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“It’s not what you look at that matters, 
it’s what you see.” – Henry David Thoreau

In the past 18 months, we have adapted to a changed world in    
a way that is unprecedented on a personal and professional level.  

In normal times, these changes might have taken a generation to 
be fully realized, but we have made them everyday events in such 
a short period. How we experience and assimilate these changes 
really does depend on what we choose to see.

While we may long for the pre-COVID environment, we must realize 
the lasting impacts and embrace the good. On a personal level, 
some of us spent more time with our family, some of us slowed 
down, and some may have finally had the time to exercise or cook. 
In the workplace, employees and employers began to envision 
new ways to carry out their daily tasks to get the job done. New 
technologies, new processes, and new employee flexibilities sprang 
up. Innovation was embraced!

Some, if not all, of these impacts will be a part of our lives going 
forward. Many will be the topic of discussion for you, as an 
employee, supervisor, peer, and any other role you play throughout 
USDA. We will begin ‘trying them on for size,’ and as we do, we 
must be patient. We must trust that as a Nation, a Federal 
Government, a Department, an Agency, and as a workforce, we 
don’t have to have all the answers immediately. We have the 
opportunity to continue to evolve.  

I understand that more change is stressful, but we need to always 
recognize and embrace the good. Working together, we will 
survive and come out stronger for the experience. So, as we come 
to the end of this fiscal year and begin a new one, I want you to 
have hope and see the opportunities with the changes that are 
being embraced. Remember that the HRD, MRP, APHIS, and AMS 
family are working to safely re-open, and we are always cognizant 
that this, too, will be a change.  

Remember to stay safe. Think of your neighbors and take care of 
yourself and your family. If you do, you will be HumanKind, and we 
will all move forward to a better place.

We hope that the HR 
Broadcast is meeting your 
needs and communicating 
topics of interest, but if there 
are items you would like to 
see included in future issues, 
please contact our HR 
Broadcast Layout Editor 
Christina Furnkranz, at 
301-851-2884 or at 
Christina.S.Furnkranz@usda.gov
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Persons with disabilities who need program information in alternate 
formats (braille, large print, audiotape, etc.) should contact USDA's 
TARGET Center at (202) 720-2600 or 844-433-2774 (voice and 
TTY). https://www.targetcenter.dm.usda.gov/

Employee Assistance Program (EAP)
By Lisa Mason (LisaM.Mason@usda.gov, 240-267-9863)

EAP is a professional counseling and referral service to help APHIS employees with personal and 
professional problems. It is free, confidential within the limits of the law, and voluntary. EAP can assist 
you with emotional, family, marital, alcohol or drug use/abuse, relationship problems, and other issues. 

Services covered:
• Up to 6 free confidential counseling sessions, per problem. Immediate family members 

(spouse/significant other, children living in household) may also use EAP.
• Elder/childcare referral services. Information regarding elder or childcare resources, i.e., summer 

camps, before/after care, special needs, private schools, adult day care centers, home health care, 
case management, etc.

• Management consultations. Direct assistance and advice on employee interventions. 
• Critical Incident Stress Debriefings. Counseling sessions and debriefings after a critical incident has 

occurred.
• Employee and supervisory orientations to EAP services. Group orientations to the EAP contract and 

the services provided.
• Financial Services - ½ hour free advice per issue, on financial matters.
• Legal Assistance - ½ hour free advice per issue, on legal matters.

Obtaining services:
Call 1-800-222-0364 and identify yourself as a USDA/APHIS employee. You can call 24 hours a day, 
7 days a week. The telephone will be answered by a certified counselor who will ask you several 
questions about why you are calling (triage). If it is an emergency, you will be directly connected to a 
counselor. If it is not deemed an emergency, you will be contacted by a counselor within 24 hours, who 
will begin working directly with you. 

If you are calling for elder/child or personal care services, you will be transferred to LifeCare.com after 
being initially triaged. LifeCare.com will then provide you with elder/child or personal care resources.

For additional information:

If you need more information 
about these services or 
experience problems contacting 
EAP, please contact Lisa Mason, 
EAP Program Manager at
(240) 267-9863 or via e-mail at 
LisaM.Mason@.usda.gov. 

Confidentiality will be 
maintained.

https://www.targetcenter.dm.usda.gov/
mailto:LisaM.Mason@.usda.gov


If you’ve ever wondered why your laptop is older than most, you
are not alone. It is not uncommon for divisions in MRP to have a 
fairly good mix of new and old systems. There is even a good 
selection of different manufacturers – like Dell, HP, and Apple. The
question though, is why do you have, what you believe, is the 
slowest laptop in your division? While each division is slightly 
different, we likely have very similar issues and answers. Here are 
a few insights into the computer inventory process for HRD.

