ immediate attention.  The first pertains to northwestern 
field offices being visited by a white male, 5' 10", who identifies himself as being with 
Information Technology (IT) and asks for employee passwords to resolve existing problems.  
Fortunately, field personnel did not provide the individual any sensitive information, and advised 
the Rural Development Information Systems Security Staff (ISSS) and the neighboring counties 
with USDA offices to alert them in the event the perpetrator(s) decide to increase their range.   
 
The second event deals with a hoax electronic mail (e-mail) that has been seen throughout the 
Service Center Agencies with the following subject line:  “How one can become a terrorist?”  
(Please note, this is a direct quote from the e-mail “TO:” line.)  If you receive this e-mail, do not 
be alarmed.  Please delete it from your e-mail account and remove it from your e-mail trash.  The 
appropriate Federal officials have been alerted and are investigating this hoax. 
 
The Common Computing Environment (CCE) has notified the appropriate Information Resource 
Managers who have been asked to educate the field Service Center Agencies.  The likelihood of 
the first instance occurring in the National Office or in St. Louis is slim, but each Rural 
Development employee should be aware of these situations and the proper steps to take if a 
suspicious individual either calls or visits asking for sensitive/privileged information.  In that 
event, the best approach is to ask questions of the individual and tell that individual that you will 
get back to them after asking for authorization from your supervisor.  Then report the incident to 
both your supervisor and the ISSS by calling (314) 335-8814 or by e-mail at 
security.mail@stl.rural.usda.gov so that the incident can be properly investigated. 
 
 
 
 
EXPIRATION DATE:   FILING INSTRUCTIONS: 
October 31, 2005    Administrative/Other Programs 



   

Thank you in advance for your cooperation in this matter.  Your vigilance will help to protect 
both Rural Development’s physical as well as cyber security.  If you have any questions, contact 
the ISSS at the telephone number or e-mail address listed above.    
 
 
(Signed by Thomas E. Hannah) for 
 
SHERIE HINTON HENRY 
Deputy Administrator  
   for Operations and Management 



   

October 10, 2004 
 
 
 
 
          TO: State Directors 
  Rural Development 
 
 
     ATTN: Rural Housing Program Directors,  

Multi-Family Housing Program Directors  
and Coordinators, State Appraisers, State  
Architects, Multi-Family Housing Specialists 

 
 
     FROM: Russell T. Davis  
  Administrator 
  Rural Housing Service 
 
 
SUBJECT: Changes in Multi-Family Housing Cost Estimating  

Resources Used by Rural Development  
 
 
Rural Development is discontinuing use of Marshall & Swift's PC-80 (System 84) and 
IntegriClaim software applications for new construction, rehabilitation, and repair cost estimates.  
These programs are being replaced with Marshall & Swift's Marshall Valuation Service and R.S. 
Means' Building Construction Cost Data and Repair & Remodeling Cost Data manuals.  
 
Rural Development's contract with Marshall & Swift has been modified to discontinue quarterly 
updates of PC-80 (System 84) and IntegriClaim, as of September 30, 2004.  These software 
applications were used for new construction, rehabilitation, and repair cost estimates.  Based on 
surveys of the users of these applications, the programs were difficult to use because of problems 
with loading, accessing, and acquiring and maintaining the skills to run the programs.  Cost 
estimating manuals that are easier to use and more cost effective have been procured by the 
Agency.  
 
State Office staff who have been using the PC-80 and IntegriClaim programs (i.e. State 
Architects, Engineers, Appraisers, and Multi-Family Housing Specialists) should be informed 
that the quarterly data updates for these programs will no longer be delivered and that Marshall 
& Swift should not be contacted for anything regarding these programs.  Technical support or 
shipment of a quarterly update by the company would constitute an "unauthorized commitment" 
for which the Agency would have to compensate Marshall & Swift.  The company has been 
instructed to advise its technical support staff not to provide further support and updates for these 
programs to Rural Development. 
 
 
EXPIRATION DATE:       FILING INSTRUCTIONS: 
October 31, 2005      Housing Programs



   

 
The Marshall & Swift contract was further modified to provide State Appraisers with a copy of 
Marshall Valuation Service, with quarterly updates.  The Marshall Valuation Service is a 
complete, authoritative appraisal guide for developing replacement costs, depreciated values, and 
insurable values of buildings and other improvements.  It is a resource used by most commercial 
real estate appraisers.  Marshall & Swift will ship copies of Marshall Valuation Service directly 
to the State Appraisers by October 22, 2004.  Quarterly updates will follow.  The distribution list 
that will be used by Marshall & Swift for Marshall Valuation Service and the updates is 
attached.  Revisions to this distribution list should be e-mailed to Brett Morgan 
(brett.morgan@usda.gov), the Contracting Officer's Representative (COR).   
 
Marshall & Swift will continue to provide Rural Development with the Residential Cost 
Handbook quarterly updates and the Housing Model, used by Single Family Housing. 
 
