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This site contains information, resources and tools to which can be used as a starting
point for successfully acculturating and developing new employees. USDA strives to
create a positive working experience where staff are informed and engaged and
have strong working relationships with their manager/supervisor and colleague

A successful onboarding program makes a positive impression on a new employee
and creates a welcome feeling which confirms their decision to work for USDA.

Onboarding is more than completing new hire paperwork or attending an
orientation. Onboarding is a collaborative, strategic approach that provides new
employees with the needed information, tools and resources to effectively meet
organizational goals. Supervisors are KEY to this process!!
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MRPBS Acquisition and Asset Management Division
(AAMD)


https://www.aphis.usda.gov/

¢ AAMD Home Page
e AAMD SharePoint Site
e Facility Access
o Facility access is controlled by AAMD through the Lenel Application. Any
questions related to building access via a Visitor or Linc Pass badge should
be directed to your Facility Manager
» Visitor Badges
= Elevator - Shared Facility - Parking Badges - some facilities
require badges to allow building, parking or room access. This access
may be added onto an existing Linc Pass badge or it may be provided
with a separate badge entirely
= Linc Pass - once you have received activated your Linc Pass, contact
your Facility Manager to have that credential associated with the
access you require within the Lenel Application. Hold on to you visitor
badge until you are confident your Linc Pass works - this may be 24-
48 hours
= Travelers - contact the facility manager in the location you are
traveling to prior to leaving to ensure your Linc Pass is activated for
use in that facility
Fleet Management
Personnel Property Guidance
o Corporate Property Automated Information System (CPAIS) Access
o Biennial Inventory Instructions
o Personal Property Manual
Purchase Card
o Requesting a Purchase Card - Justifications for a purchase card must be
approved by AAMD PPSB Branch Chief, Norita Thomas.
o Purchase Card Policy
o Purchase Card Training
Printing, Distribution, Mail, Copier Solutions
o How to Order Business Cards (APHIS)
o How to Order Business Cards (AMS)
o Building Service Guides
= Riverdale, MD
= Washington, DC
= Minneapolis, MN



https://intranet.usda.gov/aphis/marketing-and-regulatory-programs-business-services/acquisition-and-asset-management-division
https://usdagcc.sharepoint.com/sites/aphis-mrp-aam/svcs/SitePages/Home.aspx
https://usdagcc.sharepoint.com/sites/aphis-mrp-aam/svcs/fcs
https://usdagcc.sharepoint.com/sites/aphis-mrp-aam/svcs/rppb-fm/SitePages/MRP-Fleet-Management.aspx
https://usdagcc.sharepoint.com/sites/aphis-mrp-aam/svcs/pp/Property%20Guidance/Forms/AllItems.aspx?viewpath=%2Fsites%2Faphis-mrp-aam%2Fsvcs%2Fpp%2FProperty%20Guidance%2FForms%2FAllItems.aspx
https://usdagcc.sharepoint.com/sites/aphis-mrp-aam/svcs/pp/Property%20Guidance/Forms/AllItems.aspx?viewid=fc421e38-ebde-41ce-ae7e-d3799fef0cad&id=%2Fsites%2Faphis-mrp-aam%2Fsvcs%2Fpp%2FProperty%20Guidance%2FRequesting%20CPAIS-PP%20Access
https://usdagcc.sharepoint.com/sites/aphis-mrp-aam/svcs/pp/Property%20Guidance/Biennial%20Inventory%20Instructions.pdf#search=inventory
https://usdagcc.sharepoint.com/sites/aphis-mrp-aam/svcs/pp/Property%20Guidance/DRAFT%20MRP%20Personal%20Property%20Manual.pdf#search=personal%20property%20manual
https://ias.usda.gov/ccsc/purchase_card-about-about.html
https://usdagcc.sharepoint.com/sites/aphis-mrp-aam/svcs/PC/Lists/Announcements/DispForm.aspx?ID=6&Source=https:%2F%2Fusdagcc.sharepoint.com%2Fsites%2Faphis-mrp-aam%2Fsvcs%2FPC%2FSitePages%2FHome.aspx&ContentTypeId=0x0104005AABE5557038154DBD634BCD7636D4FD
https://ias.usda.gov/ccsc/purchase_card-policy-department_regulations.html
https://ias.usda.gov/ccsc/purchase_card-training-mandatory.html
https://usdagcc.sharepoint.com/sites/aphis-mrp-aam/svcs/pdmcs
https://usdagcc.sharepoint.com/sites/aphis-mrp-aam/svcs/pdmcs/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Faphis%2Dmrp%2Daam%2Fsvcs%2Fpdmcs%2FShared%20Documents%2Fhow%2Dto%2Dprocure%2Dprinting%2Epdf&parent=%2Fsites%2Faphis%2Dmrp%2Daam%2Fsvcs%2Fpdmcs%2FShared%20Documents
https://usdagcc.sharepoint.com/sites/aphis-mrp-aam/svcs/pdmcs/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Faphis%2Dmrp%2Daam%2Fsvcs%2Fpdmcs%2FShared%20Documents%2Fhow%2Dto%2Dprocure%2Dprinting%2Epdf&parent=%2Fsites%2Faphis%2Dmrp%2Daam%2Fsvcs%2Fpdmcs%2FShared%20Documents
https://usdagcc.sharepoint.com/sites/aphis-mrp-aam/svcs/fcs/SitePages/riverdale.aspx
https://usdagcc.sharepoint.com/sites/aphis-mrp-aam/svcs/fcs/SitePages/dc.aspx
https://usdagcc.sharepoint.com/sites/aphis-mrp-aam/svcs/fcs/SitePages/minneapolis.aspx