The first thing you need to know is that HRD has an active 
inventory of serviceable laptops. Some are brand new in the box 
and others have been returned to our inventory from previous use
by an employee who has departed. While everyone wants the new laptop, and that is what we strive to 
provide, the slightly used one may also be re-issued. Laptops in HRD have a usable lifecycle of a minimum of 
4 years. The Resources Management Branch goal is to replace about a fourth of our inventory every year 
per our replenishment lifecycle.

With the lifecycle in mind, the second thing to keep in mind is the reality of you having the same laptop for 
more than 4 years. This is based on a couple of key constraints. One constraint is the inventory available 
when your laptop hits 4 years old. If there isn’t a newer laptop to replace yours, then you may keep the one 
you have a little bit longer. Another constraint is length of the manufacturer’s warranty. Some laptops come 
with a 5-year warranty and, therefore, a full 5-year length of use means a better return on our 
investment. We leverage these warranties as much as we can. If your laptop has a hardware failure that is 
under warranty and the manufacturer can’t repair the laptop – they replace it. That is a great win for us. So 
those remain in inventory longer.

The third thing you need to know is that what you perceive as a slow laptop may not be the laptop’s 
fault. Your 3-year-old work laptop just can’t compete with your new personal computer. Technology is 
constantly changing. Also, the experience you have in your home office depends on the quality of your 
internet connection. Your home connection speed is limited to the data plan you pay for and the reality 
that the Virtual Private Network (VPN) uses a lot of bandwidth. Here are a couple of tips to improve your 
experience and perhaps make your time with the laptop you have more enjoyable.

• See if you can afford faster internet or if faster internet is even available in your area.
o Remember that the cost of your service is your responsibility.

• Consider connecting your laptop to your network with an ethernet cable versus wireless. 
o Not as convenient as wireless, but it will be more stable and, in most cases, faster.

• If you are sharing your connection with others in the house, you may need to schedule important 
meetings when the fewest people are using data demanding requirements.
o Streaming video services and networked video gaming can seriously hog the data flow for your home 

network.
• Make sure your laptop software is up-to-date.

o In the search field, next to the Windows start button, type ‘Software Center’ and then select the 
app. This will tell you if there are any approved updates for your system.

• I’ve also found that patience is the best way to deal with the speed of your aging system.

I hope that this helps you to better understand the laptop inventory process of HRD. In the coming weeks, 
there will be a few laptops replaced. If you do not receive one, remember my tip of patience and know 
that one will come your way every 4 to 5 years.
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HRD’s Computer Inventory Explained
By Dan Whittacre (Dan.Whittacre@usda.gov, (240) 454-4676)



Updates with Onboarding
By Brandon Wong-Parker (Brandon.WongParker@usda.gov, 612-336-3278) and
Racara Boyd (Racara.L.Boyd@usda.gov, 612-336-3671) 
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The COVID-19 pandemic prompted a few changes to our business methods. Human 
Resources implemented some changes to the Onboarding process to accommodate
the past 16 months. Restrictions are being lifted, so once again, we are adjusting the 
Onboarding process for new employees. These changes were effective as of pay 
period 13 (June 6, 2021). Fingerprinting, physical transcript verification, and 
background checks are returning as Onboarding requirements similar to the 
state they were in prior to the pandemic.

Here are some items that have changed with the Onboarding process. 
Your servicing Human Resources Staffing Assistants help manage these processes: 

- Transcripts: Most selectees are required to submit transcripts. There may be an option by their 
institution(s) to submit their documents electronically. This has been the preferred method for receiving 
transcripts since the start of the pandemic. For institutions that only submitted hard-copy documents 
via mail, the transcript requirement was delayed until a later date when physical mail could be sent 
and received. With recent procedure changes, we are returning to the traditional verification 
processes. So, if the position you are recruiting for has an education requirement, the hiring manager 
or the selectee will be asked to send us transcripts no matter the institution’s policy.

- Fingerprinting: Throughout the pandemic, we have also delayed fingerprinting and background 
checks as a requirement prior to Onboarding. Currently, selectees that are either new to the Federal 
Government or coming from outside of APHIS/AMS are once again required to be fingerprinted prior 
to establishment of an enter on duty date (EOD). These selectees are also required to have a Special 
Agency Check (SAC) prior to setting an EOD. A new piece that has been added to the personnel 
security process is the completion and submission of the Electronic Questionnaires for Investigations 
Processing (e-QIP). Instructions will be sent to the selectees during the Onboarding process. 

There are some parts of the Onboarding process that continue to be postponed, such as drug testing. 
The entire HR Operations team has been dedicated to making these changes as smooth as possible 
for hiring managers and the selectees. We greatly appreciate your patience and cooperation as we 
continue to navigate through these processes and keep our employees as safe as possible.

As we continue to move toward reopening, there may be more updates/changes to the Onboarding 
process. Your continued patience is greatly appreciated. If you have questions regarding these 
updates to the Onboarding process, please ask your servicing Staffing Specialist, or submit an email to 
our application help box at: MRP.Application.Help@usda.gov.

Recruitment Events Coming Up!