Rural Development has contracted with R.S. Means to provide cost estimating manuals for new 
construction, rehabilitation, and repair cost estimates for multi-family housing.  One copy of the 
2005 Edition of Building Construction Cost Data and one copy of the 2005 Edition of Repair & 
Remodeling Cost Data will be shipped to each State Office by October 29, 2004.  These cost 
estimating manuals are published annually, and the new editions are not available until mid-
October.  The distribution list that will be used by R.S. Means for the manuals is attached.  
Revisions to this distribution list should also be e-mailed to Brett Morgan 
(brett.morgan@usda.gov), the COR.  The manuals should be forwarded to the State Architect or 
other staff member responsible for Multi-Family Housing cost estimates and evaluations.  This 
staff member should provide feedback during the base year of the contract (October 1, 2004 - 
September 30, 2005) to the COR regarding the adequacy of these manuals to provide the cost 
data necessary for the Agency's needs.         
 
 
Attachments 



   

 
ATTACHMENT I,  Marshall & Swift Distribution List of USDA Rural Development   
Users of Marshall Valuation Service (Mailing Addresses for Quarterly Updates)  
         
Dennis R. Greene  James Harmon  Denise Umfleet  
RD State Appraiser  RD State Appraiser  RD State Appraiser  
USDA / Rural Development P.O. Drawer 1885  420 N. Hampton  
4121  Carmichael Road Jonesboro, AR 72403 Russellville, AR 72801 
Suite 601, Sterling Centre james.harmon@ar.usda.gov denise.umfleet@ar.usda.gov 
Montgomery, AL 36106 870-972-4720  479-968-3497 x111  
dennis.greene@al.usda.gov       
334-279-3457        
         
Fred Smith  Clarence Williams  Brett Morgan  
RD State Appraiser  RD State Appraiser  MFHPD Review Appraiser 
3530 W. Orchard Ct.  655 Parfet St.  USDA / Rural Housing Service 
Visalia, CA 93277  Room E-100  South Building / Stop 0781 
fred.smith@ca.usda.gov Lakewood, CO 80215 1400 Independence Ave., SW 
559-734-8732 x107  clarence.williams@co.usda.gov Washington, D.C. 20250 
   720-544-2913  brett.morgan@usda.gov 
      202-720-1620  
         
Pat Baker   Elizabeth Whitaker  Ronald Clark  
MFH Coordinator  MFH Program Director RD State Appraiser  
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
4607 S. Dupont Highway P.O. Box 147010  355 E. Hancock Ave.  
Camden, DE 19934  Gainesville, FL 32614-7010 Mail Stop 306  
pat.baker@de.usda.gov elizabeth.whitaker@fl.usda.gov Athens, GA 30601  
302-697-4314  352-338-3465  ron.clark@ga.usda.gov 
      706-546-2169  
         
Kenneth Phillips  Alvin Okamoto  Kathy Rice  
RD State Appraiser  RD State Appraiser  RD State Appraiser  
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
355 E. Hancock Ave.  Room 311, Federal Building 210 Walnut St.  
Mail Stop 306  154 Waianuenue Ave. Room 873   
Athens, GA 30601  Hilo, HI 96720  Des Moines, IA 50309 
ken.phillips@ga.usda.gov alvin.okamoto@hi.usda.gov kathy.rice@ia.usda.gov 
706-546-2169  808-933-8314  515-284-4877  
         
Mike Boyle  Karen Riskedahl  Steve Malan  
RD State Appraiser  RD State Appraiser  RD State Appraiser  
205 W. South St.  1619 N. Lake  9173 W. Barnes  
Suite 1   Storm Lake, IA  Suite A-1   
Tipton, IA 52772-1658 50588-1107  Boise, ID 83709  
mike.boyle@ia.usda.gov karen.riskedahl@ia.usda.gov steve.malan@id.usda.gov 
563-886-6006 x119  712-732-1851  208-378-5629  
         



   

 
Ron Firkins  Martha K. Magers  Darryl Steffen  
PSS Director  RD State Appraiser  RD State Appraiser  
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
2118 W. Park Court, Suite A 912 S. Commercial   1802 N. Division St., Suite 218 
Champaign, IL 61821-2986 Harrisburg, IL  62946  Morris, IL   60450  
ronald.firkins@il.usda.gov martha.magers@il.usda.gov darryl.steffen@il.usda.gov 
217-403-6200 x6217  618-252-8621  815-942-9390 x104  
         
Norman Reed  Peggy Carbine  Donna Herald  
RD State Appraiser  RD State Appraiser  RD State Appraiser  
USDA / Rural Development USDA / Rural Development 30 Taylor Avenue  
1303 SW First American Place 486 Helton Street    Winchester, KY 40391 
 Suite 100   Williamstown, KY  41097 donna.herald@ky.usda.gov 
Topeka, KS 66604-4040 peggy.carbine@ky.usda.gov 859-224-7331  
norman.reed@ks.usda.gov 859-824-7171     
785-271-2723        
         
Yvonne R. Emerson  Richard Lavoie  Duke Simoneau  
MFH Program Director Senior Appraiser   RD State Appraiser  
USDA / Rural Development USDA / Rural Development P.O. Box 405  
3727 Government St.  451 West St., Suite 2 Bangor, ME 04402  
Alexandria, LA 71302 Amherst, MA 01002  duke.simoneau@me.usda.gov 
yvonne.emerson@la.usda.gov rich.lavoie@ma.usda.gov 207-990-9110  
318-473-7962  508-295-5151 x141     
         