= Raleigh, NC
s Ft. Collins, CO

MRPBS Emergency Management, Safety, and Security
Division (EMSSD)

e EMSSD Home Page
e New Employee Emergency Contact Sheet
e On-Line First Report of Accident, Injury, or lliness

MRPBS Financial Services Division (FMD)

¢ FMD Home Page

e Travel Services Center

e Travel Card

e OF-1164 - Claim for Reimbursements for Expenditures on Official Business

MRP Information Technology (MRP IT)

MRP IT Home Page

MRP IT Technical Assistance Center (MTAC)
AMS Service Desk

Request 30 Day PIV Exception

APHIS Cellular Request

Onboarding Objectives

e Increase new employee productivity by orienting them about the USDA, its
Mission Areas and Agencies and their respective cultures

e Improve retention rates of new employees by providing a wide array of
information to ensure they feel engaged, successful and connected. This


https://usdagcc.sharepoint.com/sites/aphis-mrp-aam/svcs/fcs/SitePages/raleigh.aspx
https://usdagcc.sharepoint.com/sites/aphis-mrp-aam/svcs/fcs/SitePages/ftcollins.aspx
https://intranet.usda.gov/APHIS/emergency-and-regulatory-compliance-services/emergency-management-and-coordination-branches
https://www.aphis.usda.gov/mrpbs/publications/new-employee-onboarding/aphis-new-employee-contact-info.docx
https://usdagcc.sharepoint.com/sites/aphis-mrp-emss/FirstReport/SitePages/Home.aspx?submit=First+Report+Form
https://intranet.usda.gov/aphis/marketing-and-regulatory-programs-business-services/financial-management-division
https://usdagcc.sharepoint.com/sites/aphis-mrp-fmd/councils/Travel/SitePages/ProjectHome.aspx
https://usdagcc.sharepoint.com/sites/aphis-mrp-fmd/councils/Travel/SitePages/ProjectHome.aspx
https://www.gsa.gov/system/files/OF1164-17c.pdf
https://usdagcc.sharepoint.com/sites/MRP-ITD
https://usdagcc.sharepoint.com/sites/MRP-ITD/SitePages/Laboratories-and-Groups-Supported-by-MTAC-Helpdesk.aspx
https://amsinsight.ams.usda.gov/interact/Pages/Section/ContentListing.aspx?subsection=2789
https://help.aphis.usda.gov/sp/?id=sc_cat_item&sys_id=1fd64af96f479e00ea38ce026e3ee49a
https://help.aphis.usda.gov/sp/?id=sc_cat_item&sys_id=b59c55306f0946008bcd2df16e3ee40d