• League of United Latino American Citizens (LULAC) –
July 27th – September 16th (Virtual Outreach Event) - MRP

• North Carolina A&T University - September 15, 2021 
(Virtual Career Fair) - MRP

• Florida A&M All Major Career and Internship Expo (FAMU) -
September 29, 2021 (In-person Recruitment Event) - MRP

mailto:MRP.Application.Help@usda.gov
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Emergency Paid Leave (EPL) Under the American 
Rescue Plan Act (ARPA) of 2021
By Nella Roberts (Nella.H.Roberts@usda.gov, 301-851-2910)

ARPA is a new law that established a new 
category of EPL for Federal employees who 
have COVID-19 qualifying circumstances. 
EPL is funded by a $570 million Emergency 
Federal Employee Leave Fund which is 
managed by the Office of Personnel 
Management (OPM). EPL is retroactive from 
March 11, 2021 to September 30, 2021 
(or sooner if the Fund is exhausted). 

EPL applies to both full-time and part-
time employees who earn annual and 
sick leave. It also applies to seasonal 
employees during the working season. 
EPL does not apply to intermittent 
employees. It is in addition to other forms of leave; it does not affect leave balances. Employees are 
not required to deplete their earned leave prior to using EPL. To use EPL, an employee must be unable 
to work (including unable to telework) because the employee is: 

• Subject to a Federal, State, or local COVID-19 quarantine or isolation order. 
• Advised by a health care provider to self-quarantine. 
• Caring for someone under an order or advised by a medical professional. 
• Experiencing symptoms of COVID-19 and is seeking a medical diagnosis. 
• Caring for a son or daughter due to school/day care issues. 
• Getting a COVID-19 vaccine, or is recovering from any injury, disability, illness, or condition related 

to the vaccine. 
• Caring for a family member with a mental or physical disability, or who is 55 or older and 

incapable of self-care. 

The total number of hours available to a full-time employee is 600 hours (15 weeks) with a per pay 
period limit of $2800. Part-time employees are prorated based on the number of hours worked in a 
pay period.

To preserve the Fund, employees may be granted up to 4 hours of administrative leave to receive 
each COVID-19 vaccine dose. Additional time may be granted for extenuating circumstances, e.g., 
travel distance and long lines. In addition, up to 2 workdays of administrative leave may granted for 
adverse reactions to a COVID-19 vaccination. This is applicable to both doses. If additional time is 
needed, an employee may request EPL and/or use earned time off, e.g., sick leave or annual leave. 

For additional information, refer to the guidance located on the MY.APHIS.USDA.gov site under 
COVID-19 – HR/Leave.

https://my.aphis.usda.gov/myportal/myaphis/home/
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Scheduling Use or Lose Annual Leave
By Nella Roberts (Nella.H.Roberts@usda.gov, 301-851-2910)

While we hope the pandemic is winding down, we want to encourage you to plan 
some time off. Please ensure that you schedule time away from work to rest, relax, 
rejuvenate with your family, and use your use or lose annual leave. Here are some important points to 
keep in mind: 

• The 2021 leave year ends on January 01, 2022 (pay period 26). 
• Employees who in 2020 received a Mission Essential Occupation (MCO) memo for COVID-19 annual 

leave restoration will not have 2020 lost annual leave restored until the COVID-19 emergency is 
deemed ended. These employees continue to be prohibited/restricted on leave usage due to their 
MCO designation. 

• Employees who were given a higher annual leave ceiling under Section IIII of the 2021 National 
Defense Authorization Act (NDAA) must use that time first. NDAA provided for a higher annual leave 
ceiling, (300 or 450 respectively) for certain employees who lost leave in 2020. 

• Use or lose annual leave must be scheduled by November 20, 2021, the end of pay period 23, 2021. 
Leave must either be scheduled electronically or in writing (e.g., email or WebTA). If the leave is not 
properly scheduled and is lost at the end of the leave year, it cannot be considered for restoration 
because it did not meet the scheduling requirement.

• Follow the recommended leave usage order. Choosing to do otherwise means lost leave will not be 
restored. 

• While the leave must be scheduled by the end of pay period 23, you have until the end of pay 
period 26 to use it. 

• Lost leave may not be considered for restoration until pay period 1, 2022.

Remember that the National Finance Center (NFC) maintains your official leave balances. Routinely 
review your leave balances on your NFC Leave and Earnings Statements against WebTA. If you find 
that there are discrepancies, address them with your timekeeper. Pay particular attention to your 
leave balances and work closely with your supervisor to schedule and use any use/lose annual leave. 