Garth Holmquist  Roy Obreiter  Thomas DeCrans  
RD State Appraiser  RD State Appraiser  PSS Director  
7192 E. 34 Road  3100 West Quimby Road 375 Jackson St., Suite 410 
Cadillac, MI 49601  Hastings, MI 49058  St. Paul, MN 55101  
garth.holmquist@mi.usda.gov roy.obreiter@mi.usda.gov thomas.decrans@mn.usda.gov 
231-775-7681 x4  269-948-3063  651-602-7790  
         
Kenneth Hennings  Kim Carroll  Bill Lott   
SLD Branch Chief  Area Specialist  PSS Director  
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
South Building / Stop 3225 1216 Stad Ave., Suite 3 Federal Building, Suite 831 
1400 Independence Ave., SW Union City, TN 38281  100 W. Capitol St.  
Washington, D.C. 20250 kim.carroll@tn.usda.gov Jackson, MS 39269  
kenneth.hennings@usda.gov 615-783-1300  bill.lott@ms.usda.gov 
202-690-3809     601-965-4322  
         
Joe Gannim  Kenneth Spencer  Roy Hearon  
RD State Appraiser  RD State Appraiser  RD State Appraiser  
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
Federal Building, Suite 831 Federal Building, Suite 831 406 N. Martin L. King Blvd. 
100 W. Capitol St.  100 W. Capitol St.  Cleveland, MS 38732  
Jackson, MS 39269  Jackson, MS 39269  roy.hearon@ms.usda.gov 
joseph.gannim@ms.usda.gov kenneth.spencer@ms.usda.gov 662-846-1448  
601-965-4322 x145  601-965-4322 x141     



   

 
Laurie Vincent (2 copies) Edward C. Spence, Jr. Mike Willard  
USDA / Rural Development RD State Appraiser  RD State Appraiser  
P.O. Box 850  2738 Pauls Path Road P.O. Box 654  
Bozeman, MT 59771  Kinston, NC  28504  Albemarle, NC 28002  
laurie.vincent@mt.usda.gov eddie.spence@nc.usda.gov mike.willard@nc.usda.gov 
406-585-2513  252-526-9799  704-982-7758  
         
Dennis Winters  Jimmy Gay  Raymond Homer  
RD State Appraiser  RD State Appraiser  Assistant to the State Director 
P.O. Box 390  USDA / Rural Development USDA / Rural Development 
Shallotte, NC 28459  945-B West Andrews Avenue 601 Business Loop 70 West 
dennis.winters@nc.usda.gov Henderson, NC 27536 Parkade Center, Suite 235 
910-253-4448  jimmy.gay@nc.usda.gov Columbia, MO 65203  
   252-438-3141  raymond.homer@mo.usda.gov 
      573-876-0976  
         
Dennis Poulette  Tommy Thomason  Sterling Breuer  
RD State Appraiser  RD State Appraiser  RD State Appraiser  
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
416  E. Airport Drive  1050 Highway 72 East P.O. Box 1737  
Carthage, MO 64836  Rolla, MO 65401  Bismarck, ND 58502-1737 
dennis.poulette@mo.usda.gov tommy.thomason@mo.usda.gov sterling.breuer@nd.usda.gov 
417-358-8198  573-876-0976  701-530-2047  
         
Byron L. Fischer  Bill Kennedy, MAI  Eric Schmieder  
RH Program Director  RD State Appraiser  RD State Appraiser  
100 Centennial Mall North USDA / Rural Development USDA / Rural Development 
Room 152   8000 Midlantic Drive  6200 Jefferson St., NE 
Lincoln, NE 68508  5th Floor North, Suite 500 Room 255   
byron.fischer@ne.usda.gov Mt. Laurel, NJ 08054  Albuquerque, NM 87109 
402-437-5567  william.kennedy@nj.usda.gov eric.schmieder@nm.usda.gov 
   856-787-7763  505-761-4942  
         
Herb Shedd  George N. Von Pless  David Schroeder  
RD State Appraiser  MFH Program Director RD State Appraiser  
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
1390 S. Curry Street  The Galleries of Syracuse 7868 County Road 140, Suite D 
Carson City, NV  89703 441 S. Salina St., Suite 357 Findlay, OH 45840  
herb.shedd@nv.usda.gov Syracuse, NY 13202-2541 dave.schroeder@oh.usda.gov 
775-887-1222 x19  george.vonpless@ny.usda.gov 419-422-0242 x111  
   315-477-6419     
         
Linda Ayers-Louiso  Kenneth Campbell  Alan Hemenway  
Underwriter  RD State Appraiser  RD State Appraiser  
USDA / Rural Development P.O. Box 648  USDA / Rural Development 
514 Harry Sauner Road, Suite 3 Pauls Valley, OK 73075 101 SW Main St., Suite 1410 
Hillsboro, OH 45133  kenneth.campbell@ok.usda.gov Portland, OR 97204-3222 
linda.louiso@oh.usda.gov 405-238-7561 x116  alan.hemenway@or.usda.gov 
937-393-1921x126     503-414-3363  



   

 
Michael R. Orendo  Virginia M. Stump  Kenneth V. King  
RD State Appraiser  RD State Appraiser  Program Support Director 

P.O. Box 349  
Donohoe Center, Donohoe 
Road 1835 Assembly St., Room 1007 

Bethel, PA 19507  R.R. #12, Box 202A  Columbia, SC 29201  
michael.orendo@pa.usda.gov Greensburg, PA 15601-9217 kenneth.king@sc.usda.gov 
717-933-9442  virginia.stump@pa.usda.gov 803-253-3656  
   742-853-5555 x126     
         