includes providing them with “meaningful work” as quickly as possible

e Provide audience specific, in-depth, timely information over an extended period
of time so that information is useful and memorable for the new employee.
Don’t overwhelm them in their first week and expect them to retain everything
you’'ve told them

e Streamline processes and provide best practice information to enable
managers/supervisors to deliver high-quality consistent and accurate
information systematically to ALL new employee

e Foster an environment of employee engagement where employees feel that the
USDA is a GREAT place to work

Onboarding Timeline

Before First Day

e Connect with the New Employee regarding logistics for their first day of work
o Refer the New Employee to the information found in their Official Offer Letter
e Prepare for the New Employee

First Day

e Introduce the New Employee to the Team

Ensure the New Employee receives a New Employee Orientation
Focus on sharing Agency and Program mission and values
Complete Day One paperwork

Request any IT resources/networks required for work

First Week

Ensure the New Employee has received their eAuthentication & Linc Pass
messages

Orient the New Employee to the organization and/or office norms

Assign meaningful work

Introduce the New Employee to their Buddy



First Month

e Monitor performance and provide regular feedback

e Set performance expectations and help New Employee to create their IDP

e Provide essential training

e Familiarize employee with professional and personal development opportunities

6 Months to 1 Year

e Recognize positive employee contributions
e Provide formal and informal feedback on performance
e Set future performance & developmental goals

Resource Documents and Links for Supervisors

Applications & Resources (eAuth required)

e Electronic Forms Library

e Federal Employee Onboarding User Guide (Internal Only)

e IT G/media/104638uidance on Improper Use of Electric Equipment (256.49 KB)
e What you didn't know you needed to know about USAS Onboarding (1.59 MB)
e Employee Benefits (373.2 KB)

e New Hire - What Feeds What (138.42 KB)

e Supervisor Resource Guide (1.28 MB)

e What if | am hiring a Contractor or other Non-Federal Resource? (1.4 MB)

e Offboarding Exit Checklist (342.79 KB)

Available Resources within MRPBS

The Marketing and Regulatory Programs Business Services (MRPBS) provides
administrative support services in the areas of budget, finance, human resources,
information technology, procurement, property management, and other related
administrative services.
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https://intranet.usda.gov/APHIS/applications-and-resources
https://www.aphis.usda.gov/organization/business-services/forms/aphis-forms
https://usdagcc.sharepoint.com/sites/APHIS-MRPBS-Human_Resources_Division/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FAPHIS%2DMRPBS%2DHuman%5FResources%5FDivision%2FShared%20Documents%2FNew%20Employee%20Onboarding%2FFederal%20Employee%5FOnboarding%20User%20Guide%5F03%2E2025%2Epdf&viewid=3870b403%2D30fc%2D44f3%2Dbe18%2D821e5f4d0d64&parent=%2Fsites%2FAPHIS%2DMRPBS%2DHuman%5FResources%5FDivision%2FShared%20Documents%2FNew%20Employee%20Onboarding
https://www.aphis.usda.gov/sites/default/files/improper-use-guidance-message.pdf
https://www.aphis.usda.gov/sites/default/files/hiring-manager-bringing-new-hires-in-usas-onboarding.pptx
https://www.aphis.usda.gov/sites/default/files/new-employee-benefits.pptx
https://www.aphis.usda.gov/sites/default/files/new-hire-what-feeds-what.pdf
https://www.aphis.usda.gov/sites/default/files/onboarding-guide-for-supervisors.pdf
https://www.aphis.usda.gov/sites/default/files/contractor-credentialing-process.pdf
https://www.aphis.usda.gov/sites/default/files/mrp376.pdf
https://www.aphis.usda.gov/print/pdf/node/1328