The 2021 Annual Reminder Concerning Use or Lose Annual Leave has also been posted to assist you. 
And lastly, if you have any questions, contact your servicing Leave and Compensation Team Specialist 
or Nella Roberts at Nella.H.Roberts@usda.gov.

https://www.aphis.usda.gov/mrpbs/hr/pay_leave_tod/downloads/2021-use-or-lose-memo.pdf
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Leave Usage Order
By Nella Roberts (Nella.H.Roberts@usda.gov, 301-851-2910)

The MRP Directive and Human Resources Desk Guide Subchapter 4630, Absence and Leave, 
Section B – Annual Leave, has guidance on the order of leave usage. For 2021, employees need to use 
leave in the following order: 

1. NDAA Higher Annual Leave Ceiling, if applicable,
2. Use or lose annual leave, 
3. Restored leave, if any (including leave restored as a result of the 2018/19 furlough)
4. Compensatory time off in lieu of overtime pay, 
5. Compensatory time off for travel, 
6. Time-off award, and 
7. Any other accrued time, e.g., credit hours, annual leave. 

Always use sick leave as appropriate. Using use or lose annual leave first prevents leave loss at the end of 
the leave year. If you began the 2021 leave year with a 240-hour balance, then that means that you are 
already in a use/lose situation. Please use your leave in the order shown above. If you do not have leave 
under #1 above, use your projected use/lose annual leave first. If you choose to use earned time off in a 
different order and it results in the loss of annual leave at the end of the 2021 leave year, then leave 
restoration will not be an option and the leave will be permanently lost. 

Please remember that if you had up to 56 hours of annual leave restored due to the 2018/19 furlough, 
then you must use the restored leave by the end of the 2021 leave year. The 2021 leave year ends on 
January 1, 2022. If the leave is not used by then, it will be permanently lost. 

Your RMS/AO staffs have been advised of the policy and are available to answer questions as well as 
HRO, Minneapolis. As you are planning your summer/fall/winter vacation, please remember the leave 
usage order policy.

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.aphis.usda.gov%2Faphis%2Fourfocus%2Fbusiness-services%2Fforms_publications%2Fhr_desk_guide%2Fhrdg_4630%2F4630_sec_b_sub_e%2F!ut%2Fp%2Fz1%2FlVDLDoJADPwWP8B0QQJ6BEMiBjRR0XUvDc9lIwJhxYNf7-JRI0oPbSaZ6bQDDCiwKroLHt1EXUWlwmdmor81lpqzJ2q6DrHdnRW4rqeTjQWnQYI2AzZOf1yZinAID5u55ngL_T89-VI2Gev_QWDD69e_DFSCehssAw6siW7FVFR5DTSv26vEpotLkbyylkCLFtNMXpB3Is16mHI0zBkB2neUWYIxyi7GTF3NBn373N8In8H-eq25hmFIH76d7z1uTyZP_7rW_g!!%2F%23restored&data=04%7C01%7C%7Cb068f58d7c8f4bb39f7908d931060226%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637594724134237206%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=bnD9X8Gu5gBeEPXre41pq8pbkDPx3C1qWWxoUnUCtRI%3D&reserved=0
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FY2021 Performance Year Ends Soon
By Gwen Montgomery (Gwen.Montgomery@usda.gov, 301-851-2828)

The end of the FY2021 performance year is 
approaching! The USDA Employee Performance 
Management and Awards Directive (DR-4040-430) 
requires that all eligible non-executive employees 
receive a performance rating at the end of the 
performance year (September 30, 2021). As outlined 
in DR-4040-430, performance plans and ratings are 
prepared under the 2-tier performance system. The 
2-tier system, commonly known as Pass/Fail, 
evaluates employee performance based on 
established Fully Successful performance standards, 
resulting in the issuance of a Fully Successful or 
Unacceptable performance rating. FY2021 
performance ratings must be approved and 
distributed to employees no later than 
October 30, 2021.

Per MRP requirement, employees will continue to prepare year-end accomplishment reports and 
submit them to their supervisor prior to the end of the performance year (September 30). Although this 
will have less of an impact on the performance rating in a 2-tier, Pass/Fail environment, 
accomplishment reports will be used for performance reporting against program and Agency priority 
goals, customer/stakeholder reports, support of monetary awards, and will serve as a resource for 
preparation of individual development plans. Employees should ensure accomplishments align with 
performance elements and standards identified in their performance plans. 

In October 2020, USDA implemented the Enterprise Performance Management Application (ePMA) 
system. This electronic system allows users to create, approve, revise, and track performance plans; 
quarterly conversations; and performance appraisals in an electronic platform. Webinar sessions 
regarding preparation of FY2021 performance ratings and FY2022 performance plans in ePMA took 
place this summer. 

Policy guidance regarding the closeout of the 
FY2021 performance year, FY2022 performance 
information, and other resources are available on
the MRP Performance Management webpage.
For questions regarding performance 
management, you may contact 
Gwen Montgomery at (301) 851-2928 or 
Gwen.Montgomery@usda.gov.
For information regarding use of ePMA, please 
see the user guides within ePMA or contact the 
Systems and Reporting Branch at 
R.System.Access@usda.gov.

https://www.ocio.usda.gov/sites/default/files/docs/2012/DR4040-430%20Employee%20Performance%20and%20Awards_final_20200624.pdf
https://www.ocio.usda.gov/sites/default/files/docs/2012/DR4040-430%20Employee%20Performance%20and%20Awards_final_20200624.pdf
https://my.aphis.usda.gov/myportal/myaphis/employeeresources/human-resources/performance_appraisals/
mailto:Gwen.Montgomery@usda.gov
mailto:HR.System.Access@usda.gov
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Transit Subsidy Benefits Information Update
By Tara Abramowitz (Tara.L.Abramowitz@usda.gov, 301-851-2883)

Participants who submitted a transit recertification application in 2020 were not withdrawn from the 
TRANServe Application System for non-use during the COVID-19 Pandemic.

If you are not sure if you are still active in the TRANServe system, please log in to the TRANServe Account 
Application to view your status. You only need to submit a new application if you were withdrawn or if 
your information (monthly cost, address, mode of transit, etc.) has changed. Telework arrangements 
must be considered when completing a transit benefits application. The Human Resources Division 
recommends discussing any potential telework and other schedule changes (once maximum telework 
has ended) with your supervisor prior to submitting a new transit application.

TRANServe CREDIT CARD

1. You should check your TRANServe card funds and status by logging into your US Bank Account Access
instead of calling US Bank. As a reminder, the “Available Credit” and not the “Balance” is the amount 
loaded on the card to be used to make your purchase. 

2. US BANK purged cards that were not used in over a year. When you log into your US BANK account and 
notice that you have been purged (this will be evident upon logging in), please reach out to Tara 
Abramowitz at tara.l.abramowitz@usda.gov so that the Department of Transportation (DoT) can request a 
new card and reopen your US BANK account. 

* The TRANServe VISA card benefit cycle has not changed and participants must use their monthly benefits by 
the 4th of the current month. For example, benefits for October are loaded on September 10th and must 
be used by October 4th. For more information, please go to: 
https://www.transportation.gov/transerve/my-transerve-card.

SMARTRIP CARDS (DC area/HQ only) 

1. SmarTrip cards will need to be swiped at a Metro turnstile on the first trip to download benefits. If benefits 
do not autoload in a day or two, you should contact the Washington Metropolitan Area Transit Authority 
(WMATA)/Metro Customer Service at 888-762-7874 as included on the back of every SmarTrip card.

2. Old cards (less than 20 digits) must be replaced with a new 20-digit card. In order to begin receiving 
benefits on your new card, you must update your new card number in the WMATA/Metro system and the 
DoT TRANServe Account Application using a SmarTrip Card Number Change Form.

Minneapolis, MN Transit Participants

HRD is finalizing the procedures for the Minneapolis, MN transit participants who need to transition from 
the previous transit program to the DoT TRANServe system. Prior to registering and submitting an 
application, employees should work with their supervisor to determine their telework schedule when the 
maximum telework declaration ends. The amount of transit subsidy allowed is based on an employee's 
work schedule and specific number of commuting days per month. 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftransitapp.ost.dot.gov%2F&data=04%7C01%7C%7Ce2092ee4a78b4b833a6308d942e87edd%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637614388586283141%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=41C1AZwzTE2JTWhPtRq%2FPeCojJehb2FG7vXusbZasgA%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.access.usbank.com%2FcpsApp1%2FAxolPreAuthServlet%3FrequestCmdId%3Dlogin&data=04%7C01%7C%7Ce2092ee4a78b4b833a6308d942e87edd%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637614388586293096%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=9RKj5wawFOg0on4dic%2F9vWIel09spzBXnBXj2QjaND8%3D&reserved=0
mailto:tara.l.abramowitz@usda.gov
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.transportation.gov%2Ftranserve%2Fmy-transerve-card&data=04%7C01%7C%7Ce2092ee4a78b4b833a6308d942e87edd%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637614388586293096%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=XPi5I1wNGKXdn%2Bu6BSxU593PY7x%2FAGGPwRYpkD9B%2FNw%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.wmata.com%2Ffares%2Fsmartrip%2F&data=04%7C01%7C%7Ce2092ee4a78b4b833a6308d942e87edd%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637614388586303052%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=Vhr4hs%2FECd2xGy5paNGqiByb1BKM0QiRME4UqciRn2k%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftransitapp.ost.dot.gov%2F&data=04%7C01%7C%7Ce2092ee4a78b4b833a6308d942e87edd%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C0%7C0%7C637614388586303052%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=xYZUmgBuf2DcHqpuNiQYMZWWh%2BsjPGUOY6mBd3gKENU%3D&reserved=0
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Submitting SF-52s Timely
By Jason Scott (Jason.L.Scott@usda.gov, 612-336-3339)

The Human Resources Division (HRD) recommends that all Employee Personnel 
Actions (SF-52s) be transmitted to Human Resources Operations (HRO) no later 
than 2 weeks prior to the proposed effective date. In the e-Tracker system, there are two primary steps 
to submit an SF-52. First, the SF-52 must be initiated. You will need the employee's name, position, and 
organizational information to complete this step. Second, the supervisor/approver must authorize the 
request; the SF-52 does not transmit to HRO until the second step is complete, and many actions are 
found waiting at this step after the effective date has come and gone. It is critical that SF-52s for 
employee actions are submitted timely to prevent pay issues and/or a de facto employment status. 