Rosemary Smith  Prentice Weaver  Carlton Jarratt  
RD State Appraiser  RD State Appraiser  USDA / Rural Housing Service 
USDA / Rural Development USDA / Rural Development South Building / Stop 0781 
1835 Assembly St., Room 1007 2408 Benson Road  1400 Independence Ave., SW 
Columbia, SC 29201  Sioux Falls, SD 57104 Washington, D.C. 20250 
rosemary.smith@sc.usda.gov prentice.weaver@sd.usda.gov carlton.jarratt@usda.gov 
803-253-3244  605-330-4515  202-720-1612  
         
Mike Nelms  Alison Redding  Rulon Twitchell  
Appraisal Specialist  RD State Appraiser  Loan Specialist/Appraiser 
USDA / Rural Development USDA / Rural Development BOR Building  
3322 West End Ave., Suite 300 Federal Building, Suite 102 302 East 1860 South  
Nashville, TN 37203  101 S. Main St.  Provo, UT 84606-7317 
mike.nelms@tn.usda.gov Temple, TX 76501  rulon.twitchell@ut.usda.gov 
1-800-342-3149 x1339 alison.redding@tx.usda.gov 801-377-5580 x33  
   254-742-9791     
         
Wayne Dail  Eric Young  Paul Bartlett  
RD State Appraiser  RD State Appraiser  RD State Appraiser  
100 Dominion Drive  USDA / Rural Development USDA / Rural Development 
Farmville, VA 23901  89 Main St., City Center, 3rd Fl 4949 Kirschling Court 
wayne.dail@va.usda.gov Montpelier, VT 05602  Stevens Point, WI 54481 
434-392-4906 x107  eric.young@vt.usda.gov paul.bartlett@wi.usda.gov 
   802-828-6005  715-345-7620 x114  
         
Chris Missimer  Craig St. Clair     
RD State Appraiser/Architect MFH Program Director    
USDA / Rural Development USDA / Rural Development    
Federal Building  Federal Building     
75 High St., Room 320 75 High St., Room 320    
Morgantown, WV 26505-7500 Morgantown, WV 26505-7500    
chris.missimer@wv.usda.gov craig.st.clair@wv.usda.gov    
304-284-4866 304-284-4889     

 



   

 
ATTACHMENT II, R.S. Means Distribution List for USDA Rural Development  
Building Construction Cost Data      
Repair & Remodeling Cost Data      
         
James B. Harris  Sherryl Gleason  Don Irby   
MFH Program Director Acting Rural Housing Director Rural Housing Programs Director 
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
4121  Carmichael Road 800 West Evergreen, Suite 201 Phoenix Corporate Center 
Suite 601, Sterling Centre Palmer, AK 99645-6539 3003 N. Central Ave., Suite 900 
Montgomery, AL 36106 sherryl.gleason@ak.usda.gov Phoenix, AZ 85012-2906 
jim.harris@al.usda.gov 907-761-7740  don.irby@az.usda.gov 
334-279-3455     602-280-8764  
         
Jesse Sharp  Jeff Deiss   Don Pierce  
MFH Program Director MFH Program Director Rural Housing Programs Director 
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
700 W. Capitol Ave., Room 
3416 430 G Street, #4169  655 Parfet St., Room E100 
Little Rock, AR 72201-3225 Davis, CA 95616-4169 Lakewood, CO 80215 
jesse.sharp@ar.usda.gov jeff.deiss@ca.usda.gov don.pierce@co.usda.gov 
501-301-3250  530-792-5830  720-544-2918  
         
Pat Baker   Elizabeth Whitaker  Wayne Rogers  
MFH Coordinator  Acting MFH Program Director MFH Program Director 
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
4607 S. Dupont Highway P.O. Box 147010  355 E. Hancock Ave.  
Camden, DE 19934-0400 Gainesville, FL 32614-7010 Mail Stop 306  
pat.baker@de.usda.gov elizabeth.whitaker@fl.usda.gov Athens, GA 30601-2768 
302-697-4314  352-338-3465  wayne.rogers@ga.usda.gov 
      706-546-2164  
         
Jack Mahan  Roni Atkins  Barry Ramsey  
Housing Programs Director Rural Housing Program Director Rural Housing Program Director 
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
Room 311, Federal Building 9173 W. Barnes Dr., Suite A-1 2118 W. Park Court, Suite A 
154 Waianuenue Ave. Boise, ID 83709  Champaign, IL 61821  
Hilo, HI 96720  roni.atkins@id.usda.gov barry.ramsey@il.usda.gov 
jack.mahan@hi.usda.gov 208-378-5627  217-403-6222  
808-933-8305        
         
John Young  Ambrose H. McGuire  Timothy Rogers  
MFH Program Director Rural Housing Program Director Rural Housing Program Director 
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
5975 Lakeside Blvd.  873 Federal Building  1303 SW First American Place 
Indianapolis, IN 46278 210 Walnut Street   Suite 100   
john.young@in.usda.gov Des Moines, IA 50309 Topeka, KS 66604-4040 
317-290-3100 x423  bruce.mcguire@ia.usda.gov timothy.rogers@ks.usda.gov 
   515-284-4666  785-271-2720  
         



   

 
Denver Parks  Yvonne Emerson  Dale D. Holmes  
Rural Housing Program Director MFH Program Director Rural Housing Program Director 
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
771 Corporate Dr., Suite 200 3727 Government Street 967 Illinois Ave., Suite 4 
Lexington, KY 40503  Alexandria, LA 71302 Bangor, ME 04402-0405 
denver.parks@ky.usda.gov yvonne.emerson@la.usda.gov dale.holmes @me.usda.gov 
859-224-7416  318-473-7962  207-990-9115  
         
Donald F. Colburn  Ghulam Sumbal  Jackie Morris  
Rural Housing Program Director MFH Program Director MFH Program Director 
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
451 West St., Suite 2 3001 Coolidge Road, Suite 200 375 Jackson St., Suite 410 
Amherst, MA 01002  East Lansing, MI 48823 St. Paul, MN 55101  
don.colburn@ma.usda.gov ghulam.sumbal@mi.usda.gov jackie.morris@mn.usda.gov 
413-253-4333  517-324-5154  651-602-7820  
         
Darnella Smith-Murray Anita J. Dunning  Deborah Chorlton  
MFH Program Director MFH Program Director Rural Housing Programs Director 
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
Federal Building, Suite 831 601 Business Loop 70 West 900 Technology Blvd., Suite B 
100 W. Capitol St.  Parkade Center, Suite 235 Bozeman, MT 59718  
Jackson, MS 39269  Columbia, MO 65203  deborah.chorlton@mt.usda.gov 
darnella.smith-
murray@ms.usda janie.dunning@mo.usda.gov 406-585-2515  
601-965-4325  573-876-0981     
         
Byron L. Fischer  William L. Brewer  George R. Hyatt, Jr.  
Rural Housing Program Director Rural Housing Program Director Rural Housing Program Director 
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
Federal Building, Room 152 1390 South Curry Street 8000 Midlantic Drive  
100 Centennial Mall North Carson City, NV 89703-5146 5th Floor North, Suite 500 
Lincoln, NE 68508  william.brewer@nv.usda.gov Mt. Laurel, NJ 08054  
byron.fischer@ne.usda.gov 775-887-1222 x13  george.hyatt@nj.usda.gov 
402-437-5567     856-787-7730  
         
Bill Culbertson  George VonPless  William A. Hobbs  
Rural Housing Program Director MFH Program Director MFH Program Director 
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
6200 Jefferson St., NE, Rm 255 The Galleries of Syracuse 4405 Bland Road, Suite 260 
Albuquerque, NM 87109 441 S. Salina St., Suite 357 Raleigh, NC 27609  
bill.culbertson@nm.usda.gov Syracuse, NY 13202-2541 bill.hobbs@nc.usda.gov 
505-761-4973  george.vonpless@ny.usda.gov 919-873-2050  
   315-477-6419     
         



   

 
Donald L. Warren  Gerald B. Arnott  Phillip R. Reimers  
Rural Housing Program Director Rural Housing Program Director MFH Program Director 
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
Federal Building, Room 208 Federal Building, Room 507 100 USDA, Suite 108 
220 East Rosser  200 North High Street Stillwater, OK 74074-2654 
Bismarck, ND 58502-1737 Columbus, OH 43215-2418 phillip.reimers@ok.usda.gov 
don.warren@nd.usda.gov gerald.arnott@oh.usda.gov 405-742-1070  
701-530-2044  614-255-2401     
         
Jill Davis   Francis R. Wetherhold Pedro Gomez  
MFH Program Director Rural Housing Program Director Rural Housing Program Director 
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
101 SW Main St., Suite 1410 One Credit Union Place IBM Building, Suite 601 
Portland, OR 97204-3222 Suite 330   654 Munos Rivera Avenue 
jill.davis@or.usda.gov Harrisburg, PA 17110-2996 Hato Rey, PR 00918-6106 
503-414-3353  frank.wetherhold@pa.usda.gov pedro.gomez@pr.usda.gov 
   717-237-2186  787-766-5095  
         
Larry D. Floyd  Roger Hazuka  G. Benson Lasater  
MFH Program Director Rural Housing Program Director Rural Housing Services Director 
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
Strom Thurmond Federal Bldg. Federal Building, Room 210 3322 West End Avenue 
1835 Assembly St., Room 1007 200 Fourth Street, SW Suite 300   
Columbia, SC 29201  Huron, SD 57350  Nashville, TN 37203-1084 
larry.floyd@sc.usda.gov roger.hazuka@sd.usda.gov ben.lasater@tn.usda.gov 
803-253-3432  605-352-1132  615-783-1375  
         
Michael Meehan  Dave Brown  Robert T. McDonald  
Rural Housing Program Director Rural Housing Program Director Rural Housing Programs Director 
USDA / Rural Development USDA / Rural Development USDA / Rural Development 

Federal Building, Suite 102 
Wallace F. Bennett Federal 
Bldg City Center, 3rd Floor 

101 South Main  125 S. State Street, Room 4311 89 Main Street  
Temple, TX 76501  Salt Lake City, UT 84147-0350 Montpelier, VT 05602  
michael.meehan@tx.usda.gov dave.brown@ut.usda.gov robert.mcdonald@vt.usda.gov 
254-742-9770  801-524-4323  802-828-6010  
         