Here are several examples of commonly delayed SF-52s and the impact:

• Loss of employment status due to late Term or Temp extensions or conversion to new appointment. 
(This causes the employee to need separation, lose system access, and need to be rehired which 
can be a lengthy process and may require additional competition in some cases.) When 
employment expires, employees are no longer allowed to work and must be sent home until they 
are rehired.

• Loss of Pathways Recent Graduate conversion availability because requirements were not met, or 
actions were not submitted in a timely manner.

• Late promotions because actions come in after the effective date.
• A new hire has a delayed Lincpass or other system access. 
• An employee is paid for the wrong locality and incurs a bill.

HRD does not possess the authority to retroactively authorize and process most SF-52s. Therefore, it is of 
the utmost importance to track not-to-exceed (NTE) dates, career-ladder promotion dates, 
resignations, leave without pay, etc., to ensure that the SF-52 is submitted no later than 2 weeks prior to 
the proposed effective date. Keep in mind that most 52s require a team of individuals once they get 
to HRO. Some go through:

1. Classification for position builds and position 
descriptions, 

2.   Staffing for regulation checking and coding of the 
personnel action, 

3.   Processing to be added to the payroll system, and 
4.   Benefits for additional steps.

Many of the delayed actions can have consequences 
for the employee and to the hiring process because 
some of the fixes required can take multiple weeks and 
many functional areas to correct. This can have a 
detrimental effect on pay, time to hire metrics, and 
response times, as it is the same HRO team that works to 
fill your vacancies that are needed to correct 
employment records. When in doubt, please contact 
HRO, and we will help you through the process.
USDA APHIS | Human Resources Division (HRD)

https://www.aphis.usda.gov/aphis/ourfocus/business-services/HRD/Contact_Us
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What Happens if the SF-52 to Extend an Appointment
is Not Submitted to HRO?
By Martha Gravagna (Martha.L.Gravagna@usda.gov, 612 336-3355)

Continue reading on next page…

When you have a temporary or TERM employee on your team, he/she will have a
not-to-exceed (NTE) date associated with his/her appointment. If you plan to extend the employee’s 
appointment to have him/her work for an additional period of time, you must submit a Personnel 
Action (SF-52) to Human Resources Operations (HRO). If the SF-52 is not submitted timely, the employee 
may enter a de facto status.

When an employee enters a de facto status, the impact goes beyond the SF-52. The employee’s pay, 
leave balances, and benefits are also affected. Below are the most frequently asked questions 
regarding how an employee is affected when in a de facto status.

Q1: Can an employee continue to work while in de facto status?
A: No, the employee’s appointment has expired, and he/she is

no longer considered to be an official employee. This 
means he/she is not authorized to provide service for the 
Government.

Q2: Will the employee be paid for the time worked while  
in de facto status?

A: Yes, an employee in de facto status must be paid 
for his/her services rendered to the Federal 
Government. A T&A will need to be submitted from 

the NTE date to the date the de facto was 
discovered. However, the T&A may not process 

automatically as it normally would. You may need to               
work with the Leave and Compensation Team to get the 

employee paid manually. 

Q3: Can an employee use leave or earn credit hours/compensatory time while in de facto status?
A: No, an employee may only be paid for his/her services rendered to the Federal Government. 
He/she may not use or earn any leave while in de facto status. If the employee worked 
compensatory time while in de facto status, it must be changed to overtime worked. If the employee 
worked credit hours while in de facto status, the supervisor must decide whether or not to change the 
hours to overtime worked.

Q4: What happens to the employee’s leave?
A: Regulations require that annual leave balances, unused compensatory time, and credit hours be 
paid out upon separation. Because a de facto employee must be separated, his/her annual leave, 
credit hours, and compensatory time will be paid out in a lump sum. HRO does not have the authority 
to hold or waive the payment. However, the employee will be able to retain his/her sick leave if 
rehired.
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Q5: What happens to the employee’s health insurance (FEHB)?
A: The employee’s health insurance is terminated on the last day of the pay period in which she/she 
was considered a Federal employee (before he/she became de facto). However, there is an 
additional 31-day extension of coverage at no charge. If the employee is rehired within 3 days and 
eligible for health insurance, there is no break in coverage and his/her current FEHB election will be 
automatically reinstated. 

If the employee is rehired after 3 days, it is considered a break in coverage, and he/she will have to re-
enroll. Please remember that the effective date of a FEHB election is always the first day of the pay 
period after it is received by HRO. This means the employee’s coverage will not begin for 2 weeks after 
his/her first day if the SF-2809 form to re-enroll is submitted promptly.

Q6: What happens to the employee’s retirement?
A: If the employee is rehired and eligible for retirement, his/her coverage will depend on the type of 
appointment, work schedule, and, in some cases, how long he/she was previously covered under a 
Federal Civilian Retirement System.

Q7: What happens to the employee’s life insurance (FEGLI)?
A: The employee will be covered by his/her life insurance for 31 days while in de facto status. If the 
employee is rehired and eligible for life insurance, his/her previous FEGLI coverage will be reinstated 
upon the new appointment. The employee is not eligible to increase coverage based on his/her new 
appointment.

Q8: How does de facto status affect the Thrift Savings Plan (TSP)?
A: If an employee has been on the rolls for less than 3 years, he/she will lose the Agency’s automatic 
1% contribution and associated earnings. If the employee’s break-in-service is less than 31 days and 
his/her new appointment conveys eligibility, the TSP election on file will be reinstated. If the 
employee’s break in service is more than 31 days, he/she will be automatically enrolled for 5% of 
his/her basic pay.

Q9: What happens to the employee’s LincPass?
A: The employee will lose access and be required to get a new card.

As you can see, while a de facto situation will cause extra work for the program and HRO, it will have 
the greatest impact on the employee. Please take extra caution to avoid de facto situations by 
submitting extension SF-52s well in advance of the employee’s NTE date. Also, when the SF-52 is 
created in e-Tracker, please monitor the system to ensure that the authorization step is completed 
before the NTE date. The SF-52 is not transmitted to HRO until the authorization piece is completed.

If you do run into a de facto situation with an employee, we strongly recommend that either the 
employee or program contact reach out to his/her Benefits and Staffing Specialist to discuss all the 
impacts of de facto status on the employee. USDA APHIS | Human Resources Division (HRD)

Continued from page 11

https://www.aphis.usda.gov/aphis/ourfocus/business-services/HRD/Contact_Us


The Office of Personnel Management (OPM) has issued updated Federal 
Employees’ Health Benefits (FEHB) Program guidance on:

1. The process for requesting proof of family member eligibility.
2. What documents may be used as proof.
3. The actions Human Resources must take based on an employee’s response to a request for 

verification of eligibility.

OPM has issued a list of approved documents employees will need to provide to Human Resources to 
verify family members’ eligibility. These documents must be included when employees are newly hired 
and making their initial enrollment in FEHB, or when employees have a Qualifying Life Event (QLE), such 
as marriage.

For example, if an employee has been married less than 12 months a copy of a Government-issued 
marriage certificate is all that is needed to verify the eligibility. If the employee has been married more 
than 12 months, then a copy of a Government-issued marriage certificate must be submitted and one 
of the following documents listing his/her spouse:

1. Front page of most recent tax year’s Federal or State tax return; or
2. Proof of common residency (e.g., utility bill, other household bill, auto registration); or
3. Proof of financial interdependency (e.g., shared bank statement, credit card statement, life or auto 

insurance policy).

The list of FEHB family member eligibility documents can be found on OPM’s website. Human Resources 
started requiring these documents on any FEHB election on July 17, 2021.

This new guidance does not apply to the annual open season period. Employees will still be able to 
make changes to their FEHB by only submitting an SF-2809, Health Election form, or by using the 
Employee Personnel Page. 

Please contact your servicing Benefits Specialist with any questions.
https://www.aphis.usda.gov/aphis/ourfocus/business-services/contact_us/hrd/hrd
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Changes in Verifying Eligibility for Family Members
By Brian Fleming (Brian.B.Fleming@usda.gov, 612-336-3621)

https://www.opm.gov/retirement-services/publications-forms/benefits-administration-letters/2020/20-203a5.pdf
https://www.aphis.usda.gov/aphis/ourfocus/business-services/contact_us/hrd/hrd
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Working with a Coach through Transition
By Sue Bernstein (Sue.Bernstein@usda.gov, 301-851-2878)

COVID-19 changed the world, and as a result, it changed the way the world works. In March 2020, 
employees found themselves learning how to adapt to a remote workplace overnight. As restrictions 
ease and the world begins to transition to a "new normal," employees are likely to face new 
challenges. Evidence shows that one of the best ways to face challenges during times of transition is to 
work with a coach.

A certified coach can help you accelerate your performance or reach a desired change in your life 
and career. A coach can help you gain self-awareness, clarify your goals, and unlock your potential to 
create positive change within and around you in a transformational way. 

Self-awareness is vitally important for employees who are returning to the 
workplace after COVID-19. This is the time to reflect on learnings from the 
pandemic and determine what is most important moving forward.

The impact of the pandemic will remain with us for years to come. Are you 
ready to accelerate your self-awareness and ability to create positive 
change as you return to the workplace? For more information about 
working with a coach and how to get started with coaching, please visit 
the APHIS Coaching Program SharePoint page here. If you have any 
questions, please contact APHIS Coaching Program Co-Managers 
Kieran.McAuliffe@usda.gov or Sue.Bernstein@usda.gov

https://usdagcc.sharepoint.com/sites/aphis-svc-ctod/SitePages/APHIS%20Coaching%20Program.aspx
mailto:Kieran.Mcauliffe@usda.gov
mailto:Sue.Bernstein@usda.gov
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CTOD CAREER DEVELOPMENT Update –
Time to Review Your Individual Development Plan (IDP)
By Sue Bernstein (Sue.Bernstein@usda.gov, 301-851-2878)

As we head into the final quarter of FY21, it’s an important time to review your annual individual 
development plan (IDP). Take this opportunity to review your goals for development and the learning 
activities you previously selected. Reflect on your experiences, talk with your supervisor about your 
progress, and assess whether any remaining activities are still relevant. If there are remaining relevant 
activities, determine whether you will complete them this fiscal year or perhaps transfer them to your FY22 
IDP.

Your IDP is a living document and should reflect any ongoing changes to your development needs. If 
there has been a change to your role or responsibilities, you will likely have to adjust your goals, learning 
activities, and your timeline for completing the activities.

Plan to continue quarterly discussions with your supervisor about your development. If you need assistance 
with your IDP or the IDP process, visit the Center for Training and Organization Development’s virtual 
Career Development Center (here) for tools to help you identify your goals, figure out which 
competencies you will need to attain the goals, and find learning resources to build the competencies 
you identified. For further assistance, you can speak with a Career Counselor by completing and 
submitting an appointment request form (here) to Career.Counseling.Service@usda.gov.

For questions concerning IDP Policy, please contact Sue.Bernstein@usda.gov. 

https://usdagcc.sharepoint.com/sites/aphis-svc-ctod/CDC/SitePages/Home.aspx
mailto:here
mailto:Career.Counseling.Service@usda.gov
mailto:Sue.bernstein@usda.gov
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Leadership is a mindset that anyone, at any level, can cultivate if they choose. 
APHIS has promoted a “leadership at all levels” approach to development since 
2009, with the launch of the APHIS Leadership Roadmap and subsequent internal 
leadership development programs (LDPs). Whether you are a non-supervisory GS-4 
or an aspiring executive, APHIS’s Center for Training and Organization 
Development (CTOD) has leadership development opportunities for you. CTOD 
creates and delivers LDPs that allow you to learn and apply new ways of being an 
effective and engaging leader. We cultivate a safe environment to grow, with lots 
of support and guidance all around you. 

The year 2020 brought about extraordinary changes in the way we live, interact, 
and work. These changes brought into sharp focus the need for constant upskilling 
and reskilling of the workforce. There is no doubt that how we work will continue to 
evolve in the years ahead. APHIS’ capacity to capably handle these inevitable 
changes requires curiosity and constant scanning of the environment.

This is one reason CTOD paused delivery and conducted a comprehensive review of the LDPs – to 
position our programs to best develop our leaders of the future. 

Over the last 8 months, CTOD partnered with Policy and Program Development (PPD)’s, Planning, 
Evaluation and Decision Support (PEDS) team members to review, evaluate, and analyze the four 
leadership development programs: Foundational Leadership Development Program (FLDP), 
Intermediate Leadership Development Program (ILDP), Leadership Development for Project/Program 
Managers (LDPM), and Advanced Leadership Development Program (ALDP). Specifically, CTOD and 
PEDS focused on measurements of program success, structure and curriculum gaps, top competencies 
and behaviors of high-performing leaders, as well as support and application of LDP participants’ 
learning. 

In June, PEDS presented CTOD with recommendations for strengthening the LDPs. Key 
recommendations include:
• Develop programs that are inclusive and represent a diverse population.
• Recruit and select a pipeline of talent who are ready and willing to step into leadership positions or 

take on greater responsibilities.
• Enhance impactful learning methods that encourage transformation in aspiring leaders.
• Ensure the LDP curriculums focus on developing interpersonal skills, self-awareness, problem solving, 

business acumen, political savvy, strategic thinking, resilience, leveraging diversity, and innovation.
• Develop an evaluation strategy to demonstrate the impact and growth of the leadership 

development program graduates.
• Enlist supervisor support for the LDP participants before, during, and after the program to foster 

sustained engagement and return on investment to APHIS.
• Build a framework to enhance continual learning and alumni opportunities.

CTOD is now incorporating the recommendations into a robust redesign of the LDPs. Our goal is to 
launch the revised programs this winter. APHIS’ LDPs have helped develop successful and engaging 
leaders and we are excited to continue this important work. If you have any questions, please reach 
out to Leslie Linneman, CTOD Leadership Development Branch Chief, at Leslie.A.Linneman@usda.gov.

Coming Soon: APHIS’s Redesigned 
Leadership Development Programs
By Leslie Linneman (Leslie.A.Linneman@usda.gov, 301-851-2889)

mailto:Leslie.A.linneman@usda.gov
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