Eileen Nowlin  Robert Lund  Brett Morgan (2 copies) 
MFH Program Director MFH Program Director MFHPD Review Appraiser 
USDA / Rural Development USDA / Rural Development USDA / Rural Housing Service 
Culpeper Building, Suite 238 1835 Black Lake Blvd., SW South Building / Stop 0781 
1606 Santa Rosa Road Suite B   1400 Independence Ave., SW 
Richmond, VA 23229  Olympia, WA 98512-5715 Washington, D.C. 20250 
eileen.nowlin@va.usda.gov robert.lund@wa.usda.gov brett.morgan@usda.gov 
804-287-1547  360-704-7731  202-720-1620  
         



   

 
Keith A. Suerdieck, R.A. Craig St. Clair  Kelley Oehler  
Deputy Director PSS  MFH Program Director MFH Coordinator  
USDA / Rural Development USDA / Rural Development USDA / Rural Development 
South Building / Stop 0761 Federal Building  4949 Kirschling Court 
1400 Independence Ave., SW 75 High St., Room 320 Stevens Point, WI 54481 
Washington, D.C. 20250 Morgantown, WV 26505-7500 kelley.oehler@wi.usda.gov 
keith.suerdieck@usda.gov craig.st.clair@wv.usda.gov 715-345-7670  
202-720-9651  304-284-4889     
         
Jack Hyde        
Rural Housing Program Director       
USDA / Rural Development       
Dick Cheney Federal Building       
100 East B Street, Room 1005       
Casper, WY 82602        
jack.hyde@wy.usda.gov       
307-233-6715        

 



   

October 14, 2004 
 
 

SUBJECT: Scheduling of Use-or-Lose Annual Leave 
 
 

           TO: Rural Development State Directors 
 National Office Officials 

 
 

     ATTN: Administrative Programs Directors 
              Human Resources Managers 
 
 
The purpose of this memorandum is to remind everyone of the requirement to plan and schedule 
end-of-year annual leave, which must be used or forfeited (i.e., use-or-lose).  For scheduling and 
planning purposes, employees are reminded that the 2004 Calendar Year leave year ends the last 
day of pay period 26, or January 8, 2005.  Your projected end of the year annual leave balance 
can be found on your biweekly Statement of Earnings and Leave or on the Employee Personal 
Page at www.nfc.usda.gov. 
 
As you know, for GS employees, all annual leave in excess of 240 hours at the end of the leave 
year is subject to forfeiture.  Senior Executive Service members are subject to a 720-hour 
maximum limitation (or a personal ceiling) on the amount of annual leave that may be carried 
over to the next year.   Employees who have excess annual leave are reminded that they may 
donate leave to the voluntary leave sharing program. 
 
Forfeited annual leave is not automatically or routinely restored.  With proper leave planning by 
both supervisors and employees, a petition for leave restoration will be necessary only in rare 
situations.  With over two months remaining in the leave year, there is still adequate time for 
employees to schedule and take use-or-lose leave.  However, if you have sufficient 
documentation and there is no alternative to canceling an employee’s leave, the following 
requirements must be fully met: 
 

Advance Scheduling and Approval – In order for annual leave to be restored to an 
employee in the event of forfeiture due to sickness of the employee or an exigency of the 
public business, the annual leave must be scheduled by the employee in writing and 
approved by his/her supervisor by 
November 26, 2004.   
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This can be done through approval of a properly executed OPM-71, “Request for Leave 
or Approved Absence,” (Revised June 2001) or by submission and approval of a 
memorandum requesting annual leave.  Either document should schedule the dates for all 
annual leave over the maximum carryover balance to avoid forfeiture.  Annual leave will 
be restored to a separate leave account if restored due to Administrative Error, Exigency 
of the Public Business, or Sickness. 

 
Determination of Exigency - The determination that an exigency of major importance 
exists and that annual leave may not be used by employees to avoid forfeiture, must be 
made by the head of the agency or someone designated to act for him or her on this 
matter.  Except where made by the head of the agency, the determination may not be 
made by any official whose leave would be affected by the decision.  This determination 
must be approved in writing prior to cancellation of the employee’s scheduled leave.  
Prior approval of the public exigency may only be waived in the event of a bonafide 
emergency. 

  
The State Directors, Administrators, Deputy Administrators, and Assistant 
Administrators (in Rural Utilities Service) are authorized to declare public exigencies for 
all offices under their jurisdiction.  This does not, however, include yourself or your 
immediate staff, i.e., Program Directors, your secretary.  The Administrators or the 
Deputy Under Secretary must make all decisions concerning public exigency declarations 
for State Directors, Deputy Administrators, Assistant Administrators, Staff Directors and 
their immediate staffs. 

 
Cancellation of Scheduled Annual Leave - In order for forfeited annual leave to be restored, 
the scheduled leave must be canceled, or disapproved, in writing.  Supervisors/managers must 
approve annual leave requests by November 26, 2004, for employees who exceed their 
maximum carryover balance.  Prior to cancellation of annual leave, proper approval must be 
obtained that a public exigency exists. 
 
Restoration of Forfeited Annual Leave - The processing of all annual leave restoration cases 
will conform to the requirements of the 5 Code of Federal Regulations 630.  In order to assist 
you, a guide for processing restoration of forfeited annual leave is attached.  Please note that this 
is only a guide and that it does not preclude the requirement for submission of written 
documentation as indicated above, i.e., OPM-71, cancellation of annual leave in writing, etc.  An 
employee's request for restoration of forfeited annual leave must be routed through appropriate 
supervisory and other approval channels.  Annual leave must be scheduled and used not later 
than the end of the leave year ending 2 years after: 
 

•   The dates of restoration of the annual leave forfeited because of 
     administrative error, or  
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•   The date fixed by the head of the agency, or his or her designee, as the  
     termination of the Exigency of Public Business that resulted in forfeiture 
    of the annual leave, or 

 
•   The date the employee is determined to be recovered and able to 
     return to duty if the leave was forfeited because of sickness. 

 
All requests (including justification for Exigency of Public Business, copies of the employee’s 
OPM-71 requests, Exigency Guide Form and cancellation of scheduled leave memorandum) for 
restoration of forfeited annual leave for Administrators, State Directors and their immediate staff, 
should be forwarded to the Assistant Administrator for Human Resources, Rural Development, 
Room 1323 South Building, (STOP 0730), 1400 Independence Avenue, SW, Washington, D.C.  
20250. 
 
Please remember that annual leave must be forfeited before it can be restored.  This means that 
an employee may not request restoration of any forfeited annual leave until after the end of the 
leave year on January 8, 2005.  Additionally, you are advised that a request for restoration of 
forfeited annual leave due to a public exigency will not be accepted or processed after  
April 1, 2005. 
 
If you need specific information concerning the appropriate procedures for restoration of annual 
leave, please contact your servicing human resources specialist. 
 
 
(Signed by William J. Fleming) 
 
WILLIAM J. FLEMING 
Assistant Administrator 
  for Human Resources 
 
Attachment 
 
 
Sent by electronic mail on 10-15-04 at 12:15 p.m. by Human Resources. 



   

GUIDE:  RESTORATION OF ANNUAL LEAVE FORFEITED DUE TO EXIGENCY OF THE PUBLIC 
BUSINESS 

 
Employee Name:                     Leave Year: _______________     
Social Security No.: ________________________________ 
 
PART A Determination of Exigency of the Public Business 
 
Beginning Date:                     Ending Date: ______________  
NOTE:  Attach a copy of written declaration of exigency. 
 
Signature                    Date: ____________________ 
(Name & Title of Approval Official) 
 
PART B Cancellation/Disapproval of Scheduled Annual Leave 
 
Total Hours Cancelled/Disapproved: ___________________________________________ 
 
Dates:  From: ___________________________To: _______________________________ 
 
NOTE:  Attach a copy of written cancellation/disapproval 
 
PART C Verification of Number of Hours Forfeited 
 
Numbers of hours of annual leave forfeited by the employee at the end of the leave year:  ___________ 
If employee was able to use a portion of the canceled/disapproved leave, please indicate the number of hours used:  
__________ 
 
Signature                      Date:                    
Supervisor 
OTHER VERIFICATION (IF APPROPRIATE): 
 
Signature                      Date:                              
Name & Title 
PART D Employee Request for Restoration of Forfeited Annual Leave 
 
NOTE:  Attach a copy of written request from employee; or employee may use this guide to request restoration of 
forfeited annual leave.  The employee must complete the following statement: 
Based on the circumstances above, I am requesting restoration of _________ hours of forfeited annual leave. 
 
                                   
Employee’s Signature     Date 



   

October 12, 2004 
 
 
SUBJECT: Business and Industry Guaranteed Loan Program 
  Funding During the Continuing Resolution 
 
 
 TO: State Directors, Rural Development 
 
 
       ATTN: Business Programs Directors 
 
 
The purpose of this Unnumbered Letter is to provide information regarding the funding process 
during the Continuing Resolution (CR) period.  The CR is providing the Business and Industry 
(B&I) Guaranteed Loan Program with $29.5 million of supportable loan level through November 
20, 2004; however, we currently have approximately $60 million in guaranteed loans ready to be 
obligated at this time.  We also have another $100 million in applications and $278 million in 
preapplications in the pipeline.  We have requested additional program funds to be apportioned 
immediately to carry the program through the first quarter of the fiscal year but are not certain 
that the request will be approved. 
 
Funding requests for projects that are ready to be obligated may be sent to the National Office to 
be considered for funding.  You need not resubmit a funding request for those projects for which 
funding has already been requested.  Requests must be received via email to 
andrea.campbell@usda.gov and  fred.kieferle@usda.gov no later than October 22, 2004.  
Requests on hand at that time will be funded, up to a State Office’s proposed allocation based on 
the President’s FY 2005 Budget, according to priority score with the $29.5 million available 
under the CR.  If the Agency’s request for additional funds is honored, projects will be funded up 
to a State Office’s proposed allocation on a bi-weekly, competitive basis according to priority 
score. 
 
It has been decided that no Administrative points will be awarded by the Administrator to 
projects this fiscal year.  Also, please keep in mind that RD AN No. 3984 (4279-B) requires 
State Offices to provide brief supporting documentation on the priority scoresheet itself when 
submitting requests for funds to the National Office.  This will enable the National Office to 
better determine compliance with RD Instruction 4279-B, section 4279.155(b). 
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While there is no explicit regulatory or statutory provisions prohibiting the refinancing of B&I 
Guaranteed Loans made in previous fiscal years, program funds are limited this fiscal year, and it 
is always advisable to maximize the use of available authority.  To achieve this objective, strong 
consideration should be given to executing a substitution of lender, in accordance with RD 
Instruction 4287-B, section 4287.135, when the borrower wishes to refinance with another 
lender.  There is no prohibition in RD Instruction 4287-B to prevent the loan term from being 
modified or the interest rate from being reduced coincident with a substitution of lender, and the 
borrower saves money by not paying a new guarantee fee.  In cases where there is a new 
borrower that wishes to assume a B&I Guaranteed Loan, a transfer and assumption may be 
performed in accordance with RD Instruction 4287-B, section 4287.134. 
 
If you have any questions, please contact the B&I Division at (202) 690-4103. 
 
 
(Signed by Peter J. Thomas) 
 
PETER J. THOMAS 
Administrator 
Rural Business-Cooperative Service 



   

October 18, 2004 
 
      SUBJECT: 45-Day Hiring Goal 
 
 
                 TO:  Rural Development State Directors 
                                    National Office Officials 
 
 
ATTENTION:  Administrative Program Directors 
                         Human Resources Managers  
   
 
During the 2004 Training Conferences, Human Resources presented a breakout session on 
succession planning.  As was presented, Rural Development faces a real challenge over the next 
few years in replacing a large portion of the workforce due to retirement eligibility.  The material 
presented during the 2004 Training Conferences may be viewed by accessing the Rural 
Development Intranet at: http://teamrd.usda.gov/rd/conference04/confhome.htm. 
 
Recognizing the need to manage our human capital in a manner that will allow us to meet our 
mission area’s performance goals and objectives, we need to fill our critical vacancies in an 
efficient and timely manner with talented and diverse individuals.  It is imperative that Rural 
Development managers and Human Resources personnel ensure efficiency and effectiveness in 
carrying out their hiring responsibilities.  To that end, I am challenging all Rural Development 
Human Resources staffing personnel and hiring officials to meet or exceed the 45-day hiring 
goal set by the Office of Personnel Management and endorsed by the Department of 
Agriculture’s Human Capital Plan and Rural Development’s Strategic Plan.  During Fiscal Year 
2005, I have asked Bill Fleming, Assistant Administrator for Human Resources, to closely 
measure the time it takes to fill Rural Development vacancies. 
 
The attached document will assist in the measurement of this critical responsibility.  Human 
Resources offices responsible for coordinating the hiring process should maintain this report and 
submit it monthly to Lorrenda Buckner of the Human Resources Programs Division.   Reports 
should be emailed to lorrenda.buckner@usda.gov, within 5 workdays following the end of the 
month.  The first report being due on November 5, 2004.   
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The report should be completed using the following guidelines: 
 

• Report based on offers made the calendar month preceding the report; 
• Data will be reported in workdays (exclude weekends and holidays); 
• Calculate from the first business day following the vacancy announcement closing date; 

or 
• For positions filled through an open continuous announcement; calculate from the date 

OPM certificate is received; or 
• For positions not requiring a vacancy announcement, (i.e. Veterans Recruitment 

Appointments (VRA), student appointments, etc), calculate from the date the SF-52 
(Request for Personnel Action) is received from the hiring official. 

• Calculate to the date the tentative job offer is extended to the first selectee (multiple job 
offers and multiple job locations under the same vacancy announcement, should not be 
included). 

 
I expect many hiring officials and Human Resources Managers are filling jobs more quickly than 
the 45-day hiring goal.   However, where we identify significant delays in hiring, those 
responsible officials will be contacted so that we can focus on what changes can be made to 
improve the hiring process.   
 
Please contact Lorrenda Buckner for additional guidance or to address any concerns.  You can 
reach her at (202) 692-0174. 
 
 
(Signed by Gilbert Gonzalez) 
 
GILBERT GONZALEZ 
Acting Under Secretary 
Rural Development 
 
Attachment 



Announcement Number  
(if applicable)
(Complete next Box) VA#2005-01

Closing Date of Announcement 
(if applicable) 
(Complete next Box) 10/5/2004

Owner Date Accomplished # of Days                          
(exclude weekends and holidays)

HR 10/7/2004 2
HR 10/9/2004 2
Selecting 11/5/2004 20
HR 11/8/2004 1
HR 25

X

SAMPLE

 Position filled through manual process

 Comments:  Selecting official TDY from 10/15-10/25
  Footnote:
  1.  Calculate from the first business day following the vacancy closing date or receipt of OPM certificate; 
        if accomplished same day count as zero days.
  2.  Calculate from the date evaluate and rate applications (# 1) is accomplished or the OPM certificate is received  to the date 
       the referral list is issued; if accomplished same day count as zero days.

 3.  Calculate from the date you gave the referral list or the OPM certificate to the selecting official to the date returned 
      to HR.  For positions not requiring a vacancy announcement, (i.e., VRA, student appointments), calculate from 
      the date the SF-52 is received from the hiring official; if accomplished same day count as zero days.  
 4.  Calculate from the date you received the selection from management to the date you extended the 
      tentative job offer; if accomplished same day count as zero days.
 5.  Total Hiring Time = Automated total of blocks #1 through # 4 above (please do not change) .

 Position filled through an automated process (Quick Hire Pilot)

National Office
45 Day Hiring Report

Action

1.  Evaluate and Rate Applications1

2.  Issue  Referral List (s)2

3.  Review Referral List(s) and Make 
4.  Extend Tentative Job Offers(s) 4

5.  Total Hiring Time 5

Mark Appropriate Box:




