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I. INTRODUCTION

A. OERR'S MISSION

The mission of the Office of Emergency and Remedial
Response (OERR) is to administer the Comprehensive
Environmental Response, Compensation and Liability
Act (CERCLA). OERR, which was established in 1981
following the passage of CERCLA in 1980, is respon-
sible for managing the remediation of hazardous sub-
stances. spills and uncontrolled hazardous waste
sites.

OERR. under supervision of the Director, is respon-
sible for maintaining the support activities of its three
divisions and program management office: Hazardous
Site Evaluation Division, Hazardous Site Control Divi-
sion, Emergency Response Division, and the Office of
Program Management. See Exhibits I-1 through I-6
for an outline of the organizational structure of the
Office of Solid Waste and Emergency Response

(OSWER) and OERR.
B. PURPOSE OF THE MANUAL

This Administrative Procedures Manual has been
developed for OERR to document standard OERR and
other EPA general administrative policies and operat-
ing procedures. It has been prepared in accordance
with EPA Order 100.24, which requires that all EPA
offices establish, develop, and maintain an internal
administrative control system.

The manual summarizes the most current OERR-
specific and Agency-wide administrative policies and
procedures and presents methods for efficiently con-
ducting administrative actions. Although the manual
is designed to serve the specific needs of OERR divi-
sion managers and administrative personnel, it also
serves as a useful reference tool for all OERR staff.
The OERR Administrative Procedures Manual, how-
ever, does not redefine existing Agency-wide policies
and procedures. Rather, it is intended to complement
overall EPA requirements.

October 4, 1988
Page I-1



Exnibit I-1

Office of Solid Waste and Emergency Response

ASSISTANT ADMINISTRATOR
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Exhibit 1-2

Office of Emergency and Remedial Response

OFFICE OF THE DIRECTOR

Director - Henry L. Longest 11
Deputy - Walter Kovalick

2

ACTING EXECUTIVE
OFFICER

Clem Rastalter

OFFICE OF PROGRAM
MANAGEMENT
Acting Deputy Direclor

CONTRACT OPERATIONS
REVIEW AND
ASSESSMENT STAFF

Acting Director -

John Conistock

_

1

POLICY & ANALYSIS STAF¥F
Direclor -
Arthur Weissman

MANAGEMENT &
EVALUATION STAFF

Direclar - Jeffrey Byron

RESOURCES MANAGEMENT
STAFF
Dicector - Thomas Sheckells

r

HAZARDOUS SITE
EVALUATION DIVISION

Director - Stephen Lingle
Deputy - Lawrence Reed
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SITE ASSESSMENT BRANCH

Chief - Penclope Hansen

ANALYTICAL OPERATIONS

BRANCH
Chlef - Joan Harnes

HAZARD RANKING AND
LISTING BRANCH

Chiel - Vacant

T S INTEGRATION BRANCH

hicf - David Bennetl

| GRS LAARS RS AL PSS S SIS SN

HAZARDOUS SITE
CONTROL DIVISION
Director - Russel Wyer
Depuly - Psul Nadeau

1

1

10/4/838

EMERGENCY RESPONSE
DIVISION

SITE POLICY AND
GUIDANCE BRANCH
Chief - J. William Hsnson

REMEDIAL PLANNING AND
RESPFONSE BRANCH
Acting Chiel - James VYickery

DESIGN AND CONSTRUCTION
MANAGEMENT BHRANCH
Acting Chiel - Hscrold Snyder

COORDINATION
Chief - Murray

STATE AND L AL

O AL IIPIL LIS 1t ST ISIINI TR,

NCM
ton

REMEDIAL
PLANNING &
ANALYSIS STAFF
Acting Chief -
Walter Johnson 1

V RESPONSE OPERATIONS

Director - Timothy Fields

Depuly - Hans Crump-Weliner

BRANCH

Chilef - Bruce Engelbert

CRIUTERIA BRANCH
Chlel - John Rliley

RESPONSE STANDARDS AND

7

ENVIRONMENTAL RESPONSE
BRANCH
Chief - Joseph Lsfornara
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Office of Program Management

OFFICE OF PROGRAM
MANAGEMENT

Reglunal contract assessment
and assistunce
+ QA/QC

. Procurement strategies und PEB

CONTRACT OPERATIONS
REVIEW AND

ACTING DEPUTY DIRECTOR -
Clem Rastatter

ASSESSMENT STAFF
ACTING DIRECTOR -
John Comstock

QBRI

POLICY AND ANALYSIS
STAFF
DIRECTOR - Arthur Welssman

/
?
Z
Z
Z
'/////////I//////I//////////I//////////c

ARARs tralaning

State ARAR»

RCRA policy oversight
ARAR complisnce policy
NCP

Executive Order

Delegations

Risk/health Issues/ATSDR
Guldance study

Annual Report to Congress on
Superfund

¢ Cross-cutting policy lssues

e Docket, Directives management
* Strategic planning

COMPLIANCE WITH
OTHER LAWS SECTION
Chlef - Marilyn Stone

EGULATORY & SPECIAL
PROJECTS SECTION
Chliel - Phillp Jalbert

LA RS AL

AN

MANAGEMENT AND
EVALUATION STAFF
DIRECTOR - Jeffrey Byron

CILLLI LSS LSS LSS SIS LSS IS 1

Managemeat ADP sysiems
Accountability tracking
Program evaluation
Technical ADP systems
ADP administration

MANAGEMENT SYSTEMS
SECTION
CHIEF - Vacant

[llllilldliiciiiiiiiikk

7

SYSTEMS COORDINATION
SECTION
CHIEF - Michael Cullen

RESOURCES MANAGEMENT
STAFF
DIRECTOR - Thomas Sheckells

\WANN

N\

77

* Adminisirstive services

* Financlal policy & procedures
*» Financlal accouanting and
tracking

Budget formulation

Resource allocativan

Program [forecasting

Contract management

FINANCIAL AND
ADMINISTRATIVE

MANAGEMENT SECTION
CHIEF - Deborah Dletrich

BUDGET AND
FORECASTING SECTION

CHIEF - Terry Ouverson

/.



Exhibit 14

Hazardous Site Evaluation Division

HAZARDOUS SITE
EVALUATION DIVISION
DIVISION DIRECTOR - Stephen Lingle
DEPUTY DIVISION DIRECTOR -

Lawrence Reed

Ll ///////////////////////,

NN

10/4/88

HAZARD RANKING
& LISTING BRANCH

CHIEF - Vacant

Implement revised IIRS

Evaluate revised HRS for
techalcal changes under SARA

Deavelop and reflne NPL
eligibllity policies

Develop and finalize NPL Updales

Provide QA on NPL proposals

Improve qualily of Reglonal
NPL submissions

Phase-ln new NPL support coniract

Respond 1o inquiries/challenges
on listing of NPL sites

NPL POLICY/HRS
REVISIONS SECTION

CHIEF - Suzanne Weils

SITE ASSESSMENT
BRANCH
CHIEF .

Penclope Hansen

Manage FIT coalract o meet
Regloa‘’s needs amd ensure proper
coniract oversight

Trala Reglons/Siales on revised
HRS fleld data requirements and
respond 1o site-specific problems

Provide revised SV1.S] guldance

Recommead/implement policies
on CERCLA Uaglverse Including:

EP1 (with OWPE)

Federal Facllity (with OWPE)
Indiaas

Subtiite D

Pravide Reglons/States with lools

o assist in Superfund priority
seltling

SITE EVALUATION AND
GUIDANCE SECTION

NPL OPERATIONS
SECTION
CHIEF - Sandra Crystal

CHIEF - James Jowell

BETPIIINI LRI SIS EIARITLIIT

SITE OPERATIONS AND
CONTRACTS SECTION
CHIEF - Scolt Fredericks

CHPETIPIPIPIIPIPIPIEIIIIIIZ

|

ANALYTICAL
OPERATIONS
BRANCH Z
CHIEF - Joan Burnes [~
-

Develop organic sad inurganic
technical protocols and new
CLP servica

Manage over 100 CLP
laborstlories

Ensure conslsiency of
soalylical methods

Manasge LSAT

Manage Sample Maaagement
Office

Streamline analysis and dala
review

Establish anational Q/A methods
and procedures

Malniain analytical duta base
for sltes

oA .
ACTING CMIEF -

Willlam Laagley

ORGANICS CLP
SECTION
CHILF . Joan Flsk

REGIONAL OPERATIONS
SECTION

CINEF - Michuel Curler

TOXIC
INTEGRATION
BRANCH

CHIEF - David Bennett

Provide Regions wilth immediate
experl henlth/environmental
sclence responses Lo RI/FS
lssues

Update Superfund risk daula
bases and ensure consistency/
utiilty of other dula bases

Provide TA (o Reglons on the
revised public heulth and
ecological evaluaiion manuals

Coordinate with ATSDR and lead
EPA/ATSDR dispute resolution

procesa/fotiow-up on Reglonal

problems

Evaiuate results of Section 111
three-city lead pilot progrum
for soll clean-up/bluod-lead-
level correlation

TOXICS INTECRATION
PROGRAM

CHIEF - Bruce Mecans

REGIONAL SUPPORT
PROGRAM
CHIEF - Ssndra lee




Exhibit 1-5

Hazardous Site C...col Division

DIVISION

Deputy Director - Paul

HAZARDOUS SITE CONTROL

Director - Russel Wyer

REMEDIAL PLANNING
AND ANALYSIS STAFF
Actiag Chlef -

Nadeau Waller Jobnson

Wllllllleliiiiadss
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Manage SCAP/SEMS target seiting and evaluatlon
Manage natlonsl remedial and Division budgels
Provide CERCLES iInterface snd prepare senlor

mansgemenl reporis snd analyses

Prepare workluad model nnd messures

. Provide adminlstrative support for Division

SITE POLICY AND GUIDANCE
BRANCH

Chief - ). Willlam Hanson

SITLIITIIIII VIS IS ILIIIIIISIYS.

Develop and floalize NCP remedinl
process and selection of remedy
sections

Flaslize RUFS and ROD guldance
Develop pesformance-based guldance
for recurring problems

Provide ground water, soll and
reslduals techalcal support
Conduct selection of remedy
workshops

Collect data, develop rule and
provide (lechnical assist

for soll and debris land ban
Conduct Reglonal reviews and
provide (Interprogram coordination
Support Reautborization

A
SECTION
Acting Chief -

REMEDIAL ANALYSIS
SECTION
Chlef - Belsy Shaw

REMEDIAL PLANNING AND
RESPONSE BRANCH
Acting Chiel - James Vickery r

DESIGN AND CONSTRUCTION
MANAGEMENT BRANCH
Chief - llarold Snyder

COORDINATION BRANCH
Chief - Murray Newton

STATE AND LOCAL

Provide slie-specific technical

and treatability study

support during RUFS

Prepare ROD Updaiss, saalyses,
trends nmsssasmenis

Conduct lechnical forums aad

RUFS and ROD workshops

Provide RUFS mansgemenl supporl,
lacluding SCAP, SPMS, SARA targets;
Stale coordination; ORD (racking asnd
cost/achedule Improvements

Supporl communily relatlons and
TAG programs

Supporl response clsims and mixed
fuading Initistives

REMEDIAL PLANNING
SECTION

Chilel - Vacant

REMEDIAL RESPONSE

Manage REM J, ¢, S & o

Contracts .

Manage MOUs with Corps and
BUREC

Provide ARCS implemeniation
supporl, lacluding Reglonal
tralning snd advice on cosl

control and perfurmance .

evaluations
Support Coatract

RD/RA support, Including

technical assistance, change .

orders, claims, performance
evalustions, ilaformativn

traasfer .

Manage RD/RA program, Including
SCAP, SPMS, SARA largels;
budget priorities; GAU/IG audit
responses

Develop and Implement RD/RA
guldance and (raining

Blhebbiddobobdebobobebobobobobokobobobobodedobobobobedold

Maaage Reglonal Administrative .

Provide Regional Coordinator .

Direct and support Siate pro-
gram development, Including
SMOA, CORE; capablility
sssessments; reciprocal
concurrence; Informallon
transfer

Evaluate State technicul and
adminlstrative performance
Develop/malntain  Siate
pariticipation guldance
Manage constituency grants,
e.g.. ASTSWMO

Conduct special inltiatives,
e.g., Indian tribe and
municipality involvement
Support Reauvthorizatlon -
State rale

REMLRLDIAL CONSTRUCTION
MANAGEMENT SECTION

SECTION
Chilef - Randy Kalirelder [

7/ 777

Chief - Nuncy Willis

STATE INVOLVEMENT
SECTION
Chief - Jan Wine

REMEDIAL ACTION

CONTRACTS SECTION

STATE REQUIREMENT
SECTION
Chicf - Bill Ross

Chlef - Juhn Smith




Exhibit I-6

Emergency Response Division

EMERGENCY RESPONSE
DIVISION
Direclor - Timothy Fields

Deputy Director - Hans Crump-Weisner

Special Assistant - Donald Krafi

lamlﬂ%ﬂ SIS LI LL,

ERNS
SERA Summary
ERT Llalson

RESPONSE OPERATIONS
BRANCH
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This manual summarizes relevant OERR and other key
Agency policy and procedures and refers OERR stalf to
appropriate existing guidance for greater detail on a
specific topic. Copies of most of the guidance docu-
ments referenced in this manual are available from the
OERR Administrative Officer. Further clarification of
Agency policy exists in the QERR Emplovee Orienta-
tion Guide. The orientation manual also contains an
OERR telephone list. maps of Waterside Mall. a key
locations list. an OERR functional statement, and a
description of the Superfund program.

The Administrative Procedures Manual has been or-
ganized into fourteen chapters with individual topics
cross-referenced throughout the manual. as much as
possible.

C. GENERAL ADVICE FOR ND ING ADMINISTRATIVE ACTIONS

To ensure timely response or action on requests for
administrative action. it is essential to plan and sub-
mit appropriate papers well in advance of the expected
action. When pursuing and seeking approval on an
administrative action, staff should consider and be
knowledgeable of the following:

Required documentation and number of copies

Internal steps and external requirements for
review and approval

o Total length of time it takes to process paper-
work (estimate and plan for this)

. Names of contact people and appropriate timing
for inquiries and interviewing

. Sequence of events (see flow charts throughout
the manual).

Staff should review the policy and procedures ahead of
time and contact designated individuals or offices with
questions. Exhibit 1-7 provides a reference list of these
designated individuals who can provide further assis-
tance in completing specific administrative tasks.
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Exhibit [-7

“Who to Contact” in OERR

OFFICE/
TYPE OF ASSISTANCE DIVISION CONTACTS
Administrative: furniture, 10, OPM | B.J. Alston (FTS 382-2236),
telephones, maintenance, Sharon Blandford (FTS 382-4054)
etc. ERD Jannie Williams (FTS 475-8720)
HSED Jackie Eaton (FTS 475-8600)
HSCD Amy Brooks (FTS 382-4632)
Funds: document control OERR Secretaries, Doretha Vaughan
numbers, account numbers, (FTS 475-8101)
etc. Sandra Davis (FTS 475-8100)
Payroll: timecards, timesheets, OERR Timekeeper
checks, etc.
Personnel OERR Sharon Blandford (FTS 382-4054)
Property Passes OERR B.J. Alston (FTS 382-2236)
Sharon Blandford (FTS 382-4054)
Tax Information OERR Customer Assistance (FTS 382-5116)
Training: procedures, policy, OERR B.J. Alston (FTS 382-2236)
forms, course availabliity, etc.
Travel: includes Diner's Club OERR Secretaries
Card
Telephone Repairs OERR Telephone Repair (FTS 382-2267)

Note: If the assistance you seek is not listed, please see the secretary
for your office.
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OVERVIEW

II. GENERAL PROCEDURES

The purpose of this chapter is to provide OERR per-
sonnel with a concise description of policy and proce-
dures and references for general administrative ac-
tions. Specifically, this chapter includes information
on staff responsibilities, authorization procedures.
work periods. flex-time, overtime, holidays. timekeep-
ing/timesheets, and paychecks.

A. OERR STAFF AND RESPONSIBILITIES /AUTHORIZATION POLICY

1.

Description

Reference

The Agency Administrator has been delegated the
responsibility by the President to authorize (approve/
disapprove) all program/policy and administrative
actions undertaken within the Agency. The Adminis-
trator has delegated responsibilities for specific actions
to certain Agency officials. Each staff member is re-
quired to complete a position description which clari-
fles his/her particular role and responsibilities. The

Delegations Manual also defines current delegations of
authority.

Staff responsibilities are designated by the employee’s
supervisor and documented in the employee position
description. Further details on general administrative
actions and authorization procedures are provided in
Chapter 3, Section F, Performance Management Re-
views and Appraisals.

Refer to Appendix A of this manual for details of OERR
administrative staff. See the Administrative Contact

for a copy of the Delegations Manual.
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B. WORK PERIODS

1. Description

Daily work periods for full-time employees consist of
8 hours plus a 30-minute lunch period. These em-
ployees have a regularly scheduled 40-hour weekly
tour of duty. Part-time employees have a regularly
scheduled 16- to 32-hour weekly tour of duty, which
varies depending on individual appointment.

2. Procedur
All employees are to report to work according to their
designated schedule. which may vary depending on
employee status (full- or part-time) and flex-time
schedule.

3. Reference

[I:? Employees should discuss the details of work periods
with their supervisors.

C. ELEX.-TIME
1. Description

The use of the flex-time system permits employees to
arrive and leave work at their preferred hours provided
their needs are consistent and compatible with the
needs of their division and supervisor. The time em-
ployees choose to arrive dictates the hours they may
leave, always working an 8-hour day. There are core
hours from 9:30 a.m. to 3:30 p.m. during which all
employees must be working. The government guaran-
tees a full range of services to the public during the
customer band from 8:00 a.m. to 4:30 p.m. That por-
tion of the day during which employees may select
times of arrival and departure is between 7:00 - 9:30
a.m. and between 3:30 - 6:00 p.m. Exhibit II-1 pres-
ents a detailed chart of these time categories. For em-
ployees arriving or departing at hours other than the
customer band, prior supervisor approval is needed.

October 4, 1988
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Exhibit II-1

Time Periods During the

EPA Workday
a.m. p.m.
Flex-time : Flex-time
(2 122 Hours) (2 172 Hours)
7:00 a.m. 9:30 a.m. Core Period 3:30 p.m. 6:00 p.m.

8:00 a.m. 4:30 p.m.



3.

Reference

=

The Flex-time Approval Form (Exhibit [I-2) should be
submitted to first and second line supervisors for
approval in advance. Once a flex-time schedule is estab-
lished. it must be adhered to in a uniform manner, i.e.,
the same starting and departure time daily.

For further information. staff should see their designated
Timekeeper. Administrative Liaison or the Administrative
Officer (Appendix A). For further details on policy and
procedures, refer to the EPA Flex-time Handbook.

D. COMPRESSED WORK-WEEK

1.

3.

Description

Reference

|

The compressed 80-hour work schedule is eight 9-hour
days. one 8-hour day. and one Friday or Monday off per
pay period. All permanent and temporary full time
OSWER non-professionals (no positive education require-
ment for job series), managers and supervisors may
participate. '

Employees must work between 7:00 a.m. and 6:00 p.m.
Attendance during the core period, 9:30 a.m. until 3:30
p.m., is required.

Participants interested in establishing a compressed work
schedule should obtain information and a request form
(Exhibit II-3) from their secretary. The completed form
must be submitted to the supervisor for approval.

Further infornation is available from the timekeepers.

October 4, 1988
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Exhibit II-2

OFFICE OF EMERGENCY AND REMEDIAL RESPONSE
Flex-time Approval Form

Name

Position

Regular Starting Time

Regular Ending Time

Regular Lunch

] Disapproved 1 Approved
Supervisor Supervisor
Date Date

Comments:



Exhibit II-3
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l 9 ) % UNITED STATES ENVIROMMENTAL PROTECTION AGENCY
M-f WASHINGTON. D.C. 20460
L Boo“".'
SFEIZE 2
JUL | 1ee8 SCL'D NAaSTE ANG svs=c=sucv sz
MM N

SUBJECT: Ccmpressed Work Schedule (CWS) Implementation

FRCM: Robert J. Knox, Chair 1-y¢”
Human Resources Council AC

TO: J. Winston Porter
Assistant Administrator

Attached for your signature 1S OSWER's Compressed Work
Schedule (CWS) Plan. Our target date for implementation is
August 1. As you kncw, at this time, eligibility to
garti.cirate 1n the CWS program is limited to managers/superviscrs
and AFGE bargaining unit employees.

Outlined belcw 1s our CWS implementation schedule:

Act:.on: Timeframe:
Train Administrative Officers (AQs)/ June 30
t.mekeepers

Submit plan for Assistant Administrator's July 1
s.gnature

Opt:onal follow-up training for July 7
AQOs/timekeepers

Ccnduct CWS briefing for managers/ July 13
supervisors

Announce/distribute compressed program plan July 14

Employees complete and submit schedules July 18
to managers/supervisors fcr approval

Managers/supervisors approve and July 25
forward schedules to timekeepers

Implementation August 1

September 1988

Evaluation period
January 1989
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Exhibit [I-3 (continued)

Thank you for supporting the Council in making OSWER's

compressed program a reality. We are hopeful that in the
near future all OSWER employees will have the opportunity to

go on the Program.

Attachment



Exhibit I-3 (continued)

CZWER Compressed Work Schedule (CWw3) Cefinicions
feqular Fegular hours total must be 88. CUnder the "REG* (regu.ar
Hours fours column, record "9”" for eight days and “8" for one
day, the total adding up to "80" hours. Nothing snould
be i1n the "REG" column on the amployee's day off (examples
of carpressed week schedule tinecards are az:tached).

Cxe 4 In the "O”" (code colurn) next to the "REG" column, place
a "4" if you have a number in the "REG" column. (Code 4
.'.\eans_ao-hou: biweekly tour of duty tut the basic workday
exceecs e:ght hours per day.)

Rerarks On the initial timecard for a campressed Siweekly work
per:ad, in "REMARKS® space, the EPA Payroll Cff:ce has
suggested the following pnrase "Initiation of Campressed
work Schedule.”

Cvertz.me It is the policy of EPA to compensate PLSA exempt
employees in grades GS-13 axd below with paid overtime.

Overt.me work 1s recorded in the "0.7.”" coluomn as
previausly dcne. However, do gt put anything 1n the
"* colum next to the "0.T." column.

if the employee works an his/her scheduled day off, these
hours are zecorded in the "0.T.° column, not in the
*REG”" hours column.

Canpensatory BEmployees whose rate {s above GS-13 will be campensated
Tine Worked vith an equivalent amunt of campensatory time off.
(Carptime)

Camptime worked 1s recorded in the "C.T. Work"” column as
previausly done.

If the aemployee works an his/her scheduled day off, these
hours are recorded in the "C.T. Work" colum, not in
the “REG® hours colum.

Leave When an employee uses annual or sick leave for the entire
day on a scheduled 9-hour day, the leave is recorded as
9 hours of annual or sick leave, not 8 hours of leave.

If an employee uses annual or sick leave for the entire
day on the scheduled 8-hour day, then the leave is recorded
as 8 hours of annual or sick leave.’

If an employee uses a fraction of a day then the hours
used are recorded as previously done.

Change in An employee cannot change to a campressed work schedule in

Schedule the middle of a pay periad. This change gust take place
at the beginning of a pay pericd, with the approval of the
supecvisor.

Special _

Situaction [f you run into a question you cannot answer or a

problem you're unable to resolve, contact Maureen MNolar
Payroll Office, 382-2678 for assistance.



Exhibit I-3 (continued)

iod A pay per:od (p2p) Ls 30-nours in duration. It begias the
uncay anc ends tnhe seccnd Saturday of tne £0-nour week.

ollowing are the pay periods for the CwS timeframe beginning Auzust
23 and ending January 23, 19309,

s July 21 (Aug 1 - CWS star:s)
Augusc 13
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In exampcle L:
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In example 3: Exhibit I-3 (continued)

The first Monday of the pay period 1s a Holiday and 1s also the 3-hour dav

for the pay per:iod.
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Exhibit I[I-3 (continued)
Sample of completed form

CMPRESSEC 'WCRK SCHELULING REQUEST

Zrzlcyee name

crzanizac:icn

Secinming _ayguss 1, 1938 and ending October 22, 1988

I. I wish to rarticizate 1n the compressed workweek zlan and sucmit
the following recuest for my pay perimd schedule. I request tre
following ray period schedule. (Indicate starting and leaving
time cn work days and "off" fcr day off.)

| wvenday | Tuesday | Wednesday | “Trurscday | rcSricday |

| | ] |

! | l } | Jo
deek 1 c£ 2P '7:70-u:30 7:90-4:3D 7:00-4:30(7:00-4:30" 7:00-3: 3

; ! E | i
week 2 af PP > 030 T:90-a:30 7 oo-.. 30 ' 7:00-4:30 1

ITI. I do nct want to particigzate in the program,

Employee Signature Cate

Approved Disapproved

“Tivision Director or JCtEtice Director Signature



Exhibit I-3 (continued)

CMPRESSET. WCRK SCHETCULING RBEQUEST

Zmclcyvee name

crzanizaticn

2aginning

- v

Z. I 4ish to particirate in the compressed workweek clan and sucmis
the following recuest for my zay perioxd schedule. I regquest =ne
fallaowing pay periad schecdule. (Indicate starting and leaving
time on work 3avs and "off" for day off.)

! Monday | Tuescdav | Wednesday ! Thursday ! criday
[ . 1 ] 1
! i | | |
Week 1 c£ ©P ! ! l [ l |
i ! l ' | !
Neek 2 of PP | ! ! ' '
I7. I do nct want to particizate in the cregram.
— Employee Signature ~Cacte
Approved Disapproved

Division D1Cector Oy Jttice Director Signatcure
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Exhibit I-3 (continued)

2SWZ2 -4/9 TZIMpaIESS LaN

J _wWC3¥ gCH

JULE ?

This order zZroviZies ne plan for a voluirtary 5-4/9
wor< scnedule Trogram 1n OSWER. Zliz:ible

: S to part:cigace 1n the 2rogiam mnust obta:iln
: ¥ accroval. This plan Zoes 1nto effect
Adgus: I, for a zrial ceri10d of § montns. <cSlicible
eﬂo'oyens J1sning to parTiclzate 1a tnhe plan who are unable
to becin Gn that date (for example, because new car zoal
arrancements are not complezed) may obtain apcroval at a

later darte.
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3ASIC PPQOVISICNS OF THE PLAN. The details of tne zlan are
oroviced oe.O0w. Juest:i:ons should be diracted to your
Administrative Officer.

a. fCoverace. The compressed workweek glan apglies o

T  permanent and temporary ‘i4ll-cime employees wno are Aot
elicible for administratively uncontzollable overtime.
It does not apply to parz-time and student amolayees.

0. Workweek. With supervisory apporoval, a full-time
employee preselects a pay period work schedule
comprised of a S-day work week and a 4-day work week
for a total of 80 hours. The schedule 1ncludes eignt
9-hour days and one 8-hour day and one day off per pay

period.



Exhibit II-3 (continued)

-2 -

The following example illustrates how a regular Compressed a._.«x
Aeek might work:

CAS l |
! |
I
DAY q i |
| i
CFF | !
]
I | !
T . | |
= :
i !
[ |
J l
- i
STN MON TSES WED THURS FRI SaT

The follcwing example illustrates how a Compressed Workweex

might work when a holiday falls on a reqularly scheduled work Zav,
e.g., “onday:

CAS

DAY

OFF

SUN MON TUES WED THURS FRI SAT



Exhibit [I-3 (continued)
- 3 -

Core time. All full-time employees must te gcresent fcr
duty on all regularly scheduled work days during core
hours unless on apgroved leave, excused absence, or lunch
rericd. Care hours are 8:30 a.m, to 2:00 p.m., Monday
tarsugn Triday.

The following example illustrates how Csre Time might work:

3 heurs + 1/2 hour lunch

|
TLIXIZBLE 2AND | CRE TIME : FLEXIZLI 3AND

| 9 hours + 1/2 hour lunch

Arrival and Decarture Time. Offices wi1l.. ce open five
days a weex, Monday through Friday. Emplovees on this
plan may schedule their work day, with supervisory
approval, according to their own preference, as early as
6:30 a.m. and may work until 6 p.m.

Lunch Time. Length is 30 minutes, with the lunch period
not counted in the number of work hours.

Days Off. Employees may choose their day off, subject

to management approval, Monday or Friday during the
biweekly pay period. This day must be scheduled in
advance. Managers have the authority to limit days

off for the entire office to certain specified weeks

in a pay period, either the first or the second.

Under extenuating circumstances and with Management
approval, a day-off, such as a Wednesday, can be selected.

Leave Days. Employees will be charged leave in accordance
with work hours scheduled (e.g., 9-hour workday, 9 hours'
leave; 8-hour workday, 8 hours' leave). Hours worked
and/or charged to leave, holidays, etc., must total 80
during the bi-weekly pay period.




Exhibit I-3 (continued)
- 4 -

Holidavs. When a holiday falls on cne of the employee's
regqulacrly scheduled workdays, the emplovee will be credited
with 8 hours holiday leave. (See second example on Page
2). This day off will te the employee's 3-hour day for the
pay reriocd, and the employee will work eight 9-hour days.

When an emplovee has three consecutive nonworkdays
off (e.g., Friday, as compressed day off, Saturday and
Sunday), and a holiday falls on one of these nonworkdays,
the following rules shall apply in designating the worxday
as the "i1n lieu of" holiday. When the holiday falls on the
employee's first or second nonworkday, the preceding workday
shall te designated as the "in lieu of" holiday, and when
the holiday falls on the third nonworkday, the next workday
shall ke designated as the "in lieu of" holiday.

Cvertime. Cvertime work under the compressed workweek
may still te ordered and approved. Overtime for
enployees participating in the compressed work schedule
is defined as that work or duty time in excess of 3 hours
in a 3-hour day or 9 hours in an 8-hour day or more than
30 hours in a pay period, that is specifically ordered
and approved by management., Individuals subject to
unplanned overtime, (e.g., emergency spill), cannot
participate in the compressed workweek for specitied ca
periods).

Travel or Training. When an emplovee in a compressed
workweek schecdule is required to travel, particigate

in a training course, or serve at a location where the
hours of work are different than the employee's schedule,
the supervisor and/or manager will make individual
adjustments in the work hours on a case-by-case basis to
ensure that there are 80 hours of work included in each pay

period for employees.

ADMINISTRATION OF THE PLAN.

Procedures for Work Scheduling.

(1) Employees will submit a work schedule reguest
(attached) to their immediate supervisor
quarterly. This schedule will stay in effect
for a minimum of 90-days unless changes are
approved by the employee's supervisor.
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mne ~ork~eex, furni1sninzg acoroved JOr< scnecdule regues:ts
rD tne Ti1mexeener, 3dnd ensuring tnat 3actcurice records are
maiatained concerning tne ti:me and at:tandance of emolovee
Zmployees are rescons:ible £or acher:inc =5 Tne:z ZOmMDress
~Oor< scnedule as agproved 1n iadvance n «flTlng DY tne:ir

sucecvisor.

4. CONDITION. The success of utilizing a comgressed work
Scheaule ._-uxzﬂs mutual coogeration on the part of all
sugervi1sor and employees. <Under emergency conditions 1in
which the organizational efficiency of an off.ce might be
imgaiced, AA-OSWER may decide tnat =he affacted office by
excluded.

11

EXPERIMENTAL PERIOD. 7This compressed Workweaxk colicy will
pe 1mplemented for an experimental period ending January 23,
1989. A final evaluation of the success of tnis orogram wil
ce made during December 1988 to determine 1f 1t snouid :ze
extended peyond this expiration date.

L’///'Apptoved
Disapproved Zw.,/ﬁ'_ Zb&

Winston Porter
ssistant Administrator

un

-

7]



F.

OVERTIME

1.

2.

Description

Procedure

HOLIDAYS

1.

Description

Employees who work in excess of 8 hours per day
must get advance approval prior to working overtime.

.Any work officially ordered or approved, in excess of an

8-hour day, constitutes overtime.

Employees required to work overtime must complete a
Request for and Authorization of Overtime Work, EPA
Form 2560-7, and have it approved by their supervisor
prior to working overtime. An example of a situation
where an employee should get prior approval for over-
time is a secretary needed to type a report requiring

- him/her to work beyond the normal 8-hour day.

For further information, staff should see their desig-
nated Division Administrative Liaison (Appendix A) or
their supervisor. Staff should also review EPA Form
2560-7 (Exhibit II-4).

EPA observes all traditional national holidays. The
observed holidays include:

 New Year's Day ‘

¢ Martin Luther King's Birthday
¢ Presidents’ Day

¢ Memorial Day

 Independence Day

¢ Labor Day

¢ Columbus Day

¢ Veterans' Day

* Thanksgiving Day

¢ Christmas Day.
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Exhibit [1-4

United glales Envnronmonlal}oloctlon Agency Fov F-y Fonod Enaing

2 Account Number
Washington. DC 20460

A Request for and Authorization [3oocomsnt contrel Number |4 Estimated Cost
< EPA of Overtime Work

{See reverse for instructions and Privacy Act Ststement) $ Check One
D Originai Raquest D Extension

Authority for approving payment tor overume. or the allowance of compensatory tima in heu of payment for overtime, 1s reserved only
1o those officials stated in Agency delegations

Overtume must be authorized prior 10 its perfarmance except In cases of emergency. and overtime aciuaily worked under this author:-
zation must be recorded on the empioyee s Time and Antendance (T&A) Card, EPA Form 2565-1 .2 or -3

6 Jusuhication or Reason

9 10 Authorized Overtme

Grade
7 Employee s Name 8 Social Security Number or | Esumeted o
Number | "

Dates
Rate of Mours i Time

11 Requested by Title Date

12 Approved by Title Date




3.

Reference

1

All non-essential EPA personnel need not report to
work on these holidays; employees are on “no work,
pay status.” EPA offices are closed on all national
holidays: any employee working, may receive holidav
premium pay for authorized work performed on a
holiday or a day observed as a holiday.

Employees may contact their timekeepers or call
Customer Assistance.

G. TIMEKEEPING/TIMESHEETS

1.

Descri

on

P —
MIWTFSOMTW

The payroll distribution timesheet completed by each
employee is used to charge employees’' time to the
correct account number. In the Superfund program.
this record serves as the mechanism by which an
employee’'s time can be charged to a specific site for
cost recovery purposes.

Each employee is assigned a Fixed Account Number
(FAN), which is the accounting classification used for
normal work. In the case of OERR Headquarters'
employees, this is usually a non-site-specific Super-
fund account number. However, there may be in-
stances where Superfund site-specific work is per-
formed: in this case, the employee uses the site-spe-
cific charge number.

Every 2 weeks, the OERR Timekeepers — usually one
or more within each Division — collect timesheets from
employees and complete a timecard for each employee.
Then each timekeeper completes a T&A Batch Control
Form (Exhibit II-5) and submits it along with the
timesheets and timecards to the Division secretary.
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Exhibit II-5

DESIGNATED AGENT NUMBER
T&A Batch Control Form

Please complete the total number of hours for your Designated Agent in each

of the below categories:

Total Number of Hours

310
poe

Y
‘0
1]

Reg N/D O.T7.}f Hol. | Sun.

C.T.
Haz. Worked

Sick

C.T.
Ann. | Used

NP S

Other

o
"
W

Total numker of cards

I certify to the best of my knowledge all signatures and balances on the
attached time and attendance cards are accurate.

Signature:

Date:

Number of cards to follow:

Reason for delay:

Pay Period:




The Division secretary consolidates all T&A Batch
Control Forms received from the bookkeepers in the
Division. One form for the entire Division, along with
timesheets and timecards in social security number
order, is submitted to the Designated Agent (DA) who
is located in the Office of Program Management (OPM).

The DA compiles all T&A Batch Control Forms from all
the divisions and sends one form along with the
timesheets and timecards to Payroll. These are due in
Payroll at noon, on the Friday following payday. as re-
quested by the Payroll Office.

Employees are paid for a 40-hour work week unless
otherwise specified in their employment contract or
unless an employee has worked overtime.

General guidelines pertaining to the use of timesheets:

. Superfund employees must complete daily
timesheets paying particular attention to ac-
counting for Superfund site-specific activity.
Site-specific activity must be charged to a site-
specific account number which then must be
verified. See Chapter XII for further information
on Superfund-specific accounting procedures.

o All employees who are not certified as 100 per-
cent dedicated to Superfund (those who do
RCRA or oil spills work), but who perform Super-
fund work during a given pay period. must fill
out daily timesheets accounting for all hours in
that pay period. This accounting must segregate
Superfund hours from non-Superfund (RCRA/oil
spills work). The Superfund time must be
charged to a site-specific account number,
where appropriate.

Exhibit II-6 is a copy of a Payroll Distribution
Timesheet which is used to charge an employee's time
to the correct account.
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Exhibit 11-6

Page 1 o

United Siates Enviranmenial Piotecthion Agency
Washington DC 20460

N
wEPA Payroll Distribution Timesheet

t mployes Name ocCial Security Numbes wed Account Number 'ay Per Pay Petunt Date d Ag ok Mo
I.’ "\’ - T
tom lo
N Account Numbet — e i Summary Cotumny
Opronasl Actimity - N T - - T Susuley Huoludey
] 9 chgit Account Number Description or A R Haisrdous
Y _PopciCude | S | M T | w LL] L4 S S [¥] ] w n ¢ 3 s Duty Hours o
Fixed Account Number
|
Non Fuxed A Numbes (FAN) S tiom
Continustion Sheets
Non FAN Totst
Grand Totsl All Pawd Hours
Timeb st Numb
/ certify that the hours posted are accurate for the work performed *Code
o e e e e 2 - Holdey
Timekoepes s Signaiute fupomsol s Sgnsture mployee s Signsture 4 Sundey

EPA Form 2660-28 (10 868)



H.

3.

PAY

1.

3.

Reference

L&

HECK

Description

Reference

Timekeepers can provide further guidance on the use
of the timesheets.

Employees are paid biweekly on the second Tuesday
after the end of the pay period. Designated Agents
distribute payroll statements on payday to the main
timekeeper, who may hold an employee's statement in
case of absence. Employees may have their paychecks
mailed directly to their residence or deposited directly
into a financial institution. No payroll checks are
distributed at the office.

To ensure proper handling of paychecks and time-
cards, complete Authorization for Mailing Pay Checks,
EPA Form 2560-4 (Exhibit 1I-7), and, if applicable, a
Request by Employee for Pavment of Salaries or Wages
by Credit to Account at 3 Financial Qrganization,
Standard Form 1198 (SF-1198, Exhibit [[-8). These
forms must be completed by the designated financial
organization and received by Customer Assistance
before the Agency can forward a check for credit to an
employee's account. The request usually effects the
first pay period after receipt by Customer Assistance.
Standard Form 1198 is also required in order to have
allotments (savings, loan payments, etc.) drawn from a
paycheck.

Standard Form 1198 is available from Customer Assis-
tance (Room M3407). For further guidance, employees
may contact their timekeeper, Administrative Officer or
Designated Agent.
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Exhibit II-7

AUTHORIZATION FOR MAILING PAY CHECKS

rPlease read reverse before completing this form)

R
TOCIAL SECURITY RO

~nME OF EMPLOYEE ORGANIZATION(Use mailing symdol) |DESIGNATED AGENT NO.

TO: EPA Payroll Office: you are hereby authonzed to do the following

[ CANCEL MY PREVIOUS AUTHORIZATION

[ MAIL CHECKS TO ONE OF THE BELOW ENTRIES

LS

—

— DESIGNATED AGENT (Inciude no. shown in upper right cormner)

p—

MY RESIOENCE (See addrees delow)

—

1

SEND TIME CARDS TO DESIGNATED AGENT NUMBER SHOWN ABOVE (Nochange incheckmailing instructions.)

MAILING ACORESS OF EMPLOYEE (inciude ZIP code)

SIGNATURE OF EMPLOYEE DATE
%. = Form 28804 (Rev. 7~61 VIOUS EDITION MAY BE USED UNTIL SUPPLY IS EXHAUSTED,
INBTRUCTIONS
EMPLOYEE'S OFFICE

Adwvise employees entenng on duty by appowntment, transfer or reasmgnment of check mailing options, and asust 1n the preparation
of this or other forms requared to establish his/her choce.

EMPLOYEE
Complets and agn thus form to provide for direct mailing of pay checks to yous remdence or the Demgnated Agent at your officual

duty staton.
NOTE: Send ongmnal agned form to the payrol office.

NOTICE TO EMPLOYEE: Your choswe for direct mailing wil be automated effective for the pay penod in whuch this form 13
recerved 1n the payroll office and will continue untl changsd by you, unlems a check i3 1ssued without a supporting ame and
attendance card, upon separation when it 13 sent to the Central Payroll Office for ciearance.

PRIVACY ACT

GENERAL: This information is provided purmuant to Public Law 93-579 (Privacy Act of 1974) December 31, 1974 for
individuals suthorizing the mailing of pay checks.

AUTHORITY: Public Law 93-579 31 U.S.C. Section 492, 31 CFR Part 209 - 210.

PURPOSE AND USE: This information will be used to mail individual pay checks to the suthorized designee(dank or
home) of the employee.

EFFECTS OF NONDISCLOSURE: Provision of this information 18 voluntary, however, (ailure to supply all of the in.
formation will result 1n the pay check not being msiled. The payroll system 18 based on the individual’s SSN,

INFORMATION REGARDING DISCLOSURE OF YOUR SSN: Disclosure by you of yow Social Security Number wul
only be used for the above purpose and is mandatory to attain the service you request.

SPA Form 23004 (Rew. 7-51) {Revarse)



Exhibit II-8

181 COmgamne one 1arm 'or each L0vngs acCOUM o & LX) oD 89 ooy 1
waTmUCTIONS e s,
L e e l:' o - v:-‘ ot b mwoecge
Standd o e REQUEST BY EMPLOYEE FOR ALLOTMENT OF PAY FOR CREDIT
Cepanmem of Ing Treasury
| TFAM 19000 TO SAVINGS ACCOUNT WITH A FINANCIAL CRGANIZATION
(] Name of Employee « 43 srated on payroll) 12) Social Secunty Number
(3t Home Acaress
(4) Agency t/nclude also Bureau. Dirsion. Branch or ather desgnation of employing org
TCQ 8E

70U are NGty AANINISA. N ACCOrARrCS wih 1t CFR Dot 100 atmct 13 4 e CONPROME 1IN ON g SOCUMEM 10 1308 ARG ACTON 'SOUSEIBG DO WA 1 EIOEC! 'O DECLCTIONS
oM L4anee O wepill AUS M " S SOUN 0SCARS DEOw efuch are O 1O he -y DOURE 'Or CIGN 10 ey MEVENGE SCCOUM ACHON wt D
COMPLETED SRECTVE wthun the ~0T1 RS0 A SOV DENODE SN0 SEALCIONY Wi CORGrS Wl CANCHND Dy Mg " wrang

{5) Acton Requesied on Aliotment (X" oae and fill 1n amouni)

8Y
Dlmlos— Dlncualroms_.___ to$ -—
EMPLOYEE
(A) DCM::US____ Dooannm!— to$ '
AR aANONLERON Y 8 NOw O st 00 o P o An am w OF CANCS! N MO SNOU] DO SLOMITISA iy 6CT
10 (" SMGRIANG SQENCY 1
(8) Allotment To Be Sent To (aame of firancial organizanon)
|
(7) Sgnatwre of Employes (8) Empioyes 3 Sevings Account No At | [9) Oate Submtted 10 Agency
Financsi Orgarmzaton
(10) we e wowe-couy o "areDY agree \¢ 451 88 agEMt of TS ROV G «me FACAS0 1D 10 SCCEDE 49 OF
math OF 8 T e « regeeeore of T ( of 10 Treamey 48 o DO GBACIND frarm ha amouUN TeMAted 10 w8 Ow compete
ACCOU MEnl 'O S MSVIAQE SO 10 B9 Cregnsd ¢ raaned » Bloce Mg (0). 30 a8 W DE on recoras g
g FAMCIl. ORGANZATION wii L CHECK WIODEVER OF THE FOLLOWING PRQVISIONS IS APPLICABLE
YO BE e sirets ' Bloce M@ (12) @ W TR DoNe » Pup AMENCEl OREFSISNOR whth o 10 FECIVG
or a8 o pey ot G egrewg e onr
ton Ow S OIwW ADNACINGR AUFRDE (Safe a8 NS U CENICINON NSO JeBED Dy
COMPLETED Ao Senwom = Qo o (1
We can 0S8 © It M ague of TS EMV-AAMED QIO @ T IBECHy NS0 oy &
FEANOES MY SFEIEE 1D O FEDIECIVE QrEnch OMoS whEre NS WG - (11) Empiloyer idanthcation NO
The reapnd Granch oflos o e of poy © oy Mo st swerved
BY o g STOUYWW GOWiCIEon ATOE” (e 3 Pe W COMRCIAOR ASTOE sMaEghed Oy
amne Rovaras Serveos) @ SIock Me. {11) COONAREIS Wi e seas whouwn » Glack Mo (1)
FINANCIAL (12) Address of Financal Organczaton N
(a) Street
ORGANIZATION
(o) Cty (c) Suate (d) Zip Code
(-)]
{13) Avthorzed Signatise (14) Tioe {15) Oate
AT TN IO | e 3 e s Y o o oo 3 o2 b e & 3 S S s o =
Oemgrasss recpaer. N ShouS DS SOWTIoNS WS Such FeWERACS Mgy DF TECEhEG Uy 110 acprt e Thet 1N reguan DEYORY—posEtly 3 o 4 DuEneas aoys 'ater
EMPLOYEE
AND
TEMINT ouwwas Fedural agancse ¥ collace fun svarmaton. Exmoutve Oraw 3387 Federal 2QEnCIss © uae e Soas Securty MurOw s
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lll. PERSONNEL-RELATED
PROCEDVURES



OI. PERSONNEL-RELATED PROCEDURES*
OVERVIEW

The purpose of this chapter is to provide OERR per-
sonnel with a concise summary of policy and proce-
dures and references for personnel-related actions.
These actions include general personnel actions, per-
sonnel files. confidential interest statements. benefits.
leave, performance management reviews and apprais-
als. affirmative actions, disciplinary actions and termi-
nations, the Senior Executive Service (SES), and
awards.

A. PERSONNEL ACTIONS

1. Description
EPA Order 3100.2A requires initiating offices to file a
Request for Personnel Action, Standard Form 52
(SF-52, see Exhibit III-1), to request various types of
personnel actions. The SF-52 is generally used and
processed for personnel actions to:

. Establish a position or amend position descrip-
tions '

. Promote staff

J Reassign/transfer staff (by receiving office)
. Separate/transfer staff

. Detail staﬁ'

- Assign staff to temporary status

. Extend staff status

. Recruit staff.

This form may also be used to change staff names and
addresses.
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Extubit [11-1 (under revision)
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Exhibit [11-1

(continued undcr revision)

SF 32 (Revers)
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2. Procedure

Employees may obtain an SF-52 from the Administra-
tive Officer or the Administrative Liaison (see Appendix
A). Forms should be completed by the employee re-
questing an administrative action and returned to his/
her Administrative Liaison. For directions on complet-
ing an SF-52, refer to Exhibit I[II-1. To ensure timely
response action on requests. plan ahead and submit
paperwork in advance of expected action. Depending
on the nature of the request/action. processing may
take from two weeks for a reassignment to a few
months for recruiting a new position.

3. Reference

[@ For more information. contact the Administrative Liai-
son or Administrative Officer.

B. PERSONNEL FILES

1. Description

The EPA Office of Personnel maintains an official per-

— sonnel file on every temporary, permanent, part-time,
and full-time employee. The file contains official infor-
mation on every employee, including the most current
Standard Form 171, Application for Federal Employ-
ment (SF-171, Exhibit III-2), appointment letter (if ap-
plicable), employment agreement, performance review
and appraisal. benefit profile, training documentation, a
record of disciplinary actions, and any other official
materials. Employees may update their personal quali-
fications statement in SF-171 with Standard Form 172,
Amendment to Personal Qualifications Statement.
These documents are available from EPA’s Processing
and Records Unit (Room M3013).

Employees are entitled to review their personnel files.

= To access one’s personal folder, an employee must
present his/her EPA identification badge to the assis-
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Exhibit II1-2

Standard Form 171

Application for Federal Employment e e ement)

. D(())'I:OT SUBMIT A RESUME INSTEAD OF THIS APPLICA-
TI
e TYPE OR PRINT CLEARLY IN DARKINK If Lou need more space
for an answer continue nitem 47 on page 4 or use a sheet of paper the
same size as this page  On each sheer wnite vour name Social Secunty
Number and the announcement number or job ttle  Artach all sheers
-0 this application at the top of page 3
If Lou Jo 10t answer all questions fully and correctly vou may delay
our review of vour application and lose job opportunities
Uniess v e ask for aaditional matenal .n the announcement or qualfica-
»on .nformanon do not attach any matenals such as official position
escriptions performance evaluations etters of recommendation cer
ficates of Taining publicatons et Any matenals you anach which
we dic not ask for mau be removed from your apphcanon and will not
be returned to Lou

We suggest that you keep a copy of this application for your use |f
vou plan to make copies of your applicanon we suggest you leave items
1. 2. 48 and 49 blank Complete these blank tems each ume vou
apph, YOU MUST SIGN AND DATE. IN INK. EACH COPY YOU
SUBMIT.

if you are applying for a specific Federal civil service examina-

tion (whether or not a wnitten test 1s required)

—Read ihe announcement and other matenal pronded Make sure
that your work experience and or educanon meet the qualfications
descnbed

—Make sure that you are allowed to apply at this time Cwil service
examinations mav be closed to receipt of new apphcations for specific
tvpes of jobs grade levels and ‘ or geographic locanons Follow any
direcions on How to Apply”

—If a written test 1s required follow the instructions on your admission
card (for example Bring a completed SF171 to the test’)
—[f a wrirten test 1s not required mail this applicaton to the address
in the announcement
—Include all forms required by the announcement
¢ If you are applying for a specific vacancy in a Federal agency:
—Study the vacancy announcement to make sure that you meet the
quahficauons for the job and are allowed to apply Some jobs are
himited to people who work for the Federal Government have worked
for the Federal Government in the past or have an apphcation on
file with the Office of Personnel Management
—Mail this application to the address in the vacancy announcement
—Include all forms that are required by the announcement
* |f you change your address notfy all offices that have your applica-
won Always include your Social Secunty Number

Work Experience (Item 24)

¢ Carefully complete each expenence block you need to descnbe your
work expenence Uniess you qualfy based on educauon alone your
rating will depend on your description of previous jobs. Do
not leave out any jobs you held during the last ten years.

Read the Following Instructions Carefully Before You Complete This Application

¢ Under Description of Work. write a clear and brief but complete
description of your major duties and responsibilities for each job In-
clude any supervisory duties special assignments and your accomp-
hshments in the job We may venly your descniption with your former
employers

* [f you had a major change of duties or responsibilites while vou worked
for the same employer describe each major change as a separate job

® Wnte 1n each expenience block vour name at that tme if u > < “er
ent from the name you currenth. use Show vour former name n
parentheses on the first ine under Description of Work

Veteran Preference (Item 22)

e DO NOT LEAVE 22 blank if vou do not claim \eteran prefererce
place an X n box number 1 NO PREFERENCE

* You cannot recewe veteran preierence if you are retired or olan ‘o
retire at or above the rank of major or lreutenant commancer unless
you have a service-connected disability tsee 10-POINT PREFER
ENCE below)

e Some Vietnam Era and disabled veterans quaiife for spec al nrrg a-o
grams More information 1s available from any Fecerai job ir-or~at on
Center

o 5-POINT PREFERENCE If you claim 5-point preference vou nust

have

—Receivad an honorable or general discharge (a clemency discnarge
does not meet the requirements of the Veteran Preference Ac'! and

—Served on active duty anyume between December 7 1941 and
July 1, 1955, or

—Served more than 180 consecutive days of active duty any part of
which was after January 31. 1955. and before October 15 1376 do
not count acave duty for traiming under the 6-month Reserve or
National Guard programs). or

—Served in a military action for which you received or were cntled to
receive a Campaign Badge or Expeditonary Mudal Wrte the
names of your Campaign Badges and Expeditionary Medals in 47

If you claim 5-point preference place an “X" in box number 2 5.

POINT PREFERENCE"™

® 10-POINT PREFERENCE. If you claim 10-point preference vou

must meet the requirements for one of the groups below 2as de

scnbed in the Standard Form 15 Applcauon for 10-Point Veteran Pret

erence (SF 15) The SF 15 1s available by mail from any Fecerai Joo

Informauon Center

—Non-Compensably Disabled or Purple Heart Recipient

—Compensably Disabled (less than 30%)

—Compensably Disabled (30% or more)

—Spouse Widow(er) or Mother of a deceased or disablea eteran

If you clam 10-point preference place an X' in the box that apples
toyou (3ordor50r 6) ATTACH A COMPLETED SF 15 TO
HIS APPLICATION. TOGETHER WITH THE PROOF REQUESTED
IN THE SF 15

Privacy Act Statement ,

The Office of Personnel Management is authonzed to rate applicants for
Federal jobs under secnons 1302 3301 and 3304 of ntle Sof the U S Code
Section 1104 of utle 5 allows the Office of Personnel Management to author-
1ze other Federal agencies to rate apphcants for Federal jobs We need the
informanon you put on this form and associated applicanon forms to see how
well your education and work skills qualify you for a Federal ob We also need
information on maners such as cinzenship and military service to see whether
you are affected by laws we must foilow in deciding who may be employed
by the Federal Government

We must have your Social Secunty Number (SSN) to keep your records
straight because other people may have the same name and tirthdate The
SSN has been used to keep records since 1943 when Executive Order 9397
asked agencies to do so The Office of Personnel Management may also use

your SSN to make requests for informanon about you from employers schools
banks. and others who know you but only as allowed by law or Presicenual
directve The information we coilect by using your SSN will be used for em
ployment purposes and also for studies and statistics that wiil not identifv you

Informanon we have about you may also be given to Federal State and
local agencies for checking on law violations or for other lawful purposes Ae
may send your name and address to State and local Government agences
Congressional and other public offices and public internanonal organizations
if they request names of people to consider for employment We may aiso
nonfy your school placement office if you are selected for a Federal job

Giving us your SSN or any of the other informaton 1s voluntary .H0wever
we cannot process your applicanon which 's the first step "oward geing a
ob 1f you do not give us the informanon we request

DETACH THIS PAGE * NOTE ADDITIONAL WORK EXPERIENCE BLOCKS ON BACK



Exhibit II-2 (continued)

Application for Federal Employment—SF 171

Form Approvea
OMB No 3206-0012

Read the instructions before you compiete this application Type or print clearly in dark ink.

GENERAL INFORMATION
4 What lund of job are you 2ppiying ‘or? Give mile ang announcement aumper (il any)

2 't the announcement hsts Several (0D litles ~nich DS are yOu applying tor?

3 Sociat Secunty Number l4 Birtn gate (Month Day Year)

§ Name (Last Fust Midgler

Street aodress or RFD aumber ninclude acariment wmoer o any)

City State 2IP Coge

© Other names ever used T Sex flor staustical use)

T Mate  Female
8 Home Phone Q Worx Phone
Area Coae Numbder area Coae | Number Ent

40 Were you ever employed as a civihan by tne Federal Government? It “'NO** go 10 11
It “YES' mark each type of job you heid with an “X'*

: Temporary ': Career Conditional ': Career
What s your hughest grade classification senes and ;00 ute?

— Excepted

Dates at highest grade FROM 10
411 Do you have any applications for Federal employment an file with the U S Office ot

Personne! Management? If “NO"* mark here —ane goto 12 1t "YES™ wnie below
and continue 1n 47 the information for each apphcation (3) the name of the office that
nas your apphcation (b) the ttie of the 1ob (c) the date of your Nonce of Resuits ang
(@) your rating

AVAILABILITY

12 When can you stant 413 What s *ne lowest pay ycu il accept?

work? (Moninh and Year)
Pay § per OR Grade
14 Are you willing to work YES| NO
A In the Washington 0 C metropontan area?

Outsige the SO Umiteg States?
Any place in the Unitea States?
Only in (hst the locationfs])

QO @

15 Are you wiling 1o work A 40 hours per week (fuil-time)?
25-32 hours per week (part-tme?)

17-24 nours per week (part-ume)?

16 or tewer hours per week (part-ime)?

In an ntermittent job (on-call/seasonal)?

Weekenas shifts, or rotating smifts?

16 Are you wiling to take 5 1o 12 months (sometmes longer)?

a temporary job lastng 1 19 4 monmns?

Less than | month?

17 Are you wiiing to traved A 1 to 5 mghts each month?

@ >0 @ PITMO O®

away frem home for 6 to 10 mghts each month?

o

_11 or more mghts each month? 1

THE FEDERAL GOVERNMENT 1S AN EQUAL OPPORTUNITY EMPLOYER
Peage 1 PREVIOUS EDITION USABLE  NSN 7540-00-935-7150

FOR USE OF EXAMINING OFFICE ONLY

Matenial Entered register
—_—
t_ Submitted
T Qeturned i ;
Notations | g
T &
[}
T Mm
Form -eviewed g
Form approved z
Earneq dug z
Ootion Grace Rating P-eference 3ating ]
[ 1
.
il L N ,
—_— Tenty —_—
1
9 Ovy 1300 'R
— Or vore ., 2
— oMo 0w E
100 cess . .).
= "nan 30% | 3
— Comp Ois 1
l 'z
— Owmer o
—_— WPty
— :
[— | ! )
Inuais ang Date
e M
L eshgated

FOR USE OF APPOINTING OFFICER ONLY

Peeference has been venfied through aroof that the separinon
was under honorabdle condiions and other proof a5 sequirad

D -2 J0% ar More
5 ot Ccmcensapie Drsaomty

= X9~nre— g "vy K00a _ 3a .
— CSTITeATE L 2eD —_ -

Signature and Titte

Agency

MILITARY SERVICE AND VETERAN PREFERENCE

Have you served on active duty in the United States Miltary Serwice?
If your only active duly was traiming i the Reserves or Nanonal Guarg [ YEST NO
answer NO° It "NO™ goto

1 9 Were you honorably discharged trom the military service? If your dis
charge was changed to  honorable or general Dy a Discharge Review
Boara answer YES If you received a clemency aischarge answer
NO  1f *NO" explain in 47 }

Q 0id you or will you retre at or above the rank of major or “eutenant
commander? i

21 Uit the dates branch and senal number for all active guty service
FROM 10 BRANCH OF SERVICE SEQIAL NUMBER

22 Place an “'X™ n the box next to your Veteran Preterence c:am Marx oniy one Dox
See the mstructons for ebgibily nformation

NO PREFERENCE
S-POINT PREFERENCE—You must show proot when you are hwred

10-POINT PREFERENCE —H you claim 10-point preference, you must complete
o Standard Farm 15, which is available at any Federal Job Information Centsr
ATTACH THE COMPLETED $F 15 TO THIS APPLICATION, TOGETHER WITH THE
PROOF REQUESTED (M THE SF 15.

ﬂ Non-compensably disabled or Purple Heart recipient
n Compensably disabled (less than 309%)
(5] Soouse. widow(er) or mather

6 | Compensably disabled (30% or more)




WORK EXPERIENCE

23

24

Exhibit IlI-2 (continued)

ficatons
May we ask your aresent employer aboul your character qua!

and work recora? &4 NQ  will not affect our review of your ouauhcauc;ns
it you answer NO and we need (o cantact your 0 e yer belore
we can olter you a joo e il contact you st

YES| NO

READ WORK EXPERIENCE ON THE INSTRUCTION PAGE BEFDRE Y0U BEGIN

o Describe your currenl of most ecent 100 in Block A a0 wOrk datkwards descriving
each job you held dunng the past 10 years

o vou ay $um u@ i 9-¢ Jdocx acr Mat /ou o more than 10 years ago Sut o that
vore 1s relaied 10 "¢ ,0e )t 63 JOu are ADOgPAQ ‘O JESCTIDE 23CH ‘elated 100 N 4
separate 210ck

o f sou were unemployed for ‘anger *"an 3 months st the dates ang vour 3ddressies
attnat ime n 47 Do nat st uneToioyment [Nat was more than 10 years ago

it you have no work expesrence. wrile NONE" in A betow and go to 25 on page 3

« INCLUDE VOLUNTEER WORK (non-paig work)—It the wark :0r 3 Jar: >t 72 ac™= 18 Iike
the job you are applysng for, comolete all parts of ne expenence Jlock usi a5 /CL «“ul
for 2 paying job  YOU May recemve crei for work experience aih *eugious -C~~." .
~eltare service and other orgamizatons

» INCLUDE MILITARY SERVICE—You should comptete all 0arts of the expenence S:CCx st
as sOu ~ouid for a non-military job ncluding all supervisory experrence (Jescrise 2ach
major change of dulies or responsibshties n a separate exgenence block

« IF QU NEED MORE EXPERIENCE BLOCKS OR MORE SPACE TO OESCRIBE A .08—
For more blocks use the SF 171-A or sheets of paper the same Suze as [his dage (5e 5ur2 to
inciuce all information 'we ask for in A or 8 delow) On each sheet snow your name 30C.ai
Secunty Numper and the announcement number or job title
For more space continue n 47 or on 3 sheet of paper as descrided anove

o IF YOU NEED TO UPDATE 1ADD MORE RECENT JOBS) use the SF 172 or a sneet cf dJaper
s cescribed apove

Name Ing agcress 1 employer S orgamzaton -aciude 2IP Coge + knowm Dates emplayea ‘qive month ang year) Average rumper of hours Jer weew
Srom To
Salary or earmngs Place ot amplovment
Starting § per Caty
Enaing § oer State
Exaci nile 9t your 00 19u1 Mmeriale suderyisar Numder ang jod "ies of any 2maIcsees you
Naine Arex Coage Teieonone Numder | suserwserd)

[ |

** Sageral eMOICyMENT € vu dr ~ Thbly e, 1S 327185 Grace of rank ang
"8 Ja.e 0f ,0ur "ast preraton

Your rzason fQr ~anung "0 ‘ea.*

King ol BusIness or arganizanon rmranufacturng account
ing socral service elc )

" 3¢ IPSCTDE MOTE *han One type of Atrx ParaaaTmris e -

Desc- phior of agre  Jesciibe JCur spec & JL™<3 r25ponsiDifies and accomphshments in s «ob
or personnel ang buogel) write the approximate percentage of nrme you spent doing each

=

For Agency Use [skill codes, etc.)

Name ang address ot empioyer s orgamzauon include ZIP Coge « knowm Dates employed igive monih and year) Average numbper 9! “ours Der weex
From To
Salary or earnings Prace of emplgymeni
Starting S oer City
Enging S per State
Exact utte o! your ,00 Your immegiate Supervisos Number and job Ulities of any emplovees you
Name Area Cade Telephone Number | supervised

I l

It Federal emplovment .civandn or mulitarys st senes grage or rank ang
tne date of your iast promonon

Wind ol business or oggamzanon Imanufacturing account- Your reason far leaving

ing sacial service err

Descripnon of work  Describe your specific duties responsiDilities and accomplishments in this job  If you describe more [han one type of work (07 example carpentry and panting
or personnef and dudgeli wrile Ihe approvimate percentage of ume you speni doing each

For Agency Use (skill codes. etc)’

Page 2 FOR MORE EXPERIENCE BLOCKS SEE SF 171-A ON BACK OF INSTRUCTION PAGE



Exhibit [II-2 (continued)

—— ATTACH ANY ADDITIONAL FORMS AND SHEETS HERE —
25 D you graduate trom mign scnooi? ! you have a3 GED mgn scnool equivaiency or will 26 Write the name ana location (City ang state) 9° ine tast nignh school you attencec
graduate within the next rune months answer YES™
Yes[ ) o 'YES” ;we montn ang year of graguanon Have you ever anended YES It YES' contnue aih 28
NO It NO™ Zwe 'he *wgnest grade sou compieied college or graduate school” Loy M “NO™ go to 31
28 NAME AND LOCATION rc.ty sizte arg 2IP coger OF COLLEGE OR UNIVERSITY 1f you expect VIONT» AND YEAR ATTENDED NO OF CREDITS COMPLETED | ryog 57 DEGREE EaF
10 graguate within mine montns give tne month arg year you expect (0 recerve your degree From To Semeotor oot OR Quarter —ours | ‘9 34 w4 JE3REE
1
o
’ a
1] 1 ‘
3 : i '
29 CHIEF UNDEIGRACUATE SLRLECTS L0 wF s et | 30 2AIES SRADUATE SUBJECTS DoongoEomertyttme
Snow maior 4 =@ "-5t une Ve e mgues OR sudt & murS Stcw —a,0r In e e e R B .-
1, : H !
b i 2 !
R ) 3 i
31 -ave 0L .CT3iTeC 34, 2iner COurses o 3 G related to the kind of jobs you YES  YES [ 2 re ~tatTalC- cequesiec seow ULt LIutsesl—ooe 1 Tex L It
are applying tor ;'or 2xamsle t-3ce .ocanoial Ar~eg S2rces or Jusiness)? NO " NO 30 c 32

MOGNTS N r2AR
“2INi\G
AMPLETED

32,
£L~35A00W
~0LAS

SUBJECT:S! !

NAME AND LOCATION OF SCRGOL
«City state ang ZIP core +f x~owm

T
]
1
)
1
i

2

3

b~ - ——-

SPECIAL SKILLS, ACCOMPLISHMENTS AND AWARDS

32 Lt your specral qualifications skuls Or cCOMOUSNMENts *nat May heio you et a jab Some examples are skills with macrines most 'mportant puphcations 1do =01 subrai 225wst Jul
speakirg and writing expenience Tembersmip . Jrofessional or sCientific Socienes patents or venlions elc

33 How many ~0ras per
minute can you

g CARE SLTATCN?

Agencies may test your
skills before hiring you

34 L st job-related 'icenses or certficates that you have SUCR 35 registered nurse iawyer radio Operalor driver s Jiot s elc

DATE OF LATEST LICENSE
OR CERTIFICATE

L/CENSE OR CERTIFICATE

STATE OR OTHER

LICENSING AGENCY

2

0o you speak or -ead a ‘anguage otrer than Eaglish ninclude sign language)? * YES” - - ¥
APlicants for 1obs thaf require 8 iangusge oiner than Engiish may be Yes It * YES™ st eacn language and diace an X" in each column inat 3ooues fo ,Cu
given an interview conducted solely in that Isngusge. NO i1 “NO" go to 38
A% GREPARE AND TAN READ ARTIC.ES
LANGUAGE(S) GIVE LECTURES CANn SPEAK AND UNDERSTAND |  CAN TRANSLATE ARTICLES SR CWN JSE

& ™ Diticuty € uently Jas8a0ly

Fuen'y

‘10 E1gusn E-gm £1gusn

2350y R

il

2)

T

36 LSl any nonors awards Jr fellowships you have received

For each gve the year it was receved

37 List (hree eopie wno are not related to you and who know your quakhications ang fitness tor the kind of oIS tor which you are applying 00 not hist supervisars you listeg uncer 24

FULL NAME OF REFERENCE

PRESENT BUSINESS OR HOME ADDRESS
‘Numbper slreet city state and ZIP code:

TELEPHONE NUMBERI(S)
tinclude area code}

BUSINESS OR OCCUPATION

2

Page 3



Exhibit III-2 (continued)

BACKGROUND INFORMATION—You must answer each question in this section before we can process your application

Jace an "X n ‘ne Jroper TWMN ‘O 23C7 Zueston Jeew
38 Are you a czen of the united States? 1! NO  avite ‘e UMMM Or ZOunlCes /ou afe 3 L zen 3t

Important note abaut questions 39 through 44 e & + J2asCer 2 Id'@ 30§ 1% I°T.TEUISTeS ' 2acn esent f0u ST~ TICSt Z3SeS ,0U “3N S D 1arscereC I fagery |
cos However «f 40u ‘an i0 @il *he “~uth 3r au f0 St Al 2ievant evels “Mis ‘auure May e rouncs ‘or 10t mnng 4ou ‘or hinng 4Ou atter you Degin work Xt i< g
orosecuton (18 USC ¢

|
J

39 Dur=g ne ast 10 years aev2 ,cu fired from any job :* 3~y 23scr 210 ,0u Quit after being lold that you would be fired 2r Zic you 'eave Sy mutual agreement decause of
soecific Jronems? It YES e 47 3 aci® 'Or 23cn .02 W Te "3™e of ;e eTiover D) me apcrommate cate 0L eft he ;o0 and c) the reasonis) why sou ‘elt

—

| When answenng questions 40 through 44 you may omit 3} iratfic fines ot 5100 00 or 25§ 2) sny ~olation of aw comimited Jefore your “8th dirthday f finaily deciced .a
| uegane LOUF ZT RN 3 L.l T s#omges tu @17, TI7/CICT L2 3SG@ LiCer Ne Tl /Iyt JSrrecuens ACt Or 3nTuar 3 ate ia 41 3T, TONVCUON ARQSE BCOIC AaS
I 2xgyngea unce” Secerat I 3.2 1A

40 r~ae .cu ever deen druces ' X foretal It ey *3* any felony?
1 epm 0RO IS 1%, O3 Om 2 A I.TSTaD@ Dy TIUSQYITenl i Snger 3T I L83 wCen thr QQiCnS I3 80 T S0eTeanCrs .mrer F'3le s ATCT 302 C_ciTane l,
~ansonment sf Iwa (€ars > ess

41 “-ave ,0u ever deen IcTu C'eC X )r Cgrereg i ateral 'or 37y lirearms Zr explosives .1C'aton? ) ! !
42 Cvng e asi 10 years "a.e .ou ‘cravaq _sLaieral SEEn S0TWICEC Jeen uTpnscied Seen 3¢ 3:C0a%CT f Seen on Jarcie? 0O MOt NC e VIGalions caserec - 40 i 41 —sad

abave , : .
43 Are jou now unaer charges ‘sr any agnation 5¢ aw? !

44 Have you ever deen convicted dy 2 court-martial? If no mibtary service answer NO

[ IF YOU ANSWERED YES™ TO 40, &1, 42. 43. or 44, GIVE DETAILS IN &7 Zor 2acn ~0.ation arie *re 1) Jafe 2) crarge J) Jtace <) Cour 200 5) dcon “3«en J

=
45 0o any of your eiauves work ‘or \re Umiled States Government or the United States Armed Sorces? Inc'ude ‘ather mother husband mife son daugnier dcolher sisier srCe o
JUNl frSt cOousin ReONEW ECE 'atNgran «aw OINEr i1 aw SON-N.dw JAugnlerin aw IOINErin -aw SiSierin law sleplather stepmother stepson sted0aughier »eszr='=e’

I i

stegsister nait Jrother ang aait sister +

M “YES™ use 47 10 wnte for each of inese re'atives °new a) 1ame D) reialionsmip C) department agency or branch of ihe 4rmed Forces ¥ M
46 0o you receve or nave you ever apphed for -stirement Day oension Of Olffer Jay dased on ~wiary Feceral civihian or Distnct of Columbia Government service? v

ADDITIONAL SPACE FOR ANSWERS
47 Wme the aumber to which each answer appiies It you need more space. use sheets of paper the same sze as tus page On each sheet write your name Social Secunty Numoer ard

R

the announcement number of job title  Attach all addiional sheets at the top of page 3

“r
.

SIGNATURE. CERTIFICATION, AND RELEASE OF INFORMATION
YOU MUST SIGN THIS APPLICATION. Read the following carefully before you sign

A false statement on any part of your application may be grounds for not hiring you, or for finng you after you begin work. Also, you may be punished
by tine or impnisonment (US Code. Title 18, Section 1001)

! understand that any information | give may be investigated as allowed by law or Presidential order,

| consent to the release of information about my ability and fitness for Fedcral employment by employers, schools. law enforcement agencres
and other individuals and organizations. to investigators. personnel staffing specialists. and other authonized employees of the Feaeral Gover~men:
| certify that, 0 the best of my knowledge and beliet ail of my statements are true, correct. complete. and made 1n good faith

48 SIGNATURE (Sign each applicanon in dark ink) 49 OATE SIGNED (Montn. aay year)

pm 4 @ US Gevernment Printing Office 1987101 780/60196



Exhibit [II-2 (continued)

Standard Form 171-A—Continuation Sheet for SF 171

* Anach all SF 171-A’s 1o your application at the top of page 3

Form Approved.
OMB No J208-0012

1 Name (Last First Mwodie)

2. Social Secunty Numper

3 sob Title or Annguncement Number You Are Applying For

4. Date Compieted

ADDITIONAL WORK EXPERIENCE BLOCKS IF NEEDED

D Name and adaress ot empioyer § grgamizatian unictude ZIP Code  known) Dates employed /give monih and year) Average number ol hours per week
From To
Salary or earmings Place aof empigyment
Starting S per City
Ending $ per State

Exart ntie of your job

Your :mmediate Supervisor

Name Area Code Telepnone Number

l l

Number and job litles ot any employees you
supervised

King of business or orgamization rmanutacturing account
mng social service eic)

It Fecerai employment iCrvikian or military) hst series grade or rank ang
the gate of your last promotion

Your reason tor leaving

Description 0f work  Describe your specthc duties responsidihities ang accamghishments in this (0b  /f you 0escribe morse than one type of work 1/0r exampie carpeniry and painting
or personnel and bucgel) wrile Ihe approximale percentage of ime you spemi dong each

For Agency Use (skill codes, elc.)

D Name and address of employer s orgamization (inciude ZIP Code ! known) Dates employed (give month angd year) Average number of hours per week
From To
Salary or earmings Place of employment
Starting § per City
Ending $ pes State

Exact title of your (ab

Your \mmediate supervisor

Name Area Code Telephone Number

|

Number and job ttles af any employees you
supervised

Kind of business of orgamzation (manufactunng. account-
ng social service, eic)

It Federal employment icivihian or military) WSt seres grade or rank and
the date of your last promoton

Your reason for leaving

Description of work  Describe your specific dulies responsibilities and accomphishments in this job  /f you describe more than one type of work (for example carpeniry and painiing
or personnel and budgel) wnte the approximate percentage of ime you spent going each

Far Agency Use (skill codes, elc.]

THE FEDERAL GOVERNMENT IS AN EQUAL OPPORTUNITY EMPLOYER
NSN 7540-00-935-7157

PREVIOUS EDITION USABLE

171-08

oV 3 GPO 19850-491-208/20571

Stanaard Form 171 A (Rew 2/84|
Office of Personne Mansgement
FPM Chapter 294



3.

NE

Reference

L=

tant in the Processing and Records Unit (Room
M3012). which is open between 9:00 a.m. and 2:00
p-m.

For more information regarding personnel files. con-
tact the Office of Personnel at FTS 382-3285.

IDENTIAL INTEREST STATEMENTS

Description

)

Procedure

Confidential Interest Statements are applicable only to
certain EPA personnel. SES, Schedule C employees.
Presidential appointees and designated employees
ranking GS-13 through GS-15. are required to submit
an Executive Personal Disclosure Report. Standard
Form 278 (SF-278. Exhibit III-3), to report their finan-
cial status.

Designated employees. usually including GS-13 to
GS-15 employees. who participate in policymaking or
other matters that affect the financial interest of those
outside the Government, must submit a Confidential
Statement of Employee and Financial Interests, EPA
Form 3120-1 (Exhibit IlI-4), to the Deputy Ethics Offi-
cer every year. [n addition, employees below GS-13
may be directed to file an annual statement if they are
contract officials. project officers, inspectors, auditors.
or OSC representatives.

Appropriate financial reporting is determined by em-
ployment status. For SES, Schedule C employees and
Presidential appointees. an SF-278 (Exhibit III-3) must
be submitted within 30 days after assuming a new
position. or by May 15 of that year, and again within
30 days after leaving a job. It must be submitted to
the designated EPA Ethics Official or the Deputy Gen-
eral Counsel. For other designated employees. EPA
Form 3120-1 (Exhibit III-4) is due within 30 days after
assuming a new position, or by July 31 of that year. If
an employee’s financial holdings have changed since

October 4, 1988
Page 11I-3



oI5 e 8%
199 Crapem 134
6 Do o Posunnst Mansgement

Zxhibit 111-3

Financlal Disclosure Report

P m dgrunnd
(£ B Tt T

RAepoi ling Status fCheck Appropriate Sox)

:_[ inLumuend

New Eatrent Nomues Teumunshun
[ o canuase [Toow

Position for Which Filing

RAeporting lndividusl’s Name |

Tuve of Poution

Location of Prasent Office

Pouuonis) Hald Whan ths Federah
Government During ine Preceaing §2
Monihe {1 Not Seme s Aboval

| ‘Aacsiens iNcmber, Suraar, Coty, State and 208 Codel

'IIITI orf-unl.n;lhi cnd. Darela) Hald :
—— e = e

A—lf' U Only OGE U! ?nl!
Fust Mane s Mekiie dmtse

Depasnnent ve l,m[ e A_j_wl:.ﬂ.l

|-m-hu\.-lln finciude Arss Coded

et ut Apprusntinent Cannbda y
tivn it e Nosnngt e fdde

Piesidential Nominess
Subject to
Sanate Contirmstion

Name ol Conge 1 C C » N et

Uu You Intand 1o Creetw a Guslihiod Drvernslns Trup!

| 1No

] Yes

-

. Ceruhicsuon
TCERTIFY that the slaicients | havi
sretse on this torn and &l gt bed
whutiules 418 thue Complels and
wreen 1 10 the bett of My hnowledys
i belisl

Other Rernaw
{18 denived by agency)

Agency Ethics Otlicial's Opamuon

Fhae s dunindlion contaied sn (hia
sepnad tincdnes no contint ol inteest
umsiut gl alie lema dind reygulations

Olifice of
Government Ethics
Usa Oaly

Sl!'lllurr af Reporung hubivial

Swnalwie ol Oihes Heviewer

Sigriatnie o Lo psgiatn i s p

Sigwetuie

Coumanenty ul Huvewwanyg Ol als (18 adkditronel 3pec @ 15 taanred uie the teverse Lude ul tha sheet)

th (RN TRYYNY

Date iMunth Day Vear)

Dare IMonid Day Year)

[ IR L |

. Yeer)

Daix (Month Day Yeut}

Tarmurgtins ddate 11 Appile alde)
Dey Y1 i| iMunin Day Yoarlt

Reporting Periods

Incumbenis Complete Schedules A B C andPartlol D The
repotung peiiod «s the preteding Calenddr year except ior Pan
1 ol Schocute C any Pan | ol Schedule D where you musl a3lso
inCluite any posmons hold Of agresmenis OF dt1ANGEMENts Made
fiom the buginming ul the hiing year untd thu dals you ble

Termination Filsrs Complute Schedulas A 8, C and Part |
ol The sepaing panod beguns al (he end of (he puiod cav
i by your provious ling and vnds al ihu ddie of (grmmdion

Nominees, New Entsanis and Candidates lor President and
Vice Prosident Compluie Schedulus A, C and D {Candudalus
do rud e Part 1l of Schodule D)

¢ Schedule A  Ihe repuiing purix) 1ot Income {BLOCK C) ang
Fransactiung Tout (B1LOCK D) s the pruceding calundat yvas
and thu Cutrent Calundds yads up W the dale ot hling Value
assuils in BLOCK 8 as ol any ddale you chousd 1hat 15 willin
31 duys of 1he ddte of bling

Schedule C Past I (1 wintites) The reporting poiad s the
e edily Calyindal yudt and (he Cultdnt Calendal yud! op 10
anly Oate yuu thudsd That o witiuit 31 days ol the date OF king

Schedule € Pant HiAQrvumuenta and Arranguimems)  Show
dity agiecents uf ditangemenls as ot the dats of hing

Schedule D The iepuiing peaod 1s e greceding two
Laluindal yueary dmd the Currdnl Caluiilar yodf up 10 e dalé
al hny

lown 4 nih "

Puge §

LELWAT TR .



U S 1M p Wt Pevounng Managenrant

Exhibit II11-3  (continued)
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Exhibit I1I-4

and Financtal Interests

SEPA

Confidential Statement of Employment| OT€ feaa

1For use by reqular and special Federal empioyees)

| Name Last First Migdie imtial)

reverse before
completing form

Telepnane Number

Date of Appointment to
Present Position

Position Title ana Orgamzation

For Specisi Govomm,at Empioyees Oniy

Period of Appaintmaent Esumated No of Qays Service To
{From — Toj Be Pertarmed

List the names of all corporations, companies, firms or other
business antarprises. partnerships. nonprofit organizations,
educational, governmeantal, ar other institutions. (a) with
which you are associated as an emplovee, otficer, awner,
director, trystee, partner, advisor or cansuitant with or without
compensation, (b) in wivch you have any continuing financial
interast through a pension or retireament plan, shared iIncome,
or other arrangement as 3 result of current or prior empioy-
ment or business or professianal association, (¢} in wiich you

PART | = Empioyment and Financial Interests

have any financial interast through ownership of stock. stock
options, bonds, sacurines, or other arrangements, including
trusts, or (d) which provide financial support-either 1o you or to
any organization with which you are connected for research
projects. technical analysis, or other personai services (o be
performed bv you whoily or in part OMIT INTERESTS
LISTED IN THE SECOND PARAGRAPH QF THE INSTRUC.
TIONS. IF NONE. WRITE NONE. if there 1s not enough room
on the form, attach a separate schedule

Name and Kind of Orgamzation
{Use Part | designations where

aoolicadle) Address

Position in Orgamzation
{Use Part | (a)
designations « spphcable)

Nature of Financial Interest
e g Stocks Prior Income
{Use Part 1 1b), (¢1 and (0]
designanans / apolicadle)

List the names of your craditors other than mortgagees of
real property property which you occupy solely as a per-
sonal residence or those to whom you are indebted for

PART Il = Creditors

ordinary hausanoiad or Living expenses such as housenoid
furnishings, automobiies, educational, vacation or simiar
expenses IF NONE, WRITE NONE.

Name and Address of Creditor

Character of indedtedness a g Personal Loan Note Mortgage

PART IIl — interests in Resl Property
LiSt your interasts in real proparty or rights in lands, other than property which you occupy Solely as a personal residence

Nature of interest, ¢ g. Ownersiig, Mortgage. Lien,
Investment Trust

Type of Progerty. ¢ 9. Residence.
Hotel. Agartment. Undeveioped Land

Adgdrass
{lf rural. qive county and State)

I CERTIFY that the statements | have made on this form and all
attached schedulas are true, complete and correct to the best
of my knowledge and behaf | aiso CERTIFY that | have read

PART IV = Empiayes Certification and Agency Review

EPA regulations at 40 CFR Part 3 and that to the best of my
knowledge and behief there are no conflicts between my EPA
duties and my financial or ampioyment intarests.

Employees Signature

Date

The infarmation contained in this statement discloses no conthict of intarest under applicable laws and requiations

Reviewing Ofriciai Sgnature

Reviewing Othcial’'s Comments

EPA Form 3120-1 {Rev. 5-84) Previous sdition is cbsolete.




Exhibit II-4  (continued)

PRIVACY ACT NOTICE

GENERAL: Public Law 93-579 (Privacy Act of 1974, Dec. 31, 1974) requires that the
following information be furmished to individuals filing Confidential Statements of
Employment and Financ:al Interasts.

AUTHORITY: Title30, Code of Federal Regulations, Chapter |, Part 3, Employee Respon-
sibilities and Conduct:

PURPOSES AND USES: This information is used to determine whether there is a
contflict between your financial or employment interests and the performance of your
Government duties. Where actual, patential, or apparent conflict exists, remedial action
may be necessary. for example, recusal from participation In certain matters, waiver
under 18 U.S.C. §208(b), divestiture, reassignment, or creation of a blind trust.

EFFECTS OF NONDISCLOSURE: Failure to furmish any or all of the information may be
grounds for nonemployment or dismissal or other disciplinary action. In addition, false
statements may constitute a violation of 18 U.S.C. §1001.

INSTRUCTIONS

This information is required under Sections 206 and 402 of Executive Order 11222,
Office of Personnel Management regulations at 5 C.F.R. Part 735, Subpart D, and EPA
regulations at 40 C.F.R. §3.302(b). This information 1s confidential and may not be
disclosed except as provided in Appendix A to 40 C.F.R. Part 3, Subpart C.

EPA regulations at 40 C.F.R. §3.302(b) list positions whose incumbents are required to file
and establish criteria under which the Designated Agency Ethics Official or Deputy Ethics
Officials may require other employees to file. Such a requirement to file mustbe in writing
and is subject to the EPA grievance system.

The fallowing information need not be reported:

¢ positions hetd in any religious, soc:al, fraternal, or political entity and positions solely
of an honorary nature;

° information relating to life insurance, variable annuity, or guaranteed investment
contracts issued by insurance companies;

° deposits in banks, savings and loan associations, credit unions, and similar financial
institutions;

° bonds or other securities issued by the U.S. Government or its agences;

° interests in an approved “hlind trust’” or “excepted trust” (see 5 CFR 734.402 and
734.403 for definitions).

Interests and employment of spouses and minor children mustbe reported, together with
interests and employment of other blood relatives living in the employee’s household. In
addition, interests in underground or surface mining operations of in-laws residing in an
empioyee’s household must be reported if such interests fit the definition of ““indirect”
financial interests in 30 C.F.R. §706.3. However, interests of a spouse living separate and
apart from the employee with the intention of terminating the marriage need not be
reported.

Regports are due: (1) within 30 days after assuming a position for which filing is required; (2)
by July 31 of each year; and (3) where the employee’s interests have changed since the
lastreport, a supplemental report listing the changes is due by November 30 and March 31
of each year.

EPA Form 3120-1 (Rev. 85.84) Roveres



D.

3..

Reference

L=

BENEFITS

1.

Description

Procedure

his/her last Confidential Interest Statement. the em-
ployee must submit an updated statement in March or
November of that year.

For further information refer to Guidance on Ethics
and Conflicts of Interest (February 19. 1984) and EPA
Ethics Advisory (Classification No. 85-16, November
15. 1985).

EPA provides a complete benefits package to all per-
manent employees. In many cases the benefits pack-
age provides a variety of benefit options. EPA benefits
include:

o Individual or Group insurance coverage
- Medical insurance
- Dental insurance

° Retirement
- Federal Employment Retirement System
(FERS)
- Civil Service Retirement System (CSRS)
. Workmen Compensation
° Personal Counseling

° Training
o Financial Planning.

The package also includes a thrift savings plan.

All EPA employees automatically receive benefits once
their forms have been processed. Benefits usually go
into effect the pay period following the submission of

October 4. 1988
Page III-4



the form. EPA's employee orientation package pro-
vides details on all benefits and options. Employees
should review the orientation package thoroughly
during their orientation before completing and submit-
ting appropriate forms. Forms should be submitted
according to instructions provided at orientation.

EPA holds an open season providing employees with
an annual opportunity to enroll in, or change their
health insurance coverage. This open season is held
the last quarter of each year: employees are notified of
the specific dates. which occur in November or early
December.

3. Reference

l[? For more information regarding employee benefits.
contact the Benefits Office. OHRM, at FTS 382-3276.
Appropriate brochures, pamphlets, or publications of
specific benefits may be obtained in the Benefits Office
(Room M3906).

E. LEAVE POLICIES

EPA has established standard guidance and proce-
dures for leave policies. The following section identi-
fies all of the leave categories and summarizes policy
and procedures on the commonly used leave.

1. Description
The following list identifies categories of leave:

Annual leave

Sick leave

Excused absence

Absence without pay

Absence for parenting reasons
Military leave

Court leave

Home leave.

The U.S. Government also allows funeral leave.

October 4, 1988
Page III-5



Procedure

When possible, the employee applying for leave should
complete in advance a Request for Leave, Standard
Form 71 (SF-71, Exhibit I1I-5). There are limitations
and additional circumstances that pertain to leave
policy. General procedures for Annual Leave. Sick
Leave and Advanced Sick Leave are outlined: however,
for details on other categories of leave refer to EPA
Leave Manual (Classification No. 31658, January 15,
1987).

. Annual Leave

Annual leave may be taken when an employee accrues
the appropriate numbers of hours needed for the de-
sired period of leave. [The maximum hours of annual
leave that may be taken in advance are hours normally
accrued during the balance of the calendar year. Up
to a maximum of 240 hours of accumulated annual
leave may be carried over into the next year.] If an
employee has over 240 hours of annual leave, the
balance must be used by the close of the leave year or
the balance will be forfeited. Leave in excess of 240
hours is called “use or lose.” If leave is scheduled near
the end of the leave year and the scheduled leave is
cancelled by the employee’s supervisor because of
work demands and the leave cannot be rescheduled
during that leave year, those leave hours may be car-
ried over into the new leave year. The employee must
apply for restoration of leave to avoid forfeiture. An-
nual leave is accrued according to the following sched-
ule during each 80-hour pay period:

Years working Annual Leave
in Federal Government Hours
1-3 4
3-15 6
15 + 8

. Sick Leave

Sick leave may be taken by an employee for: (1) ill-
ness, injury. and confinement; (2) medical or dental

October 4, 1988
Page 1II-6



Exhibit {II-5

Movand 3, T
Qrmcr
T o rscneey manaGimert APPLICATION FOR LEAVE
INSTRUCTIONS: Please complets itema 1-3 after reading the Privacy Act Statement shown beiow
1. Mome (Prunt or type—Llast Fust M 1) 2. Emplayee 1.0. Number
1. Orgomzghonal Umt &=h Menth Day Hour aAm | a=C
FROM . Total Number
of Hours
&lh-hw-urrlmu:':anmuemucmutma -3 Month{ Oay |Howr AW
Remarksr
Annval Leeve. (Anaual leave requested may not excond he wtl Tv P M
arailadie for use dunng the isave wear / 6. Romavks
Sick Leave. (Compiets reverse nide of form.)
Lasve Withew Pay.
Compensatery Time. 7. Emplayee’s Signavwe .“m_ Yo
Other. (Specify!
QOFFICIAL ACTICN ON APPLICATION
B ¢ nonf ™o ool A e Date
(T areremed ™ T Oremmmrored I disproces. s resaen. 1 e e v s e | e i e

NSN 7340-00-733-5067
Please detach this netice before sudmitting SF 71.

PRIVACY ACT STATEMENT

Section 6311 of Titie 5 to the U.S. Code authorizes collection of this information. The pnmary use of this information
is by management and your payroll office to approve and record your use of leave. Additional disclosures of the
information may be: Ta the Department of Labor when processing a claim for compensation regarding a Jod
connected injury or illness: to a State unemployment compensation office regarding a claim; to Federal Life
Insurance or Heaith Benefits carriers regarding a claim; to s Federal, State, or local law enforcement agency when
your agency becomes aware of a violation or possible violation of civil or cnminal law; to 8 Federal agency when
conducting an investigation on you for employment or security reasoas; to the Office of Personnel Management or

(Continusd ea Reveree)

your doctor or practitioner complets the Certification section below Falsification of information in this portion of the form mav be grounds for
disciplinary action. including dismassai

1 1 wos incopoatored lor duty byn 1. | wes requred 1o core for 0 member of my loawly with o contogiows
Sechness. OH-The-iob | . :n.ltl 1Gicw name and relatinnship of family member and name nf
On-The-Job Imury. Progrency ond Confinement, __1

3 | will be undergoing medical, dental, or opticel exmmunation or | 4 | wet expesed o @ contogous diease. !{(iire name f dusease and

nrm. '—] cere e of v/

CERTIFICATION OF PHYSICIAN OR PRACTITIONER
Empleyee + Name Pened Under Prefesuonal Core '/ndicate Month. Dav Year/

From ll‘on

Remarks

I certily thet the employee named was under my profesmonal care for the period indicated above. and that the employee s condition during this penod
made reporting to work inadvissble

Segs of Py or Prochhener Oate 1 Month. Dav Year:

General Accounting Office when the information is required for evaluation of leave administration; and to the
General Services Administration in connection with its responsibilities for records management.

Where the employee identification number is your Social Security Number, collection of this information 1s
authorized by Executive Order 9397. Furnishing the informaticn on this form. including your Social Securnty
Number, is voluntary, but failure ta do so may result in disapproval of this request.

If your agency uses the information furnished on this form for purposes other than these indicated above, 1t may
provide you with an additional statement reflecting those purposes.

* USGPO. 1987= LB1-247/80162



examinations or treatment, including treatment or
rehabilitation for alcoholism and drug abuse; and

(3) special cases when a public health authority has
determined that a family member has a contagious
disease and requires the care and attendance of the
employee, or when, through exposure to a contagious
disease. the public health authority has determined
that the employee’s presence at work could Jeopardu.e
the health of other employees.

Procedures for requesting a sick leave absence for
illness are as follows:

¢ Notify the immediate supervisor before or as soon
as possible after the time the employee is sched-
uled to report for work

e Indicate. if possible., when you expect to be able to
return to work, for absences of three or fewer
workdays

* Initial the time and attendance report or complete
an SF-71, as directed by supervisor.

For absences of more than three workdays. submit a
medical certificate completed by a physician, other ac-
ceptable evidence, or a signed statement giving the
reason why a physician was not consulted (this in- ‘
cludes leave for a disabled veteran).

Absence for prearranged examination or treatment
must be approved by supervisor prior to appointment.

An employee who wishes to engage in outside employ-
ment while on sick leave must notify the supervisor
who approved sick leave and obtain approval.

In determining whether absence because of contagious
disease shall be granted. the employee may be asked
to furnish acceptable proof (a copy of a local health
regulation) showing that such a situation exists and
requires isolation of the patient’s family member.

Leave may be used prior to disability retirement by an

October 4, 1988
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employee whose disability retirement has been ap--
proved by the Office of Personnel Management: this
employee may request and use all sick leave to his/her
credit prior to separation.

. Advanced Sick Leave

For an employee whose serious disability or ailment
warrants sick leave, a supervisor may grant advanced
sick leave without regard to any annual leave.

3. Reference

[[.Q?—. For more information on leave policy, refer to the EPA
Leave Manual (Classification No. 31658, January 15,
1987). which may be obtained from the Administrative
Liaison or Administrative Officer. The EPA Leave Man-
ual is based on Executive Order 9397, which provides
further details on leave policy.

F. PERFORMANCE MANAGEMENT REVIEWS AND APPRAISALS

1. Description

The Civil Service Reform Act requires that all Federal
agencies establish an employee performance appraisal
system. EPA's current system enables supervisors to
give employees written feedback about their accom-
plishments, specific job tasks. and critical job

~ elements. Performance standards serve as the basis
for appraisals under this system.

EPA has developed the Performance Management
System (PMS) to meet the new Federal requirements
and to improve Agency management. All EPA employ-
ees are appraised under the PMS, including those in
the Merit Pay System (GS-13 through GS-15 supervi-
sors and management officials) and those in the Senior
Executive Service (SES).

All employees are required to develop their own Per-
formance Agreements in conjunction with their super-
visors. When an employee’s responsibilities change,
the supervisor or the employee should recommend

October 4, 1988
Page III-8



2.

Procedure

changes in the Performance Agreement during the
performance period. All changes to the Performance
Agreement should be made in ink and initialed by both
parties. Changes become effective when approved by
the second level supervisor. If major disagreements
arise during the development of the agreement. the de-
cisions of the supervisor prevail.

. Performance Agreements

As of October 1981, each EPA employee is required to
develop Performance Agreements for his/her current
position. An employee changing jobs within the
Agency will need to either develop a new Performance
Agreement for his/her new position or modify appro-
priately the outdated Performance Agreement. For
new hires. a training session and instruction manual
are provided to assist in their development of Perform-
ance Agreements.

An employee entering a new position may review the
incumbent's Performance Agreement if possible, prior
to developing his/her own Performance Agreement for
the position. For further explanation of how to write a
Performance Agreement refer to Exhibit I1I-6 (EPA
Form 3115-24).

o Performance Progress Reviews and the Annual
Performance Appraisal

A very important part of the Performance Management
System is the annual Performance Evaluation that oc-
curs in October. The process begins in September,
when employees are asked to provide a self assess-
ment of their accomplishments during the year in
relation to their performance agreement. The supervi-
sor and higher level management consider the self
assessment and other performance-related information
and arrive at an annual performance rating for each
employee. Supervisors communicate the rating during
the appraisal interview in October. The annual rating
supports many important personnel decisions, e.g..
awards, career promotions, and merit or within grade

increases.
October 4, 1988
Page 111-9



Exhibi' [1I-6

Performance Agreement, Appraisal, and Certification

Instructions: Use Sechions A, B, C, and D of thus form for all performance agreements beginning
October 1. 1987. You need not retype all existing performance standards in the new format, Section E.
Instead. you can continue to use the exisaing format for standards that will remain the same. Use the
new format, Section E, when new standards are developed or significant changes are made in exsting
standards.

Thus form 1s available in automated format. Contact your Servicing Personnel Office for more informa-
tion.

Do Not Remove This Cover Sheet Until the Entire Form Is Placed in the Employee
Performance File in the Servicing Personnel Office.

Security Provisions: Personal information entered on thus form. such as performance hugh-
lights, ratings on indmdual performance standards, and the overail performance apprasal, 1s
protected by the Privacy Act. Protected records maintained 1n office files. on floppy disks, or
In any other manner, must be secured 1n accordance wath the safeguards specified for perfor-
mance records (See 49 FR 36930).

EPA Form 3115-24 (Rev. 8-87) Previous editions are obsolete.



Exhibit I11-6 (continued)

v EnJronmentai Frolection Agency mpiovee § Name
P o 3 ‘Washington DC 20460 (Last First MD
\v’ Performance Agreement
Appraisal and Certification
Title. Pay Plan, Senes, Grage Step Crgamzaton (AA Ctc QOw. B0 ‘e Pertgrmance Penoq |

iFrom i To
|

Privacy Act Statement
Authonty The nformation an this form 1s collected under the Authonty of the Civil Service Reform Act of 1978 5US C Sec 110! et seq
and Executive Order 12107 Coilection of your Social Secunty Number 1S authanzed by Execulive Order 9397

Effecis of Not Providing the Information Requested: Your disclosure of the iniormation 1s voiuntary but your failure 10 do so means (hat
management wil provice the infarmation withaut nput lrom you

Purposes and Routine Uses This information 1s used to define the cntical job elements, Derformance standards and measures directly
related 10 your 00 W will be used 10 document your rMdyear review and hnai performance appraisal Mhe information may aiso be used n
connection with selection for and publiczing of cash and honor awargs olher personnel achons dased on performance such as

reduction-in-force acuons tramng decisions Lhe hinng or retention ol an indvicual or 1ssuance of other benelits relevant aic:al or

admimstralive Droceecings or law enlorcement curpases personnel research or survey purposes, and negolialed grievance procedures
Disciosures may aiso be made to ihe MSPB EECC anag other Federai agenc:es or purposes authonzed by law lo 38 Conqressional otice

at your request. and 10 offic.als of labor argamzations mhen relevant and necessary 1o ther culies of exclusive representaton of Federal
empioyees This s a summary of the routing uses lor these recoras For a lull descriplion of the routine uses see 49 FR 36953 (19843)

Configentahty Certifications cntical ;o0 elements, perfarmance standards performance measures and similar pasiion specific information
may be made availladie under the Freegom of Inlormation Act Performance hn?nhgnls ratings on stancards (he rabng of recora sersonnel
decisions and other personal nformation are protected by the Prvacy Act This information will e available only 1o your /mmemate and
nigher level Supervisors and o other Agency oftic:als in the exercise of therr offic:al Guties lar a routine use as set forth in this statement or
as otherwise autnonzed by the Pnvacy Act

Security Provisions
Personal information entered on this farm such as pertormance mghkgnts, ratngs on individual perfarmance slandards and the averall
performance aporaisal. 1S protected by the Privacy Act Protected recorcs maintained in office hles on lloppy disks or in any ather manner
must be secured in accorcance with the saleguards specified lor performance records (See 49 FR 26930)

Section A. Pad A : 1 Mid Rayi Certificati
Sign and date the appropnate block beiow fo certity completion of the events 8
) Emplayee ' __Supernisor Approving Cficial
Signature Signature Signature
I Ciscussion and/or
approval of the
performance agreement
Date Date Oate
Sgnature Sgnature
il Midyear performance
review and career
development -
discussion Date Date
B Oy i
l._Supervisor | have appraised this employee’s performance and prepared a recommended rating.
Name and Title (type or pnni) Swgnature Date

i"- Reviewing Ofticial (SES and PMRS Onty) The recommended raung reflects my assessment of the employee’s
perdormance.

Name and Title (fype or pnnt) Sgnature Date

ill. Approving Official (All Empioyees) | approve the rating of record and related personnel
decisions for this employee.

i‘l‘Tame and Title (Type or pnnt) Signature Oate
IV. Rating of Recard Exceeds Fuily r Mirumally D
D Outstanding Expectauons Successiul Sausfactory Unsausiactary
V. Employes My supervisor and | have discussed my performance for this penod in relation to my performance
l ndar n nd m Vi has infgrmed me of my r f record.

Signature Comments Anlached?

[Jve [ ]

Social Secunty Number

__
EPA Form 1115-24 (Rev. 8-87) Previoys aditions are obsolete.



Exhibit [[I-6  (continued)

Section C Appraisal Worksheet

Employee s Name Title. Pay Plan, Graca Qrgamization Pertormance Penog .
From iTo

Instructions to Supervisors

1. Calculate a value for each standard by multipiying its weight by the recommended rating.*

2. Add the values for each performance standard to get a total value.

3. Use the table below to convert the total value to a recommended rating of record.

4. Sign the Appraisal form n Section B, Overall Performance Appraisal and Certfication. Send the
recommendation on for higher level review and approval.

5. After review and approval by higher ievel management, conduct the appraisal discussion with the employee.

* If the rating on any standard s "1” (Unsatisfactory), use the columns on the nght hand side of the Worksheet
to calculate the overail rating for the CJE to which the standard beiongs. To do this. add the values of the
standards in the CJE, and divide by the sum of the wel?hls of the standards for that CJE. If the resulting CJE
rating 1S below 2.0, ocverall pertormance must be “Unsatistactory” regardliess of the total value for all performance
standards. Following approval of an Unsatislactory rating. supervisors should put a Performance Improvement
Plan in place within 15 working days from the date the rating 1s communicated to the employee.

Instructions to Reviewing and Approving Officials
1. Review the recommended rating and the performance agreement on which it 1s based.
2. It you do not agree with the ralm'g for a standard, adjust the rating and value on the individual performance
standard and on the Appraisal Worksheet and recalculate the total value of all of the standards. Change the
adiective rating an the Worksheet if necessary.
3. Sign in the approprniate block in Section 8, Overall Pedormance Appraisal and Certification.
4. Approving othcials assign the rating of record by checking the appropnate adjective rating in Section B IV
5. Approving officials are also the final authonty on other personnel decisions refated to the rating. (For PMRS
employees, rating and other personnei decisions {except for performance awards) may be delegated to Office
Qirrectors. Pertormance award dec:sions remain with the AA, RA, IG, or GC and are certified by them through the

PMRS ADP Support System.)

Required Onty When Rating on a Standard s °1
CJE No__|Standard No Weght X Rating_ . Value | CuJEValues [/ CJE'Weqnts = C.ERatng
{
Total Value
Canversion of Tatal Value to Recommendad Rating of Recard Campensation Dacisions
Range of Total Values Recommended Raung of Record (X' one)
100 - 199 Unsausfactory
200 - 299 Mimmally Sausfactory
300 - 399 Fully Successhul
400 - 449 Exceeds Expectations
I 450 - 500 Cutstanding

Other Personnel Decisions

EPA Form 3115-24 {Rev. 8-87) Previous ediians are obsolete.



Exhibit [1I-6  (continued)

Section D Performance Agreement Summary
Empiosee s Name Titte Pay Plan Grade ~ Organization Pertgrmance Pengd

From 1 To

Summary of Critical Job Elements, Performance Objectives, and Weights
Lsst 4-7 cnitical job elements and the performance objectives/standards related to each element. There shouid
be no more than 10 perfqrmance objectives or standards in the entire performance agreement. Weight each
objective according to its relative importance. The sum of the weights must be 100.

Example:
Weghts CJE 1. Develop policies and programs to implement the Performance Management System.
20 OB8J 1. Revise performance management pians
10 OBJ 2. Issue guidance on Performance Standards Review Boards
Wegnts Cnutcal Job E'ements and Performance Objectives:Slandards

EPA Form J115-24 (Rev. 8-87) Previous edilions are obsolete. Continue on Plain Bond it Necessary.




Exhibit I1I-6  (continued)

Section E Performance Standard

Fill in the performance objective for the standard and the weight assigned to the standard. Add
assumptions i external factors should be considered in the final appraisal. Performance measures may
include quaiity, quantity, tmeliness. and manner of performance.

‘Cntical Job

Emplioyee s Name Slandard No Weignt | Rating I‘Ialue
Element No

Rating System for Quaiity, Quantity, Timeliness, and Manner of Pefformance (use whole numbers only):
Qutstanding = S; Exceeds Expectations = 4; Fuily Successful = 3: Minimally Satisfactory = 2. Unsatisfactory = 1

Cbjecuve

Assumpuons

Performance M (I ]

Cutstanaing

Fully Successtul

Unsaustactory

[Performance Highights

EPA Form 3115-24 (Rev. 8-87)



Informal performance progress reviews occur at least
once throughout the year. These are not formal ap-
praisals. The required mid-year review in April and
any other optional reviews give supervisors and em-
ployees the opportunity to discuss work progress so
far, make necessary adjustments to the performance
agreement, confirm priorities and expectations and
discuss employee career development.

3. Reference

[[E’? For further information regarding Performance Agree-
ments and Evaluations. contact your Personnel Serv-
ices Representative (team leader) in OHRM.

Employees can obtain a blank Performance Agreement
from the Administrative Liaison or the Administrative
Officer (Appendix A).

G. AFFIRMATIVE ACTIONS
1. Description

It is EPA’s policy to provide equal opportunity for em-
ployment and advancement to all employees and ap-
plicants regardless of race, color. religion, sex, age.
national origin, or physical or mental handicap. This
policy. which is administered by the Office of Civil
Rights (OCR), pertains to Agency-wide practices, in-
cluding recruiting, hiring, training, promotion, trans-
fer. reassignment. benefits, and separation.

Further, EPA shall take affirmative action to remedy
the effects of past discrimination, and develop its Af-
firmative Action Program to identify and address in-
adequate representation of women. minorities, and
handicapped individuals in EPA's work force in accor-
dance with directives from the Equal Employment
Opportunity Commission (EEOC).

All EPA managers, supervisors, Equal Employment
Opportunity (EEO) officials, and other personnel share
responsibility for the successful implementation of the

Affirmative Action Program and program objectives.
October 4, 1988
Page 111-10



2.  Procedure

OCR provides a counseling service available to all EPA
employees. A list of EEO counselors is posted on
bulletin boards throughout the Agency. Contacting a
counselor within 30 days of a specific incident is the
initial procedure employees should pursue if they
believe they are being affected by a discriminatory act.
OCR has developed a directory that outlines the EEO
complaint process. Exhibit III-7 presents the appro-
priate procedures to be followed when filing an af-
firmative action complaint.

3. Reference

l[? For further information regarding the policy and pro-
gram objectives, contact the Office of Civil Rights at
FTS 382-4518. Employees may obtain a copy of the
memorandum on the Agency's Affirmative Action Pol-
icy and Program Objectives for FY 1988-1992 (October
14, 1987). A copy of the Office of Civil Rights Directory
(October 1986) also may be obtained from the Office of
Civil Rights.

H. DISCIPLINARY ACTIONS /TERMINATION.
1. D ription

Disciplinary actions, defined as actions taken against
an employee as a result of a wrongdoing or adverse
action, are intended to minimize and curtail discipli-
nary problems. Adverse actions can include insubor-
dination, stealing, continual unexcused absence, or an
altercation. The standard procedure for the implemen-
tation of disciplinary measures to be taken against an
employee for adverse actions are as follows. Initial
disciplinary measures taken, or measures taken for
lesser adverse actions, include: (1) a reprimand,

(2) warning letters. or (3) oral admonishments. If these
disciplinary measures have been implemented. and a
problem persists, the following four actions may be
taken: (1) a downgrade to a lower employment status,
(2) temporary suspension (temporary dismissal with-

October 4. 1988
Page [1I-11



Exhihit 111-7

Procedures for Filing an Affirmative Action Complaint

7",
an ‘ UNITED STATES ENVIRONMENTAL PROTECTION AGENCY
!i!:g, Washungion, O C 20460
‘.ﬁ
MR || pss
aretCl W
vl ALRTS

GUIDANCE MEMORANDUN NO. |

SUBJECTs Olaccinination Complaints Process

Houny-

Attached ls an ocutiine of E€PA*s Discrimination Coaplainte

PROMs Nathanlel Gcursy, Dirsector ‘

Ottice ot Civil Righte

Process. These procedural stepa have been impleamsnted by the
Ottice of Clvil Rights to coaply with Titla VIl of the Civil
Rights Act and pertinent segulatiuns and FNP letters devaluped

or adopted by the £qual ECmployaent Oppoctualty Cosasissilon.

DUTLINE OF EPA UISURININATION

ISURIMINATION COMPLAINTS PROCESS

rormsl complaint ls tiled In fleadquarters, Oflfice of Clvl}
fights or with Reglion/Area FIO otficer.

Complaint receipt Is acknowledged by OCR or Reginn/Area EEO
Ollicer.

OCR or Reqglion/Ares EFD Ofticer tequest EZO Counselor‘'s report.

All (ngmel complainta are forvarded to OCR with €££0 Counselor's
repotrt.

Director, OCR makes an acceptance/tejection determinatina and
complainent is notilied. It rejected, It ls a tinal agency
declslon with sppesl rights to the Fqusl Employment Opportunity
Commnission or the the right to file suit In federal court.

OCR conducts or arranges fac an lavestigation ol lssueg accepled
for processing.

OCR revievas (nvestiqative report for adeguacy.

OCR transaits scceptable investigative reporte to the complasin-
ant anid the cosplsinant’s representative.

OCR meots with complainant to attempt an informal adjustment ol
complaint and to discuss the lavestigative report.

1t on informal adjustment ls raachad, the terms are reduced to
writing in o settlement aqreement, the complaint e withdrawn
and (ICR fesues & coaplliance oider.

it no adjustment Ia reached, the Director, OCR lssuss a proposed
dlapnsition with an nller ol a hearing.

The Notlce of Proposed Lispasitinn provides lour optinne to the
conplainant. Within IS deyn of cecelpt of the proposed disposi-
tinn, the complalinant may:

a. Request a hearing before an FFOC complainte exaniner)

b, WRequent & finsl agency decleslon by the Judiclal Otticer
without a hearing

c. Fall to notity the Agency af hie wishas, In which case
the Directnr, OCR, will adopt the proposed disposiinn as
the (inal agency declaion.

d. Accept the prnposed dispoaltinn,



17.

Exhibit I11-7

:l Lho.co-p:aln.nt requeats a hearing within 1% days, OCR
sananita the complaint ¢ile to the appropriate EE 0
and requests a Complaints Fzeminer. peeap oc attice

OCR transaits the complaint tlle tn the Otlice ol Genoral

Counsel or Regional Counsel, as appropriate solely tor the
:.o :l l:ot:qency Representative at the heascing. Aqency
epresentat ive returns the file to OC

T hearing. R at the conclusion ol

EEOC Complalints Cnaminer conducts the hearin
g, fssues »
:;eg::ondod declision, hearing trenscripts and.co-plolnl tile

Upon receipt of all aof these documents, OCR lmmediatel

fogwards
the package to the Judicisl ofttd ‘ oy
the pachage t° cor far a tinal agency decislon

Judicial Ofticer may accept, reject or modily the
focoanended
declslon and must lssus & flnal agency docl-ron with lppo.;.

::g?;: within 30 days if ECOC recomaends a finding of disceini-

Judiclal Offlicer transmits the (lnsl eqgency declelon, FENC
tecommended decleion and an olliclial copy of the hearing tran-
script to complainant and returne the complaint file to OLR.

18 the coaplainant requests & final sgency declision without a
hearing, OCR tranamits the complaint file tn the Judicial
Officer tor & final aquncy declslon on the merits.

Judiclal Officer transmite final agency declsion with appeal
clights to complainent and returns the complaint file to OCA.

1t the complainant does not notify the A
gency of his ulshes
::thln I:hdlzr. :ho Divector, OCR adopts the propased disposi-
on ae o nal agency declsion with a » -
tles the complainant. Y presl riahts and putd

1¢ the complalnant accopts the proposed dia

ponition, Director,
OCR adopts the proposed disposition as the Aqency'-'dcclnznn
and lnsuas a complliance nrder to implement any temedien.

Complainant has 20 days to appeal any final agency declsion
(rejoction, cancellatlion, deciatiun on the merita) with FROC,

(continued)

4.

25.

a6,

44,

NUFRs Cupius ot all actilun Labe

1L eppual i» Sbled, LLOE nutttoun (RN sl Toguesta & cupy ot
the cosplaint filu. (MM propatus fuspuiises L0 sppusls and
tisnumits the cosplaint bile to LnC.

fweision ul LXK GELice ol Review and Appuels s Sinal.
$LOC transmite appeals declaion to coaplalnant, the
cuaplalaent's representative and OLR.

it LLUC austaine the tinel eyuniy decision and nu cutrective
actiun Is faguicred, OCk cluses the tile.

1t the appuals docisiun sequires cursectivae or sumediol action,
OCH 1mplesents the coffuctive et ion of Issuus & compllance
usdut a8 sppropclate, hewplng coamplaint active uutll corrective
et 0N us semudy o wllecled.

LU Cusmissiuness 4t thelc Glecretion mey stoupen 0 cfucuns lder
any psevious LLIK decision. ok tiles all Aysniy feguusts tO

soupen wilh EEOC.

Cusplatnant retalne siyht Lo tile a civil actiun within 20
Jdeys UL linal ection Ly Aqency OF froC, or 180 Jdeys alter
tutaal coaplaint has bLeen Ciled. (Laceptiuns Age Dlscrisine-
tiun cusplsints say he taken disuctly to court provided Agency
te given J0 days notice of intent to suu).

Wi issuss coapllance ordere whenevor sction s fuquired by
autt lumsent aygisemunt, tinel agency daclston, sppeals decislons
or clvil acuions and holds complaint files vpen until the Agency

has coaplled.

n by othes wbtices seyarding &
coaplaint auat bLe toswarded Lo the Utlice ut Civil Rignee
sisultansously fos purpnses ol sscurdhaeping, saintalning
statua ut coaplaints, coucdination, end seporting tu OMd,
LeLC, Agency offices, and coaplainants on a timely basis.
1L le wepeclelly lapurtant fur OCH tu knuw when o cusplaint
tas heen settled as when the $inal Ayuancy beclsion has been
tewasded to cosplatnant, since thiw dutosmines procesaling
¢ imw fus sech cumplalat and aust be tepurtnd tu ERUC on &
cunt lnuling Laesin. A cusplaing Is nut settled or clused
witll the prucess 18 Cuapleted tsujuctud, Cencellied, Or
tinal agwncy decislon on the serits sppualed) or until ol
the turms of sotilvment have besn sllected.

Cumplainta of discrisination againet tho Oftice of Civil

Highte ace loswasded to the Otlice of Lenural Cuunsul fug processing.



2.

Procedure

out pay). (3) removal from job. or (4) release on a fur-
lough (a non-working, non-paying status).

Since the first 12 months of employment with the
Agency are a probationary period. the procedure for
implementing disciplinary measures can differ from
those implemented after the first year. An adverse
action by a first-year employee may result in immedi-
ate termination. It is not required that the standard
disciplinary measures described above be implemented
prior to terminating a first-year employee.

Regarding the implementation of disciplinary meas-
ures. it is recommended that a supervisor contact. at
the outset of a problem, the Employee Relations Officer
in the Employee Relations Office, at FTS 382-3143.

For a regular civil service employee (employed with the
Federal Government for more than 12 months), a
supervisor must follow standard procedures for imple-
menting disciplinary measures. Once all standard
disciplinary measures have been implemented. the
final disciplinary action is termination of employment.
Throughout the process of implementing disciplinary
measures, the Employee Relations Officer is involved.
The Employee Relations Officer is in direct contact
with the employee, keeping the employee informed of
his/her status. An EPA Order is issued to the em-
ployee. which is the official documentation stating the
action to be implemented and the rationale supporting
the action.

In the case of a first-year employee (who is officially on
probation) responsible for a serious adverse action,
termination can result without prior warning or ad-
vanced notice. A letter is submitted by the supervisor
to the Employee Relations Office (Room M2009) stating
the problem and explaining the reasons for termina-
tion.

All employees presented with an EPA Order on Adverse
Action or an EPA Order on Removal or Termination are
entitled to file a grievance or an appeal with the Fed-

October 4, 1988
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eral Merit System Protection Board (MSPB). which
hears grievances and appeals from all Federal workers.
A grievance or an appeal may be filed with the Merit
System Protection Board at FTS 653-7124.

All EPA employees are entitled to the counseling serv-
ices provided by the Employee Counseling Assistance
Program (ECAP). ECAP provides strictly confidential
counseling regarding work-related problems and per-
sonal problems.

3. Reference

@' EPA Order on Conduct and Discipline (Classification
No. 3120.1. September 20. 1985) has replaced the EPA

Conduct and Discipline Manual {October 18. 1976).
however, both documents may be useful references
regarding conduct and discipline policy and procedures.

For more information regarding:

o Adverse action/disciplinary measures, contact
the Employee Relations Office at FTS 382-3143.

. Grievances/appeals, contact the Federal Merit
System Protection Board at FTS 653-7124.

For additional information on the Employee Counseling
Assistance Program. contact the office at FTS 382-4420.

SENIOR EXECUTIVE SERVICE

1.  Description

The Senior Executive Service (SES) comprises higher-
level government officials involved in management and
policy development. including officials who occupy
posts as Division Directors and above, excluding presi-
dential appointees. Senior executive staff persons are
not rated on the government scale; however, they can
achieve tenure. The Office of Human Resource Manage-
ment (OHRM) is responsible for coordinating all activi-
ties pertaining to the Agency SES. This includes hiring,
training, and processing reassignments and all person-

October 4, 1988
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Procedure
SES2

nel actions/requests. The Deputy Assistant Adminis-
trator of the Office of Administration and Resources
Management (OARM) has been delegated responsibility
for the SES. including approving/disapproving all SES
personnel actions.

e SES Candidate Program

To be considered for the SES candidate program. per-
sons nominate themselves by completing an applica-
tion which undergoes an initial screening. All appli-
cants must be approved by the Deputy Assistant Ad-
ministrator of OARM. Once selected for the SES Can-
didate Program. executives undergo mandatory train-
ing, which qualifies them for specific positions within
the Agency. As positions become available, qualified
SES candidates may apply and be considered. Al-
though EPA hires between 70 and 80 percent of its
senior executives from the pool of eligible SES candi-
dates, it is not necessary that top level posts be filled
by SES candidates. For further details regarding the
application process. employees should contact the SES
and Executive Resources Unit, OHRM, at

FTS 382-3328.

] General Administrative Procedures

SES administrative procedures are similar to those
followed by other civil service employees. however, all
personnel actions/requests are processed through
OHRM., SES Operations Unit. For general personnel
actions/requests including recruitment, salary action.
detail. reassignment, resignation and retirement, SES
persons must prepare the SF-52 (Exhibit III-1). De-
pending on the specific type of action, there may be
additional requirements.

If position duties change, a position description must
be submitted. For further details on appropriate forms
and procedures, contact the SES Operations Unit.
OHRM, at FTS 382-3328.

October 4. 1988
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3. Reference
AWARD
1. Description

The SES Coordinator can be reached at FTS 475-8830
(Room S3910) and this office may be contacted for fur-
ther information on the SES program.

For additional information regarding administrative
procedures for SES. contact the Chief of SES Opera-
tions Unit. OHRM., at FTS 382-3328. A bimonthly
newsletter, Executive Update, is published for SES
staff. The publication provides senior executives with
general information. including SES vacancies. person-
nel changes, and executive training and development
opportunities.

The purpose of Agency-wide awards is threefold: (1)
encourage all employees to make their best efforts in
their daily work: (2) urge employees to bring forward
ideas to improve the efficiency and economy of Agency
operations: and (3) give employees appropriate recogni-
tion for noteworthy achievements in the public interest
and related to their official employment. The EPA
Awards Program is designed to motivate employees to
achieve significant increases in productivity by reward-
ing those whose performances are substantially above
normal job requirements and standards. as docu-
mented through the Agency's Performance Manage-
ment System.

There are a variety of awards offered through the
Agency Awards Program. In general, they are open to
all permanent EPA employees.

The categories of awards include the following:

. Honor Awards

. Cash Performance Awards

o Quality Within-Grade Increases Awards

October 4, 1988
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Reference

. Career Service Recognition

. Employee Suggestions System, which is an or-
ganized method for soliciting constructive ideas
that will benefit the Agency and award the origi-
nator.

In addition to these intra-EPA awards. all EPA employ-
ees may be candidates for non-EPA awards. including
other Federal Government awards and external awards
sponsored by private organizations. Management offi-
cials are urged to become familiar with these awards
because they represent additional means of rewarding
employees for achievements deserving wider recognition
than can be provided by the Agency Awards Program.

All nominations for the EPA Awards Program should be
submitted using EPA Forms 3130-1, 3130-2. or 3130-3
(Exhibits I11-8, 111-9, 11I-10). depending upon the type of
award for which an employee is being recommended.
An employee may be nominated for an award by the im-
mediate supervisor, by an associate, or, in exceptional
cases, by someone from outside the Agency. Endorse-
ments are submitted through management channeis to
the EPA Awards Program Officer. and, depending upon
the type of award. must have the endorsement of the
Assistant Administrator, Associate Administrator. the
Regional Administrator or the Inspector General, and
the Administrator. Nominations for all awards may be
submitted at any time, however, many awards are
based on the performance evaluations and are pre-
sented at an appropriate ceremony. Other awards won
during the year are usually presented to the employee
by the supervisor.

For more information, refer to the EPA Awards Manual,
which explains current procedures. including the pay-
for-performance concepts of the EPA Performance Man-
agement System. This EPA Awards Manual, which ma:
be obtained from the Awards Office (Room S3010) or

October 4, 1988
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Exhibit [I1-8

| Subrut original and two (2) copres

RECOMMENDATION FOR MONETARY AWARD i to the operating personnel office

* Refer to the EPA Awards Manuali for individual Award Criteria *
TYPE OF AWARD

MERIT PAY CASH AWARD. A pertormance-based cash award granted for significant
accomplishments reiated to the individual’s Performance Agreement.

SPECIAL ACT OR SERVICE AWARD. Given to an individual or group for significant
one-time achievements related to official employment The amount of award 1s based on
the value of tangibie and/ or intangible benefits accruing from the special act or service

SUSTAINED SUPERIOR PERFORMANCE CASH AWARD. Given in recognition of
continued high quality performance of the duties of the employee’s position which
substantially exceeds performance standards Amountof award i1s determined according
t0 a percentage of base pay

QUALITY WITHIN-GRADE INCREASE. An additional within-grade increase granted
for sustained high quality performance which 1s expected to continue in the future.

INFORMATION ON RECIPIENT

NAME (For group swaerds armach separate Iist ol names positions and POSITION TITLE SERIES GRADE STEP

SSN'st

ORGANIZATION AND LOCATION

SOCIAL SECURITY NUMBER TIMEKEEPER NO PEASON TO RECEIVE CHECK
PERIOD OF SERVICE ON WHICH AWARD IS BASED MONETARY AWARDS GRANTED IN | ACCOUNT NO TO BE CHMARGED
FROM 10 LASY 52 WEEKS

AMOUNT OF CASH AWARD RECOMMENDED

MERIT PAY

SUSTAINED SUPERICR
SPECIAL ACT OR SERVICE PERFORMANCE

TANGIBLE INTANGIBLE TOTAL

RECOMMENDING. AEVIEWING. AND APPROVING OFFICIALS

OFFICIAL

SIGNATURE TITLE DATE

RECOMMEND-
ING QFFICIAL

OBUIGATING
FUNDS

PERSONNEL
REVIEW

APPROVING
OFFICIAL

O arrroveD O oisaperoved

EPA Form 3130-1 (Rev. 11-83) Previous sdition 18 obsolete




Exhibit 111-9
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(continued)

SUGGESTION RECORD AND EVALUATION
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from the Administrative Officer. supplements the stan-
dards and implements the requirements contained in

Chapter 451 of the Federal Personnel Manual.
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OVERVIEW

IV. TRAINING

This chapter outlines staff development and training
opportunities for OERR employees. These opportuni-
ties are available through a variety of sources. First,
OSWER provides OSWER-specific training in both
technical and programmatic areas. such as the
CERCLA Orientation Course and On-Scene Coordina-
tor/Remedial Project Manager (OSC/RPM) Basic Train-
ing. The Training and Employee Development Pro-
gram, within the Office of Administration and Re-
sources Management (OARM). also offers professional
training for all Agency employees. The Office of Hu-
man Resources Development, also within OARM, pro-
vides staff development opportunities through the EPA
Institute, as well as training opportunities for the
Senior Executive Service. A third option available to
EPA employees is external training and seminars.

This chapter provides information on policy and proce-
dures for OERR personnel pursuing staff development

_opportunities.

All permanent EPA personnel may participate in a
wide range of training courses, seminars, and confer-
ences to improve their job performance and to qualify
themselves for advancement.

OSWER has developed policy and guidance on techni-
cal and programmatic training for Headquarters and
Regional employees in hazardous and solid waste
programs. OSWER's policy has five steps:

'« Determine training needs
. Review, develop, and coordinate required
training
. Document instructional materials
. Deliver training

. Monitor and evaluate training delivery.

October 4, 1988
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To ensure the timeliness of these activities, OSWER also
requires that the OSWER Training Coordinator conduct
an Annual Training Needs Assessment in conjunction
with the individual program offices and Regions. Any
office proposing new training development efforts must
complete a Training Planning Document. An Annual
Training Plan (ATP) shall be submitted by OERR (Super-
fund Program Office) to the OSWER Training Coordina-
tor for review. The purposes of the report are to facili-
tate communication and coordination among OSWER
organizations.

A. INTERNAL OSWER TRAINING

1. D ription

2. Procedure

The OSWER Program Office oversees a programmatic
and technical training program designed specifically for
OSWER Headquarters and Regional personnel. [n this
effort, OSWER prepares and distributes an annual
Training Course Catalogue that outlines available
courses and provides registration information. The
Office also distributes a quarterly “Training Calendar” ot
planned OSWER training courses to Headquarters and
Regional Training Coordinators. Included with the
calendar is a data entry form for scheduling future
courses.

Applications for all OSWER training courses can be
processed, at least initially, through the contact person
for the particular course. Registration for a course may
be achieved by telephoning the contact person, whose
name is listed after the course description, and register-
ing over the telephone, or may be achieved by sending
the contact person a course registration form and a

Request, Authorization, Agreement and Certification of
Training, Standard Form 182 (SF-182, Exhibit [V-1).

To obtain a course catalogue and calendar, contact the
OSWER Training Coordinator's Office at FTS 382-4515.
All OERR staff seeking training should discuss their

October 4, 1988
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Exhibit IV-1
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Exhibit V-1 (continued)
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D

training plan with an immediate supervisor. Once a
training need has been established. contact the OERR
Training Coordinator in Cincinnati. at (515) 569-7537
(DD) or FTS 684-7537. To sign up for a specific course.
telephone the contact person listed in the Training
Calendar. Employees may be able to register over the
telephone or may be asked to complete the registration
form. Employees should obtain an SF-182 and submit
the completed application to their supervisors for ap-
proval. After appropriate signatures have been ob-
tained. the form must be routed to the Funds Control
Center (FCC), Office of Program Management. OERR.
The FCC will add accounting data and will return the
form to the originating office for disposition.

Note: When there is a shortage of space in a class. the
applicant may be approved and may have his/her
name put on a waiting list to be notified when space is
available.

The guidance on OSWER training has been consoli-
dated into one basic reference entitled, Training Policies
and Procedures (OSWER Directive No. 9018.00-2,
September 30. 1987). This Directive clearly delineates
training responsibilities within OSWER. and sets forth
procedures for conducting training activities.

For more information on the OSWER Training Program.,
contact the OSWER Training Coordinator's Office.

AL TRAININ

ri

ion

The EPA Institute offers a wide range of courses taught
by EPA staff or EPA contractors that are offered at no
fee to all EPA employees. The EPA Institute is admini-
stered through the Office of Human Resources Manage-
ment (OHRM), which also administers specific training
opportunities for support staff and all permanent EPA
employees. The Institute is currently expanding its
curriculum and is developing a course schedule.

October 4, 1988
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3.

E

1.

ur

Reference

D

Courses that are currently available are listed on an-
nouncements which are routed through the EPA mail
system and posted on bulletin boards throughout the
Agency. Details on specific courses are provided in the
announcement as well as direction on how to register
and who to contact. Also refer to the EPA Institute’'s
Training Catalogue (July 1988).

An SF-182 may be obtained from the Administrative
Officer and should be completed by the employee:
because no fee is charged. there is no need to send the
form to the FCC for funds certification. The employee
must. however, secure his supervisor's signature for
request approval. For direction on completing an
SF-182, refer to Exhibit IV-1.

For further information regarding courses offered
through the EPA Institute, contact the Registrar for
the EPA Institute at FTS 382-2594.

OHRM provides courses designed specifically for Sen-
ior Executive Staffl; however, this does not preclude
senior staff from enrolling in other courses. For more
information or to receive a copy of the bimonthly Ex-
ecutive Update publication. contact OHRM staff at FTS
382-3328.

AL TRAININ

ri

ion

Externally sponsored conferences. seminars and train-
ing courses are another option for OERR staff training
and development. Once an employee has identified a
relevant seminar, conference, or course of interest,
attendance should be discussed with his/her
supervisor.

October 4, 1988
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2.

3.

Procedure

Reference

L=

Once the need for external training has been estab-
lished and approval is granted, the employee.should
pre-register for the conference/seminar/course and
begin the registration process. The requesting em-
ployee should complete an SF-182 well in advance of
the conference/seminar/course registration date. at
least two weeks. The first step is to obtain signatures
from the employee's immediate supervisor. who must
also provide written description of job-relatedness/
justification.  After the supervisor has approved the
request for training, the employee must obtain the
Branch Chief's (first level) signature and finally, the
Division Director's (second level) signature. The form
is then sent to the Employee Development Assistant
(Room 3241) in the Office of Human Resources Man-
agement. EPA Institute Branch. Once approval is
granted, the requesting employee is given a Purchase
Order (PO) number. At the time of registration, the
employee must present the “vendor copy~ of the PO as
verification of payment. The vendor then follows
through with billing. To continue attending classes,
the employee must obtain a grade of C or better.

For direction on completing an SF-182, refer to Exhibit
[V-1. While not all courses. such as free courses or
seminars, require an SF-182, a completed form in an
employee’s official personnel folder ensures that all
coursework becomes a part of the employee s official
personnel file.

Exhibit IV-2 provides a checklist of required documen-
tation for an SF-182.

Contact the Employee Development Assistant in the
EPA Institute Branch, OHRM (Room 3241) at
FTS 382-2997.

October 4, 1988
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Exhibit [V-2

- Request for Documentation

m UNITED STATES ENVIRONMENTAL PROTECTION AGENCY
% ? WASHINGTON. O C 20460

SESICE OF
ACMINISTRAT'ON
AND RESULRACES
MORANDUM MANAGEMENT
—_—

SUBJECT: Reguest for Documentation

FROM: Debora Dorsey
Tra.ning Support statt
Huma~ Resources Development Divi.sion (PM=224)

TO:

The attached training oblijation is being returned to you for
the following reason(s):

Job-Relatedness Justificat:ion (All jus-
tificactions should state how the training
relates to and the benefits which w:ll

pe derived-by the trainee and the Governme
These justificat:inas should be written
siyned by your sugervisor.

Incomplete accou~t ~"umber

NO Document Control Number (DCN)

Funds Certifyiny Officer requ:red.

Cost comparison not provided. (Traini=g
procurements in excess of $1,000 must be
accompanied by a comparision with three
other potential vendors and the reason
the vendor you chose was selectedq.)

Attendee list rnot attached. A complete
list must pe incluae social secur:ity
numbers and grade and series. Forms
will not be accepted without this list),

Waiver is required when the trainee aqoes
not have one year of jovernment service.
This is only in case of non=-government
training.) A waiver is a letter to the
Training Office office written by the
trainee's supervisor requesting us to
waive his or her one year of yovernmen
service.

Course description not provided.




Exhibit [V-2 (continued)

-l

Travel costs om.tted. (This .s requiread w~nen
traininy 1S taken outsi:de Of the wasnigto~-

metropolitan area.)

Rat:if:ication (a memo stati-y wny the tra.n.l"g
form was rece:ved by our office after
the trai=:i~y has been completea.)

Years Oof Gover=me~t Serv:.ce

Type of appor-tment

Pay plan, series and grade

I~correct S:ynatures, Tra:-:ny forms
are to be si:gned o= the Bra~=ch Ch:ef
and Division Director levels.

Training submitted on a S-part torm.

Other

SF-182's will not be cons:i:dered for process:ng :f any or all
of these factors are missing. Your cooperation is appreciated,.
Please call me on 382-2997 if you have any quest:ions.



OVERVIEW

V. COMMUNICATIONS

Communications administration includes correspon-
dence. document production. mail, telephone, telecom-
munications, and publications procedures. To facili-
tate management, the OERR Immediate Office (IO)
divides correspondence into two groups: controlled
and uncontrolled.

A. CONTROLLED CORRESPONDENCE

1. Description

Controlled correspondence consists of communication
memoranda that have specific due dates. such as
Administrator's Correspondence (AX). Administrator's
Legislation (AL} (including correspondence from Con-
gress, which the IO calls “Congressionals~), Priority
Office Directors (PODs), Office Directors (ODs), Solid
Waste and Emergency Responses (SWERs), or Free-
dom of Information Act requests (RINs/FOIAs). RIN
stands for “Request for Information.”

Controlled correspondence requires concurrences by
the Personnel Classification Specialist. the Executive
Officer. the Deputy Office Director (DOD). and the
Office Director (OD) before routing to the Assistant Ad-
ministrator (AA) for signature. AX and AL correspon-
dence generally have a due date of approximately 10
days. The deadline for Divisions to submit responses
is one day prior to due date.

OERR distributes AXs in brown folders. ALs in yellow
folders and returns responses in the same folders.
PODs generally have a 1-2 week due date, and the OD
or DOD signs them. The DOD or OD signs ODs and
they have due dates of 4-6 weeks.

OERR distributes SWERs in orange folders. The AA,
DAA or an OD signs SWERs and they follow the same
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OVERVIEW

V. COMMUNICATIONS

Communications administration includes correspon-
dence, document production, mail, telephone, telecom-
munications, and publications procedures. To facili-
tate management, the OERR Immediate Office (IO)
divides correspondence into two groups: controlled
and uncontrolled.

A. ONTROLLED CORRESPONDENCE

1. Description

2. Procedure

Controlled correspondence consists of communication
memoranda that have specific due dates, such as
Administrator's Correspondence (AX), Administrator’s
Legislation (AL) (including correspondence from Con-
gress, which the 10 calls “Congressionals”), Priority
Office Directors (PODs), Office Directors (ODs), Solid
Waste and Emergency Responses (SWERs), or Free-
dom of Information Act requests (RINs/FOIlAs). RIN
stands for “Request for Information.”

Controlled correspondence requires concurrences by
the Personnel Classification Specialist, the Executive
Officer, the Deputy Office Director (DOD), and the
Office Director (OD) before routing to the Assistant Ad-
ministrator (AA) for signature. AX and AL correspon-
dence generally have a due date of approximately 10
days. The deadline for Divisions to submit responses
is one day prior to due date.

OERR distributes AXs in brown folders, ALs in yellow
folders and returns responses in the same folders.
POLs generally have a 1-2 week due date, and the OD
or DOD signs them. The DOD or OD signs ODs and
they have due dates of 4-6 weeks.

OERR distributes SWERs in orange folders. The AA,
DAA or an OD signs SWERs and they follow the same
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tracking procedure as AXs/ALs. See Exhibit V-1 for a.
detailed chart on controlled correspondence.

RINs/FOIAs are due 10 days after receipt. The Action
Office submits requested material, which staff mem-
bers generally hand carry to the FOIA office within the
AA's office, where a form letter by the AA accompanies
the requested material. OERR logs out RINs/FOlAs as
completed once they submit the material requested to
the FOIA office.

3.  Reference

@: For more detailed information and procedures on
Controlled Correspondence. refer to Exhibit V-1 and
the OERR Quick Reference Guide for Correspondence
Procedures, February 1988. To obtain this manual,
contact your Branch secretary.

NGRESSIONAL RRESPONDENCE
1. Description

OERR refers to correspondence specifically from
United States Senators or Members of Congress as
“Congressionals.”

Only the Administrator, the AA, or the Deputy Assis-
tant Administrator (DAA), unless otherwise directed,
signs responses to Congressionals. Like other ALs,
OERR always distributes Congressionals in yellow
folders and staff members return responses in the
same folders. Congressionals are due approximately
10 days after receipt, and OERR requires Divisions to
submit responses 1 day prior to due date. See Exhibit
V-2 for detailed guidelines on Congressional Corre-
spondence.

3.  Reference

For more detailed information on Congressional corre-
[[? spondence, refer to the OERR Quick Reference Guide

October 4, 1988
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Exhibit V-1

Controlled Correspondence Chart

COPIES SENT TO:

SIGNATOR

& incoming

& incoming

TYPE OF
CORRESPONDENCE AX AL AA obD DD
ﬁ —_— e —— ——
AL CONTROLLED*
CORRESPONDENCE
3 w/enclosures 2 wi/enclosures 1 w/enclosures 1 w/enclosures retain 1 copy
ADM/DEP ADM (1 w/lincoming) & incoming & incoming
OFFICE OF
CONGRESSIONAL N/A 2 w/enclosures 1 w/enclosures 1 w/enclosures retain 1 copy
LIAISON & incoming & incoming :
AA N/A 2 wienclosures 1 w/enclosures 1 w/enclosures retain 1 copy

#w#=g

AX CONTROLLED*

CORRESPONDENCE

ADM/DEP ADM 3 w/enclosures N/A 1 w/enclosures 1 w/enclosures retain 1 copy
& incoming & incoming

AA 1 w/enclosures N/A 1 w/enclosures 1 w/enclosures retain 1 coby
& incoming & incoming

oD 1 w/enclosures N/A 1 w/enclosures 1 w/enclosures retain 1 copy
& incoming & incoming

ACTION/BRIEFING*

MEMOS TO 3 w/enclosures N/A 1 w/enclosures 1 w/enclosures retain 1 copy

ADM/DEP ADM

*Copies to others should include enclosures, incoming letters and envelopes as necessary

NOTE: Include pre-addressed envelopes and route slips as necessary



Exhibit V-2

“I‘- N--”
; 2 ' Guidelines for Congressional Correspondence
: X\ i UNITED STATES ENVIRCSNMINTAL PROTECTIC'I AGENCY
","_—-_I;
Vet et WASHINGTCN. C.C 20463
SU=3zT Guxdelinmes for Congressicnel ndance SATT =il
PR Ao Corresponience Contrsd
orr of
TO: Te Ail Cerrespsndence Comersl Fo insluding Fezic:ns aev s
Aaiiresses Envelcte & Sald%:::' ens
aiter adaress cozmzlizecztary Clcose
Senator Honcretle (29l neme) Sear Sernsisr (suvnac=e
United States Senate Sincerel:r vcurs,
wasrizgien, D.C.
Senator Fonzredle (full ze=e Deer Sexnetsr (su-na=e,

(avey fre=
washiag:oa)

Chairzaz of Senaze

Co==2%zee

Chairzzn of Sezaze
-

Sobeco=itze
Mexter o0f Senazte
Commizttee

Senate Czzxittese
Staff Cfficial

The Presideat of
the Senate

Uzited States Seza:s

(1ocal adéress)

Eczoreble (full ne=e)
Cheirz=2n, Ccmittee 02

(na=e)
Usnited
Wask.ngton, D.C.

Eznsratle (£l naxe)
Chairzan, Subccmzittee

ca (ne=e)
Com=ittee on (pare

ce==ittee)

Uni4es States Senace

waskhington, D.C.

Honcrable (W) naxe)
Cozmitte= cn (name)
Uni<ed States Seraze

Washington, D.C.

Mr. (f21 nex=e)
Tatle)

Coz=:itsee on (naxe)
United States Senate

Washington, D.C.

Hororatle (full naze)
Fresidernt of the Senate

Washington, D.C.

tatse Senate

Sincerely yours,

Deer Mr. Cheir=an:

or Dear ladaz Chair=an:

Sincerely yours,

Dear Mr. Cheirm=az:

e Cezry Madzm Chairzexn:

Sincerels veurs,

fre= AL

Sear Sengisr (surzzze |-
Singcerelr yours,
(check centrci sl
for instructicns)

Jdeer M-,
Sincerely ycurs,

President:



Congresszan
(avey froz
Weshing2oz)

Chairmen of House
Comittee

Chair=az ¢f House
Q. \nn-—; ee

Mezter cf Eouses

Ceo=itten

Bouse Co—ittee
Slaff Official

Wasking

Exhibit V-2 (continued)
2
Hensratle (1) neme)
Fresident prc tezper
onited Stztes Senate
washingtlon, C.C 22SiC

Honmoreble (full name)
sajerity Leeder
Janated States Sezeste

Weskington, D.C. 20510
Nepe . Tizle
Cffice of Zzocratle
PLTE ] a_e)
aze eczate

United €

< s S
ca, D.C. 20510

Ecnoradle (ful) ca=e)
HYouse of Pepresentatives
Weshizgten, D.C. 20515

Aonoreble (full paxme)
Mez=ber, United States

House of Representatives

(local address)

HScaorable (full name)

Cheirzen, Cocz=ittee oOn
(paxze)

House of Regzressntatives

Washiangtcen, D.C. 20515

Eonorable.( full nax=e

(nese)
Coxmittee ca (parent
ccx=ittee)
Rouse of Repressztetives
wWashingtoa, D.C. 20525

Honoreble (full name)
Cerzzittee on (nz=e)
House of Regreseztatives
Weshington, D.C. 20515

Mr. (full neme)

(Title)

Coz=ittee on (naze)
House of Representatives
Washington, D.C. 20515

#C-eck coatrel slip from AL for imstructionms.

Z2ar Senztsr (surna=e’
Singerely yours.
Czar Senezsr (surzize
Siacerely ycours,
Deaor
Sincerely yozuss,
Dear Mr. (surna=ze,
Sancerely yecurss,
Dear Mr. (surname):

Sincerely ycuss,

Deer Mr. Chairman:
or Dear Macdz=m Chairza:z:
Sizpcerely ycurs,

¢r Dezr Mzdz= Chairm===
Sincerely ysurs,
Ceer Mr. (surne=e):
Sincerely yours,

Dear Mr. (suczexme):



Exhibit V-2 (continued)

3
Speaker of the House Hancerzble {(£u1) ngme) resr Mr. Zpezxer
Speaxer of the House Sincerely Jours,
¢ Rerresentatives
wecshiagiez, =.C. 2Tl
Staff perssm in Dzz=e, Title Lecr
Office of lengress=az Cffice cf Esacratl Sincerely veours,

{1 pe=e)
Bcuse of Representatives
Weshizzstez, D.C. 29515

SFSCIAL INSTAUCTIONS FOR CCTRGRESSICRAL REIFLIZS.

1. All lezters shculd have the address at the top cf the lezter.

2. Refer to date cf incs=ing leltter i2

[+

uytgecizng ccrrespgndéence.,
3. Refer %0 ccnstituent's zame and subject zatter in ycur rezly.
L., After coxzlete dete, put a coc=a afier the yeer,

5. Do not use the phrase "EPA is pleesed” ia any letzer.

6. All letters should close vith Sincerely yours.

T. Alvays use Ad=inistrator letterhead stationery vhen rezly is to bde
signed by the Ad=inistrator -- Dcocuglas M. Costle. Office of the
Adz=inistrater letterkead to be used fcr the Deputy Ad=inisiraiadr --
Barbaras Bius. i

two
8. After sigaature, space dcwa fei— lines for Enclosure.

9. Double space any letter that is less trhan ten lines and
one paragraph.
10. Do pot shew carbex copy ©S eriginal, only cz carten ¢o

es.

4

11l. Capitelize the wvord State vhea referring directly tc cre cr ell cf
of the 50 States: States rights; State's attorney. Lover s -
statehccd, statevide, state’'s evideace.

GENERAL INFORMATION

MesT
All Corgressicnal correspondence kzéaso go through AL Control eve:

vhen it 5 & rush or gricrity.

Rever date ccrrespondence. (Does not epply to Regicns)

Alveys have a courtesy copy (ZPA letterhead tissue) encloseé visth
the original letter for all Congressional correspcendence.



Exhibit V-2 (continued)

c 5% uUsSe a csz=: °C separete a =snth exd a yesr.

Sezpitalize Maztar when speaking ¢l s lazter ¢f longress, Tut 2ot
vaez spesking =7 = zexter ol 2 Congrsssisnal com=atles.

Uzderline Felferz. Fec:sgter, Congressiznzl Fesmori, za2lsparers enc
mezazizes.

Dz nes eapitalize tne werd "BIlTY.

Cepite’ize =ne word "Aer".

Use lower case "s” 15 ize worsd 'sesiizsn” wnez Iz tae =ddle ol senzexce

Tre cgastituent's letler is alvays Teturned 2 the CongZressmen's sffice
vith the reply, therefore zercx ccnmstituent's =ail énd attach 1S yellcew
officiel file.

Be sure returs envelsye is right sile 19 atccom=zidate lettier ané enzlcsures.

Use yellcw Congressisnel Mail Fcolder for all Congressicnel ccocrrestcondexcs.

HOW TQ T¥YPZ HOUSE SZIATE

Bills E.R. L16 S. 116
Resoluticns B. Res. § S. Res. SO
Concurreat Rescluticss E. Con. Res. 10 S. Con. Res. 17
Joint Resoluticcs B.J. Res. 10 S.J. Res. LS
Docupezts 4, Doc. 25 S. Dce. €2
Eepor:s 2. Reps. 21L S. Reps. 10
Publis laws P.L. §2-5C0

Be sure the: eac: fclier ¢r reply has prooer envelcve, 2ll enzlcsures, et
vihen prcgran sends to AL for dispatish or rcouting te AX fcr sigmatiue.

When letters are signed in the progre= arees, please ste=p the cfficial yellsw
file corvy and all copies (with & ne=e stesp cT /s/) befcre sending o AL far

dispezch.

Hand Jeliver all C:ongressional mail to cosntrel peints end to the Offize of
-eb-s laticn - never in a trown envelope.



for Correspondence Procedures. (February 1988). To
obtain this manual. contact your Branch secretary.

C. FREEDOM OF INFORMATION REQUESTS

1. Description

OERR calls Freedom of Information Requests RINs or
FOIAs. These are written public requests for records
held or believed to be held by EPA.

The Freedom of Information Act (FOIA) Office (W227)
sends requests directly to OERR. FOIAs are due ap-
proximately 10 days after receipt. The Action Office
submits requested material. which staff members
generally hand-deliver to the FOIA office, where a form
letter by the AA accompanies the requested material.
OERR logs out the RIN/FOIA as completed once the
requested material is submitted.

For more information on uncontrolled/tracking corre-
spondence, refer to OERR Quick Reference for Corre-
spondence Procedures, February 1988. To obtain this

manual, contact your Branch secretary.

D. N LLED/TRACKING CORRESPONDENCE

Uncontrolled or tracking correspondence consists of
correspondence that needs signatures or concurrence,
such as memoranda. letters, Procurement Requests
(PRs), Travel Authorizations (TAs). Travel Vouchers
(TVs). Personnel Actions (PAs), etc., that have no spe-
cific due date.

October 4, 1988
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2. Procedure

3. Reference

=

Procurement Requests (PRs) require different levels of
signature, depending on the amount of the PR (Exhibit
XI-3. XI-4).

OERR staff members should forward TAs and TVs to
the DD’s level for signature. In some instances. signa-
tory authority has been delegated to the Branch level.
Please check with your Administrative Contact for your
particular organization. In the case of international
travel. employees forward documentation to the [OD.
regardless of the grade level. and prepare it for the
OD's signature. Before PAs go to the IOD for signa-
ture. OERR employees should route them through
OERR's Administrative Officer.

For more information on uncontrolled/tracking corre-
spondence, refer to QERR Quick Reference for Corre-

spondence Procedures, February 1988. To obtain this
manual, contact your Branch secretary.

E. CORRESPONDENCE FILE MANAGEMENT

1.  Description

To keep track of correspondence in OERR. the 1O
maintains a file management system.

A personal computer tracks every correspondence item
by number and division. File sheets are on the com-
puter, serving as daily reminders of what is due to
which office. Only the Personnel Classification Spe-
cialist can access the correspondence file. Exhibit V-3,
a flow chart on correspondence file management. fol-
lows this chapter.
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Exhibit V-3

Controlled Correspondence

AL and AX Correspondence

Congressional and Administrator’s office reviews and forwards

v

Assistant Adminustrator’s office (OSWER)
reviews and forwards to OERR

v

OERR Director's office reviews and assigns to Division
it AX, # OC signs, sends copies to AX & AA

v

Division Director's office reviews and assigns to Branch

v

Branch Chief reviews and assigns to statt member

Y

Staff prepares and retums typed response to Branch Chiet

v

Branch Chief reviews, intials and forwards to
Division Director if approved

Y

Division Director reviews, inttials and forwards
to OERR Director it approved

y

OERR Director reviews, imtials and forwards
to AA in OSWER f approved

v

AA in OSWER reviews, initials and forwards
to AX or AL if approved

v

Congressional and Administrator's office
reviews, signs and sends correspondence




3. Reference

IS

F. PRODUCTION

1. Description

]

For more information on correspondence file manage-
ment, contact your Branch secretary.

Document production involves several steps. OERR
uses personal computers (PCs) for word processing in
WordPerfect to meet its typing needs. The format that
OERR uses for document production is uniform. ac-
cording to Agency guidance, and supervisors pass
along production assignments.

Directions for use of the PC system follow.
. Production Management

Employees store typed and printed material on disk-
ettes. Diskettes are available from the EPA Supply
Store or the Division secretary. Each diskette has an
index to record abbreviated titles of the stored docu-
ments. When adding or revising a document, the op-
erator prints an updated copy of the index to store
inside the diskette cover along with the diskette.

*  Repairs

In case of a personal computer breakdown, consult the
Personal Computer Site Coordinator (PCSC]) to deter-
mine if repairs are required. (The PCSC is the individ-
ual in each office of EPA responsible for coordination
of the personal computer network.) If repairs are
necessary, the coordinator calls the telephone number
on the sticker on the side of the machine and reports
the machine's identification number, along with the
problem. An appropriate repairperson will come to
repair the machine within 6-14 hours. Once the ma-
chine resumes operation, the repairperson gives the
repair slip to the AO.

October 4, 1988
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3.

G. MAIL

l.

2.

Reference

Description

g

Procedure

Refer to the EPA Manual on Document Format, which
is available from your Branch secretary.

EPA provides pickup and delivery services for both
internal and external mail systems. The EPA mail-
room is located in MG-100 and the office telephone
number is FTS 382-2132. When urgent information
needs to be sent quickly. employees may use messen-
ger services.

. U. S. Postal Service

Mail all correspondence in EPA printed envelopes, and
use these envelopes only for official government busi-
ness. The EPA mailroom stamps mail with a postage
meter, and no stamped or personal mail is accepted.
Mail that is addressed properly is put in boxes (Room
MG-100E), marked for internal or external mail on the
table in the mailroom, near the entrance. Mailroom
personnel pick up and deliver four times daily in
OERR: 8:30 and 10:30 a.m. and 1:00 and 2:30 p.m.

Offices planning a large program mailing must notify

mailroom personnel in advance. The Mail Department
is reimbursed through a Miscellaneous Obligations
Document (Exhibit V-4). This form must be submitted
when a division sends more than six packages per day
via express mail.

. Intra-Agency

Employees may send internal mail in an interoffice
envelope, or a plain manila one, as long as the receiv-
ing individual’s name and mail stop are clearly written
on the top. In addition to the boxes in the mailroom,
OERR Divisions may use other boxes on the table in
Room S385, on top of the credenza in the secretarial
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Exhibit V-4

ENVIRONMENTAL PROTECTION AGENCY
VISCELLANEQUS OBLIGATION OOCUMENT

OBLIGATION(S)} FOR THE MONTH OF 19

PURPQOSE.

THIS NQTICE IS

AN ORIGINAL OBLIGATION

AN INCREASE TO A PREVIQOUS OBLIGATION

A OECREASE TO A PREVIQUS OBLIGATION

APPROPRIATION

123 &8 hoa2fiafre 15-20 } 21-30 3140 4144 a5 56 57

w w

Wl
g 55 S 12]5| ococument 2
= [SS|errecTive (Swla (S| Thraot 0BLIGATION ACCOUNT OBJECT|  AMOUNT | =
o Swl - pate |Z3|g|5| CONTRAL NUMBER NUMBER CLASS | OOLLARS | S
= =2 £30|%|2 NUMBER u COOE CENTS z
O n< < > |3 Q
- = [ ‘f‘" -
= | Z|MO|0AlYR|™
2 050
2 as0
2 050
2 058
2 080
NOTE. SHADED AREA TO BE COMPLETED BY FMO TOTAL -

RESPONSIBILITY CENTER:

PREPARED BY- APPROVED BY.

(SIGNATURE) (SIGNATURE)
DATE DATE
PHONE PHONE

EPA Form 2850-10 (Aev. 7-80) prEVIOUS EDITION MAY B8 USED UNTIL SUPPLY 1S EXHAUSTED




bay area. Mail for other EPA offices belongs in the
“mailroom” box. Mailroom personnel pick up and
deliver mail in division offices four times daily at the
times previously noted. Mailroom staff also hand-
deliver and pick up mail for the AA in OSWER eight

times daily.
. Messenger
O To deliver information more rapidly or in an emer-
gency. employees may use the independent express
\ courier service, DHL. Each employee's Administrative

Contact can provide assistance in using this service.
The employee requesting the messenger service may

\
- @ wish to call the recipient to verify delivery.

o Heavy Objects

To mail heavy objects, contact Property Management
at FTS 382-2155. Sender must include a shipping re-
quest form and the EPA shipping label. These may be
obtained from a secretary.

[[?: See your Administrative Contact for additional infor-
mation. For examples of mailing forms, see Exhibits
V-5 and V-6. For information on special mailroom
services, refer to Chapter X, Section F, of this docu-
ment.

H. TELEPHONES

The EPA telephone system combines the Federal Tele-
communications System (FTS) and an Electronic
Switching System featuring Centrex Custom Calling
System. This combination of systems allows for ease
in calling within the office and long distance.

EPA maintains two different telephone listings of EPA
employees. The EPA telephone directory lists employ-
ees’ phone numbers in alphabetical order. EPA up-
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Exhibit V-5

REQUEST FOR SHIPPING SERYICE

REQUESTING OFFICE Prepare 1n tnphcate Retan one copy for
reference and submit the ong@na and one copy to the Shipping
Officer.

SHIPPING OFFICER  After carner has .ompleted pick-up of the
shipment. attach onginal (0 3 .opy ot the Govenment Bl ot

Lading to back up authonzation for shipment and return the other
vompleted copy of thus form to the requesting otfice

NOTE The first copy held by the requesting otfice may be des
troved upon recept of the completed .opy from the Shippiny
Offiver.

1. SHIPMENT OF

T GOVERNMEN T-OWNED DROPERTY \

" armgni Vendor, eic. identilv)

2. R 8 D CONTRACT NO.

CaRITALIZED

. — MNMOT CalITALIZED

. REGIONAL OFFICE CENTER, FIELD STATION,
EMPLOYEE ‘Cunaignon

TELEPMONE NUMBER ANC EXTENSION

S, ADORESS ‘Buiiding Yame., Yumber,
we Cuuntrv)

Street, Citv, Zip Coude, State,

LOCATION OF PRQRAERTY TO 3E SMIPPED ' Buiding, Room
Number, Street, City, Z:p Cude, State or Couniry)

8. PROGRAM COORDINATOR FOR "PICK UP®

9. TELEPHMONE ANO EXTENSION

T0. SHIPMENT TO BE MAQE 9Y

“—GOVT BILL _CONVERSION _COmML 8iLu

T 'coLLECT
OF LAQING TO GBL OF LADING — =

ML
LTS

WugN PAQPLATY 2F val¥ing JICICME

1t
° Tioma, 3P ACE +S NELICD, . IE NEeLm

i YO BE IMISOED, IESNESATL OY Ling 1TEM Y,

CNTEA QUARTITY ANO vaLul OF CACK ML 17Cha (EF QDI

Officeg

QU aNTITY{aTacxk ongpP NO. —ESCRIPTION OF ARTICLE ' CON;[Q-ENE“ 7 PR IALUE
I ! !
. . BT
l . - |
! . {
1
| i ' i |
i i .
i ,
| t . : |
* , :
. , .
i .
; | | |
! 1
I .
| : }
! f
| i
! i !
TOTAL. s
12, o 13, INCLUDES FLAMMABLES, COM-
— -— — 3PECIAL P aACK NG PRESSED GASES, CHEMICALS?
 pacx cRaTe — Explaind — Y€ .. ~NO
14, SHIP TO (CONSIGNEE) (Name. Sireet, Cliy, Stete, 2ip Code or 15, ADOITIONAL INFORMATION, INSTRUCTIONS., OR JUSTIFICA-
Country) TION FOR EXPEDITED MODE OF SHIPMENT
16. DATE SHIPMENT MUST ARRIVE AT OESTINATION
17. PROPERTY CLEARANCE (Signeture orl-’lonnrauuodld 18. SIGNATURE OF PROPERTY ACCOU;‘FABLE QF FICER

T3, ACCOUNTING OATA

20. SIGNATURE OF AOMINISTRATIVE OFFICIAL OR DESIGNEE

21. DATE

THIS INFORMATION MAY 8E USED BY THE SHIPPING/ REQUESTING OFFICES IN KEEPING DATA

ON SHIPMENTS.

e ———————————
MODE OF TRANSPORTATION DATE SHIPPED

ESTIMATED ARRIVAL OATE B8/L NUMBER

CARRIZR(S) USED AND ROUTING NUMBER OF PIECES

TOTAL WEIGHT ESTIMATED COST

EPA Fom 1700-4 (Rev. 11-72)

REPLACES EP A FORM 177012 (10-73) WNICHM MAY BE USED UNTIL SUPPLY I3 EXHMAUSTED
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U.S. GOVERNMENT SHIPMENT

FROM: (Shipper’s Address) DELIVER TO:

ENVIRONMENTAL PROTECTION AGENCY

ary STATE

TO CONSIGNEE
PAY NO CHARGES on this shipment. It is made

2iP COOE

vaLul WEIG T OATE

on GOV'T 8/L Ne.

and the aoriginal B/L has been {check one)

NQ OF 1 CES SKIPPED VIA

D MAILED TO YOU FEMANRS, COMMENTS

D TURNED OVER TO THE INITIAL CARRIER

EPA Form 5180=—_8 (5=—76) PRVIOUS EOI1IOMN MAY 01 USED



dates this directory periodically and distributes copies
to all employees. The second and most current source
of telephone numbers is available from the EPA Loca-
tor at FTS 382-2090. In addition. OPM produces a
one-page alphabetical listing of OERR employees,
which is available from each employee's Administrative
Contact (Exhibit I-7).

EPA will pay only for telephone toll calls that employ-
ees charge as a result of public business transacted in
the government interest. EPA policy conforms to 31
U.S.C. 680a. which requires appropriate certification
for all long distance telephone toll payments. Make
non-official calls from public telephones. except in
emergencies. Local non-governmental calls produce
‘message unit charges that the telephone company bills
to the Agency.

Public telephones are located in the following areas in
Waterside Mall: 3100 Corridor of the Mall, 3700 Corri-
dor of the Mall, EPA Library (M2904). and on the Mall
street level next to the Safeway.

o FTS

The FTS provides special long distance phone lines for
government use. Employees may reach each Federal
agency in the United States through the FTS. Agency
identification codes will be provided to users of FTS to
eliminate unnecessary delays when placing official
long distance calls to and from non-Government tele-
phones over FTS and for Agency identification during
periods of FTS network sampling.

The Office of Information Resources Management
(OIRM) of the General Services Administration (GSA)
manages and operates the system. Use of FTS by
Agency employees will be sampled by the GSA each
quarter. The results of the sampling are used to deter-
mine the Agency's cost for network usage. The FTS
base charge does not include transmissions of data or
facsimile over FTS or service to Alaska, Hawaii, Puerto
Rico and Canada. Official calls to these areas are to
be placed via FTS. The procedures for placing these
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calls and conference calls are contained in the FTS
Telephone Users Guide. which is available from the
Administrative Contact.

o Centrex System

The Centrex system has a variety of features that
facilitate interoffice phone calls. such as call transfer.
consultation hold. conference call. and call forwarding.
The system eliminates the need for a receptionist be-
cause it rings at the employee’s desk. Employees need
only use the last five digits of the phone number when
dialing within the system.

Branch Chiefs shall establish appropriate administra-
tive control measures to guard against the abuse of
local and long distance telephone calls.

While traveling, make official calls from FTS whenever
possible using the FTS code of the caller’s official duty
station. Commercial long distance calls and collect
calls should be made only if the official business to be
transacted is urgent and if FTS is not available, or if a
less expensive means of communication would not
suffice. The following standards shall apply in evalu-
ating the need to make commercial long distance calls:

o Monetary loss to the Government may
result if a slower or less expensive means
is used

. Travel would be obviated

. Immediate official action is required by an

emergency (e.g.. illness, injury, property
damage, or similarly urgent matters).

Official incoming collect calls shall be accepted only
under unusual circumstances. Calls should be pre-
paid by the calling party except when the employee is
in travel status.
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EPA issues long distance calling cards if justified. Em-
plovees may call Communications at FTS 382-2098 for
information about long distance calling cards. Em-
ployees may address questions regarding travel policy
to the National Operations Desk at FTS 382-2077.

Employees may make international calls on unre-
stricted lines only. Personnel with responsibilities
requiring frequent international calls may request an
unrestricted line from the OERR AO. The AO submits
appropriate justification to the EPA Telecommunica-
tions staff. Unrestricted lines are available in the
Communication Center, G-100B. FTS 382-2078.

Pr ure for Servi Chan
1. Repair

Direct telephone repair requests to EPA Telephone
Repair at FTS 382-2267. EPA holds each office re-

~J]__Pnone sponsible for additional expenses it incurs from calling

the commercial repair operator.
NN
- 2. Telephone Equipment Requests
ouT
g The Administrative Contacts complete and forward

EPA Form 5020-1 to the OERR Administrative Officer
who initiates service.

3. Telephone Equipment Relocation

Do not relocate telephones. The AO contacts an au-
thorized technician: the Administrative Contact will
provide assistance if this is necessary.

4. Telephone Equipment Removals

All telephone equipment is EPA property and removal
of equipment from the premises will result in prosecu-
tion.

5. EPA Locator Changes/Additions

Administrative Contacts complete and forward Express
Locator Change Forms to the OERR Administrative

October 4, 1988
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Officer who sends them to the Communications
Branch (PM211T). G-100A, FTS 382-2626.

4. Additional Information/Reference

[[gf, The AT&T International Information Service telephone
number is 9 (800) 874-4000.

For directions on the specific uses of the telephone
system, consult the following manuals. which are
found in G-100A. at FTS 475-6778:

EPA Headquarters Telephone Directory

ETS Users' Guide
EPA Manual 4820-1

Centrex Manual
For training in the telephone system and FTS facilities,
call FTS 475-6778.
TELECOMMUNICATIONS

1. ription

Telegraph and Magnafax forms of communication
allow personnel to send and receive information rap-
idly between EPA Headquarters, Regional Offices and
laboratories, or any other government office with simi-
lar capabilities.

The Telecommunications Office is available to all per-

sonnel and located at 3235M. and is open from Mon-

day to Friday, 8:00 a.m.-5:30 p.m. at FTS 382-2078.
2. Procedure

o Magnafax

The Magnafax duplicates and transmits exact replicas

of the original document to up to 10 locations simulta-

neously.

o Telegraph

The telegraph delivers succinct messages but not exact
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3. Reference

J.  PUBLICATIONS

1. Description

replicas. The Telecommunications Office transmits
information to the Western Union Office in the recipi-
ent’s area. Enclose the Telegraph Message Form
(available in the Supply Room, FTS 382-2135, G-100F)
to the Telecommunications Office.

To Send: Bring the document to be transmitted to the
Telecommunications Office and complete a Facsimile
Transmission Request form (available in the Supply
Room), including name and telephone number of the
recipient and sender and Magnafax telephone for loca-
tion. See Exhibit V-7 for a flow chart on telecommuni-
cations, and Exhibits V-8 and V-9 for facsimile and
telegraph forms.

To Receive; The recipient should inform sender to
include recipient’s name, telephone number, and EPA
Magnafax number: FTS 755-2844. The Telecommuni-
cations Office notifies the recipient on arrival.

For further information, see your Administrative Con-
tact.

OERR is developing a document that will discuss infor-
mation on a variety of topics relating to publication of
EPA material. It includes an inventory of Superfund
public information documents, step-by-step proce-
dures on how to get documents approved and pub-
lished in EPA, and a guide on how EPA distributes
publications to the public.

This document will be in draft form by the final publi-
cation date of this manual and can be obtained from
the Administrative Contact.
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Exhibit V-7

Sending/Receiving Telecommunications

j_: SENDING TELECOMMUNICATIONS

Employee determines document to be
transmutted, to whom and what method

|

v 4

Sender includes own name and number and Branch Secretary types Telegraph Form
recipient’s name and number (including (including senders name and number and
Magnatax phone number if infrequently used) recipient’'s name and number

v v

Sender takes document and appropriate
information to Telecommunication Office and
completes request form

Sender takes compieted form to
Telecommunications Office - 3235 Mall

RECEIVING TELECOMMUNICATIONS
1

Recipient informs sender of EPA
Magnafax FTS 755-2844

v

Sender transmits document (including
recipient’'s name and number)

Y

Telecommunications will call recipient when
document is at Headquarters

Y

Recipient picks up document at
Telecommunication Office 3235 Mall




Exhibit V-8

US ENVIRONMENTAL PROTECTION AGENCY
TELECOMMUNICATIONS CENTER

2 ) E PA WASHINGTON DC 20460

FACSIMILE REQUEST AND COVER SHEET

PLEASE PRINT IN BLACK INK ONLY

TO

OFFICE/PHONE

REGION/LAB

FROM

PHONE MAIL CODE

OFFICE

DATE NUMBER OF PAGES TO INCLUDE THIS COVER SHEET

Please number all pages

INFORMATION FOR SENDING FACSIMILE
MESSAGES TO EPA HEADQUARTERS

FACSIMILE NUMBER VERIFICATION

__EQUIPMENT NUMBER NUMBER
RAPICOM (202) 382-7883 (auto) (202) 382-2078
PANAFAX (202) 382-7884 (auto) (202) 382-2078
PANAFAX (202) 382-7886 (auto) (202) 382-2078
MANUAL (202) 382-2078

The EPA Communications Center has the capability for sending and receiving facsimile messages to
CCITT Group |, Il, and 1ll Equipment.

EPA Form 5040-5 {Rev. 12-83) Replaces EPA Form 5040-5A and the pravious edition of EPA Form 5040-5, which are obsolete



Exhibit v-g

TELEGRAPHIC MESSAGE

nMAME OF AGENCY PRECEDENCE I SECURMTY CLASSIFICAT ON
ACTION: !
o |
ACCOUNTING QLASSIFICATION DATE PREPARED i FiLe
1
!
FOR INFORMATION CALL !
MNAME PMONE NUMBER | TYPE OF MESSAGE e
H MULTIPLE-
1] swcie O scox AOOHESS
THIS SPACE FOR USE OF COMMUNICATION UNIT
MESSAGE TO BE TRANSMITTED /L'se deubdie 1pacing and all cuprial letters)
T0:
i
i
!
1
I
[}
SECURITY QLASSIHCATION
PAGE NO. NO. OF PGS.
STANDARD FORM 14 Mrovemn ettiom wable N3N 7340-00-034-2908 fea
WVISED 11-80

GSA FPMR {41 CFR) 101-35.306



3. Reference

L=

For further information on publications. contact your
Branch secretary.

EPA has established several hotlines for questions on
Superfund from the general public as well as the regu-
lated community. On these toll-free 800 numbers.
the callers may get inforrnation on any item relevant to
RCRA/CERCLA. including legislation and requests for
printed material on Superfund. Geo/Resource Con-
sultants. Inc., operates the hotline under a contract to
OSWER. In addition, Geo/Resource Consultants also
operates hotlines for Title Il - the Chemical Emer-
gency Preparedness and Prevention (CEPP) Program.
and the Safe Drinking Water Act.

For questions related to RCRA. CERCLA/SARA or gen-
eral hazardous waste. refer callers to FTS 382-3000 lo-
cally in Washington, D.C.. or (800) 424-9346 toll-free.
The Public Information Center for the EPA has a local
number: FTS 382-2080; it has no toll-free number.
The Small Business Ombudsman for EPA can be
reached at FTS 557-1938 locally and (800) 368-5888
toll free.

The CEPP Hotline number is FTS 479-2449 locally in
Washington, D.C. and (800) 535-2020 toll-free.

Refer to the EPA Headquarters Telephone Directory,
which can be obtained from any OERR secretary.
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L. MEETINGS WITH SENIOR ADMINISTRATORS

1.  Description

M. PUBLIC AFFAIR

1. ripti

2.  Procedure

Staff members may schedule meetings through the
IOD to discuss issues that they deem important
enough to merit the AA's, DAA's, or OD’s attention.

Initiate meeting requests for the AA or DAA by com-
pleting Meeting Request forms for the AA or DAA.
which may be obtained from the IOD in Room SE393.
The form must be complete, and a brief description or
justification on a separate sheet of paper must accom-
pany it. The DD must approve and initial the form.
Submit all meeting request forms to the supervisor.
After approval, the IOD submits an individual's form to
the AA's office.

After the AA schedules the meeting, the IOD notifies
the person who requested the meeting if any changes
occur. The division is responsible for notifying all
attendees.

For additional information. refer to the OERR Quick

Reference Guide for Correspondence Procedures,
February 1988. Obtain this manual from your Branch

secretary.

Public Affairs involves relations and contact with the
public, the press, and Congressional members or their
staffs.

Refer questions from the general public to the various
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Hotline numbers, discussed in Section K above, unless
directed otherwise by a supervisor. Refer questions
from the press to the Press Office at FTS 382-4355.
unless a supervisor directs otherwise.

If OERR staff members talk with Congressional mem-
bers or their staffs in the course of their work, the
OERR staff member should complete a Congressional
Inquiry/Request form, send it to the Special Assistant
to the Assistant Administrator, OSWER, submit a copy
to the IOD. and retain a copy for their record. '

If Congressional members or their staff contact OERR
staff members, refer them to the Congressional Liaison
Coordinator. No formal memorandum is necessary to
refer calls. The "Hill" should first talk with the Con-

gressional Liaison Coordinator, who will then contact

someone in the Program office if a question is very
specific.

For additional information on public affairs, refer to
QERR Quick Reference Guide for Correspondence
Procedures, February 1988. Obtain this manual from
your Branch secretary. For specific information on
Congressional referrals, call the Congressional Liaison
Coordinator at FTS 382-5200.

'N. CONFIDENTIALITY

1. Description

Fro

Confidentiality involves dealing with sensitive material.
either Confidential Business Information (CBI) or En-
forcement Confidential Information (ECI}. CBI is mate-
rial that a firm believes is sensitive to its business, and
that disclosure of such information would prove detri-
mental to his or her business. For example, detailed
information about the constituents in a chemical pro-
duction facility’s waste stream qualifies as CBI in order
that a competitor may not infer which production
process is being used. The firm submitting the mate-
rial must identify Confidential Business Information.
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3.

Procedure

Reference

ECI is material that deals with companies over which
the Government plans to file suit. Information linking
a company's activities to a hazardous waste problem at
a specific site is an example of ECI. EPA is responsible
for identifying material as ECI.

Follow the EPA general policies on FOIA. Keep docu-
ments that are CBI/ECI in secure areas and do not
share such information with individuals outside of the

Agency.

Refer to the General Enforcement Policy Compendijum,
Document # GM-43 “Enforcement Document Release
Guidelines.” and Document # 46, “Policy on Publiciz-
ing Enforcement Cases.” The Compendium is a collec-
tion of guidance issued by the Office of Enforcement
and Compliance Monitoring (OECM). For additional
information on EPA guidance on confidentiality. con-
tact OECM., Legal Enforcement Policy Branch, at FTS
382-8777.
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V1. OFFICE INFORMATION MANAGEMENT

OVERVIEW

The purpose of this chapter is to provide information
on the various activities associated with information
management within OERR. The first section describes
the automated information and tracking systems de-
veloped and maintained by the divisions within OERR.
The second section provides information on reposito-
ries for site-specific documentation and the final sec-
tion briefly describes the Superfund Docket.

A. INFORMATION AND TRACKING SYSTEMS

This section of the manual provides brief descriptions
of OERR's informnation management activities. These
/1 A descriptions are organized by the divisions within

OERR that manage the various activities. Exhibit VI-1
e identifies the various systems supported by the divi-
sions within OERR.

o H rdous Si ntrol Division (HSCD

- Cost of Remedial Actions Model

An expert system that tracks remedial site cost char-
acteristics and is used to support estimation of re-
source requirements for remedial actions.

- Record of Decision (ROD) System

A data base containing an inventory of decisions re-
garding response activities at remedial sites. This
system facilitates the analysis of future decisions and
improves the uniformity of decisions for similar sites.
This system also allows Headquarters and Regional
access to legal and technical information contained in
RODs.
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OVERVIEW

VI. OFFICE INFORMATION MANAGEMENT

The purpose of this chapter is to provide information
on the various activities associated with information
management within OERR. The first section describes
the automated information and tracking systems de-
veloped and maintained by the divisions within OERR.
The second section provides information on reposito-
ries for site-specific documentation and the final sec-
tion briefly describes the Superfund Docket.

N AND TRACKING SY: MS

This section of the manual provides brief descriptions
of OERR's information management activities. These
descriptions are organized by the divisions within
OERR that manage the various activities. Exhibit VI-1
identifies the various systems supported by the divi-
sions within OERR.

. ;ui ntrol Division D
- R ial Actions Model

An expert system that tracks remedial site cost char-
acteristics and is used to support estimation of re-
source requirements for remedial actions.

- Record of Decision (ROD) Svstem

A data base containing an inventory of decisions re-
garding response activities at remedial sites. This
system facilitates the analysis of future decisions and
improves the uniformity of decisions for similar sites.
This system also allows Headquarters and Regional
access to legal and technical information contained in
RODs.
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Exhibit VI-1

OERR Information and Tracking Systems

PURPOSE

ERD

HSCD

HSED

OPM

Program
Planning and
Evaluation
Systems

CERCLIS

Incident-
Specific
Data Bases

Technical
Information
Data Bases

Oil &
Hazardous

A Waste

Document
Tracking
Systems

OSWER
Directives




o Emergency Response Division (ERD])

Emergency Release Notification System
ERNS

A nationwide, centralized data base used to capture
the release notifications reported to the National Re-
sponse Center, the EPA Regions, and the U.S. Coast
Guard districts. The data base is designed to provide
both data regarding specific releases and aggregate
data on the number and types of releases throughout
the nation and in specific states and localities. The
Case History File of ERNS is used to analyze trends in
the release of hazardous substances.

- Environmental Response Team (ERT)

nical Assistan m

An inventory of models. including ground-water and
air dispersion models. which are used when planning
various cleanup/stabilization responses. On-Scene
Coordinators (OSCs) use these models to reduce the
time spent researching air, water, and soil technical
information related to site cleanup.

- Qil and Hazardous Materials Technical

istan t m

A data base containing technical information concern-
ing hazardous chemicals and their properties. The
system provides information pertinent to spill response
efforts of Federal, State and local governments. This
system is used by OSCs and other responders to re-
duce the time required to research this information.

° Hazardous Site Evaluation Division (HSED)

- Natignal Priorities List (NPL] Technical
Data Base

A repository of publicly available information on NPL
final and proposed sites. The NPL Technical Data
Base contains information such as hazard ranking
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score sheets and document records for NPL sites. This
system is used to access site-specific information on
NPL sites.

- Statistical Data Base (SDB)

Contains a random sample of the laboratory results
produced by the Contract Laboratory Program. This
system supports the statistical analysis of occurrence
and concentration of priority pollutants and hazardous
substances at Superfund sites.

- Sample Tracking and Invoice Payment
(TIP) System

A tracking system for samples ordered for analysis by
the Contract Laboratory Program laboratories. Track-
ing includes initial order, sample shipment, receipt by
laboratories and submission of the results to EPA.

The system is used to record sampling information and
to record and support payment recommendations on
individual invoices.

° Office of Program Management (OPM)

- Strategic Planning and Management Sys-
m (SPM

An Agency-wide tool that is used to evaluate the pro-
gess of Agency programs throughout the fiscal year
against quarterly and annual targets established be-
fore the start of each new fiscal year.

- Comprehensive Environmental Response,
Compensation, and Liability Information
System (CERCLIS)

Supports EPA Headquarters and Regions for the man-
agement and oversight of the Superfund program.
CERCLIS serves three purposes: to maintain an auto-
mated inventory of abandoned, inactive or uncon-
trolled hazardous waste sites, to act as the vehicle for
the Regions to report to Headquarters on the status of
major stages of cleanup at sites, and to provide sup-
port for SCAP.
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2.

References

- Superfund Comprehensive Accomplish-
ments Plan (SCAP

A current year tracking system and multi-year plan-
ning model that projects site-specific remedial funding
needs and targets for remedial programs. SCAP also
measures accomplishments against targets. The SCAP
is used by OERR to manage and evaluate Superfund
performance. CERCLIS is the Automated Data Proc-
essing (ADP) system used for SCAP.

- OSWER Directives Tracking System

A data base containing pertinent information for draft
and final OSWER Directives. Maintained by the AA,
OSWER and supported by OPM. this system is used to
track OSWER Directives by Directive number, effective
date. status (draft or final). approval date, originating
office, source (if not EPA). subject. and approval signa-

tory.

Additional information on these systems and informa-
tion management activities may be found in the
QOSWER Information Management Guide, prepared by
the Information Management Staff. OSWER and up-
dated annually. Copies of this guidance may be ob-
tained by calling the Office of Program Management
and Technology at FTS 382-7951. An employee can
also contact the Management and Evaluation Staff/
Office of Program Management (MES/OPM).

B. QERR SITE-SPECIFIC FILES

1.

Description

Headquarters maintains limited current and historic
documentation for responses conducted under Super-
fund. Because of the vast amount of information
collected, analyzed, reviewed, and approved for each
EPA-funded response, the majority of site-specific
technical and cost documentation is maintained in the
Regional offices.
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2.

3.

Procedure

Reference

To obtain site-specific files, staff should contact ERD
for removal files or the Remedial Planning and Re-
sponse Branch, HSCD. for remedial files.

Regional Coordinators in ERD retain all current site-
specific files for the removal program. Removal site
files generally contain the following documents:

o Action Memoranda approving EPA-funded re-
sponse

o Amended Action Memoranda, if applicable

o Pollution Reports (POLREPS) documenting site
activities

o OSC Final Reports

o Correspondence between Headquarters and the
Regions.

The files may also contain correspondence between
the Region and States. local governments or private
parties.

To access current and historic removal site files, you
must contact the appropriate Regional Coordinator by
calling FTS 382-2188.

The Remedial Planning and Response Branch of the
HSCD maintains in a central repository copies of every
ROD. Additional copies of the RODs, as well as copies_
of Remedial Investigation/Feasibility Study (RI/FS)
reports for some sites, are maintained in the Super-
fund Docket. The site-specific ROD contains a sum-
mary of all reports and studies conducted for the site.
data collected during the RI/FS, and provides a ration-
ale for the selected site remedy. Actual site documen-
tation is maintained in the Regions. For the most
part. information contained in the ROD is public infor-
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mation. However, RODs may contain confidential
documents. which will be marked as such. Under no
circumstances should documents labeled “Enforce-
ment Sensitive” be released to the public.

C. SUPE ND DOCKET

1.

Descripti

Reference

n

The Superfund Docket is an information center that
provides public access to rulemaking and decision-
making documents. Documentation supporting rule-
makings includes public comments on the proposed
rule. reference materials. technical background docu-
ments, and any additional relevant materials. Deci-
sion documents include RODs and OSWER Directives.
Currently. the Superfund Docket contains some RI/FS
reports in support of RODs: however, copies of RI/FS
reports are not available in the Superfund Docket for
all RODs.

The Superfund Docket. located in LG100, is open to all
EPA employees and the public on weekdays, excluding
Federal holidays. from 9:00 a.m. to 4:30 p.m. Dupli-
cating machines are available in the docket area for
copying documents. EPA employees may check out
selected documents, based on demand. for periods no
longer than 2 hours.

For additional information on the Superfund Docket.
call FTS 382-3046.
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VII. OFFICE AUTOMATION
OVERVIEW

This chapter provides an overview of the computer
equipment, software and support facilities available to -
OERR employees. The first two sections describe the
hardware and software available within OERR. The
remaining sections discuss support services available
through the Washington Information Center (WIC)
located in Waterside Mall. Procedures for procuring
and using automated equipment are beyond the scope
of this manual. References. however, are provided.

&

A. QERR COMPUTER FACILITIES
1. Description

EPA has a wide range of computer facilities, hardware.
software, and communications capabilities. The Na-
tional Computing Center (NCC), Regional offices, and
laboratories control these facilities, which are located
throughout the United States..

The WIC provides Headquarters users with remote
access to most required facilities and services. The
Central Processing Units (CPUs) at Headquarters in-
clude an IBM 4381 mainframe, 22 PRIME minicom-
puters, two PDP 11/70 minicomputers, and many IBM
PC compatible microcomputers. The IBM 4381 com-
municates with the IBM 3090 at the NCC in Research
Triangle Park, North Carolina, and is used primarily
for batch submission and output retrieval services for
local users. The PRIME minicomputers are used to
support local office information processing needs, ad-
ministrative systems, office automation functions, and
to serve as a communication link between the micro-
computers and mainframes. EPA staff can use the
IBM PCs for stand-alone processing or for connecting
to the mainframe or PRIME as a remote terminal.
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2. Reference

Additional information on the specific computer facili-
ties and procedures for accessing the various software
may be found in the OSWER Information Management
Guide. which is available from the Administrative
Officer.

B. AVAILABLE SOFTWARE

EPA uses a variety of software to meet its diverse proc-
essing needs. The two tables in Exhibit VII-1 present
the software available for use on OERR's PRIME mini-
computers and IBM and compatible microcomputers.

C. WIC AND NCC SUPPORT

nsulting an

The WIC and the NCC in North Carolina provide hard-
ware, software, system development consulting, and
user training. The WIC also publishes several bulle-
tins to keep users informed of Agency hardware and
software procurement changes, user group meetings,
new hardware and software usage procedures, and
other related information.

Technical Assistan

1. Description

?

The WIC supports users in four primary areas:

. The Technical Center offers technical support for
using microcomputers. word processing, and
 mainframe graphies

. The PRIME Support Team offers assistance for
using the Agency’s standard minicomputer sys-
tems

e . The Operations Group provides mainframe sup-
port
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Exhibit VII-1

EPA Software

For PR1ME Minicomputers

COMMUNICATIONS
* Kermut (PC 0 PRIME)
* PRIMELINK (PC 10 PRIME)
¢ LAN 300 (Ethernet)
+« PRIMENET (PR1ME 10 PRIME)
« PRIME/SNA (PR1ME 10 IBM)
* Ringnet (PR1ME LAN)

DATA BASE MANAGEMENT SYSTEMS:
« INFO
* INFORMATION

DEBUGGING AND OPTIMIZING SYSTEMS:

Source Level Dedugger

ELECTRONIC MAIL:
¢ ELINK
> DIALCOM (EPA E MAIL)

FILE MANAGEMENT SYSTEMS:
« INFO
» INFORMATION
+ MIDAS.

GRAPMICS SOFTWARE:
« VERSAGRAPH
« TELL-A-GRAPH

GEOGRAPHIC INFORMATION SYSTEMS
* ARC/INFO

MATHEMATICAL AND STATISTICAL PACKAGES:
« Slansocal Analysis System (SAS)
» Mmtadb

PROGRAMMING LANGUAGES.
* BASIC
- COBOL
« FORTRANT7
« Pascal

SIMULATION AND MODELING SYSTEMS.
= MODEL

TEXT EDITORS/WORD PROCESSORS.
INFOTEXT

WORDMarc

TEXT

EMACS

ED

SPREADSHEETS:
- 20020

- 2020
For IBM and Compatible Microcomputers

CAREER DEVELOPMENT: GRAPHICS SOFTWARE (Con't)

* EPA Dacover « PC Pantrush Version 2 5

« PC-Plot il Version 3 531

COMMUNICATIONS: * PC Storyboard

* Crosstalk XVI * The Grafix Partner 1 6

* IRMA Link FT/3278 « The Plotter Partmer

e Kermut

« PRIMELINK INTEGRATED PACKAGES

Async ASCH (LEXITRON)

DATA BASE MANAGEMENT SYSTEMS
« dBase lil Plus
+« PCINFO

DECISION MANAGEMENT:
* Lightyear

DESK MANAGERS:
¢ PC-Desk
+ Sideluck Version 1 5
* Topwvew
+ Speed Reader Il

FOURTH GENERATION DOCUMENTS
« PC FOCUS

GRAPHICS SOFTWARE
Autocard

Cuecard

Energraphics Version 1.3
Freelance Plus Version 2.0
GEM Desk

GEM Draw

GEM Wnte

Grapihucs Parmer
Graphrenter

Microsoft Chart

= Framework Verson t 1

OPERATING SYSTEMS:
« 1BMDOS Version 3.1

PROGRAMMING LANGUAGES:
* |BM Advances BASIC
* LMS COBOL PLEX
« MPC BASICA Version 2.0
« Turbo Pascal 30ta

PROJECT MANAGERS:
* Microsoft Project
= Superproject

PUBLICATION:
+ Technotes

SPREADSHEETS
* LOTUS 1-2-3 Version 2 01
* SuperCalcl

TEXT EDITORS/WORD PROCESSORS:
WYLBUR/PC

Display Wnte 3

Muibmate Advantage
WordPerfect Version 4.2
Wordstar 3.31

Wordstar 2000 Plus




Reference

o The Telecommunications Group oversees data
communications and assists users with data

transfer between PCs. minicomputers. and
mainframes.

These assistance groups analyze users’ needs, oversee
application development processes. evaluate programs.
and provide general assistance on a walk-in or tele-
phone basis. Also supported are equipment and soft-
ware installation, system upgrades, problem diagno-
ses, data recovery, and preventive maintenance guid-
ance.

The NCC offers expert Agency and contractor person-
nel experienced in planning, adapting and testing
operating systems, managing critical and sensitive
data. and in working closely with Federal, State, and
business organizations. The following support services
are provided:

o Telecommunications support. including user
assistance and terminal procurement

. Technical support. including IBM. Sperry. and
DEC software support, utilization accounting
capacity planning, and performance analysis

o Operations support. including security. input/
output control, tape and disk libraries. data
management., micrographics, and keypunch and
courier services.

Other available services include production control
and systems status recording.

There are many different support hotlines and infor-
mation contacts. corresponding to the wide range of
technical assistance available. The WIC receptionist at
488-5900 or FTS 933-5900 can provide general infor-
mation and assistance for directing further questions.
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Training and Publications

1. Description

2.

Reference

The WIC at EPA Headquarters and the NCC in North
Carolina offer full-day courses and half-day seminars
on many different hardware and software products.
Two bulletins, EPA’s “The Connection” and “WIC
Schedule of Seminar Programs,” provide information
about training courses and seminars, including sched-
ules of upcoming courses and seminars, course and
seminar descriptions, places and lecturers. The NCC
also issues a new monthly publication, called “Quick
Bits,” which contains tips on microcomputer usage.

Course and seminar topics currently offered include
communications, data base management systems,
disk operating systems. EPA E-Mail and Bulletin
Board systems, graphics, word processing, spread-
sheets, and project planners. Courses and seminars
also are available for specific hardware training {e.g..
Apple Macintosh, PRIME microcomputer, IBM PC and

compatibles, and IBM mainframe).

The WIC's facilities include training rooms, a public
terminal area, an audiovisual room with video training
cassettes, a document reference library. and confer-
ence rooms.

For additional information about the training at the
WIC, refer to the current distributions of the above
named bulletins, or contact Training Information at
488-5974 or FTS 933-5974, or Training Registration at
FTS 629-7862. Additional requests for information
about NCC training may be addressed to:

EPA National Computer Center
NCC Training Office MD 34B
Research Triangle Park, NC 27711
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WIC User Groups
1. Description

The WIC sponsors many user groups. most meeting
monthly. User groups are groups of individuals that
share an interest in using specific types of hardware or
software. These groups meet on a regular basis to
share information on the latest developments in their
fields of interest and new or improved techniques for
processing information. The following is a list of the
major user groups:

ADABAS

dBase

Expert Systems Interest Group
FOCUS

Graphics

Lotus 1-2-3

Novice

PC (General)

PC Site Coordinators

PRIME.

PRIME INFO is also a major user group.
2. Reference

[@ For information on joining or establishing user groups.
contact the WIC at 488-5900 or FTS 933-5900.

M R TELECOMMUNICATION.

1. ription

Telecommunications allow computer systems to com-
municate and share data over great distances. For
example, telecommunications makes it possible for a
microcomputer user in San Francisco to store and
retrieve data on a PRIME minicomputer in Washing-
ton, DC. OSWER computer systems are connected to
the rest of EPA through a series of telecommunication
links. Ringnet connects OSWER's PR1IME minicom-
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2.

Reference

L=

puters to other PRIMEs at Headquarters. OSWER's
interactive TTY and microcomputer users access the
IBM 4381 mainframe at the WIC and the IBM 3090
mainframe at NCC using dedicated and dial-up lines.

For additional information on EPA’s telecommunica-
tions capabilities. refer to the OSWER Information

for Fiscal Year 1988 or call the
WIC at 488-5900 or FTS 933-5900.

E. ELECTRONIC MAIL

1.

Description

Reference

The Office of Information Resources Management
(OIRM) manages a contract with DIALCOM for EPA’s
electronic mail (E-Mail) services. E-Mail is a very
effective tool for informal communications, distribution

" of draft documents for comment. and official corre-

spondence. The facility provides for nationwide com-
munication to and from EPA Headquarters. Regional
offices, field sites. and States. Access to E-Mail is
through connection to Tymnet or Telenet. or by direct
dial to DIALCOM if local. PRIME users have direct
access via the PR1IME network.

Currently, OSWER has approximately 120 personal or
organizational accounts, called “mailboxes.” Organiza-
tional mailboxes are often shared by several users.
EPA's E-Mail codes are listed in the Agency's telephone
directory.

For more information about the Agency's E-Mail sys-
tem, contact E-Mail User support at FTS 382-5639.

October 4, 1988
Page VII-6



F.

BULLETIN BOARD SYSTEM

1.

2.

Description

Reference

L=

EPA LIBRARY

Reference

The EPA Bulletin Board System is a message center for
information exchange and has the means of allowing
users to upload and download Public Domain pro-
grams. This system is not a public system:; it is re-
stricted to EPA employees. EPA contractors. and EPA
grantees. All communications are perforrned using
Crosstalk software, the EPA standard for PC
communications.

Refer to the Guide to the U.S. EPA Bulletin Board
System with Public Domain Software Listings or call

FTS 484-7215 or FTS 382-4357 for additional informa-
tion on using the Bulletin Board.

The EPA library at WIC provides many data bases for
retrieving full-text articles or special statistical, direc-
tory. or financial information from sources throughout
the country and the world. These data bases also can
compile bibliographies with abstracts of relevant books
and retrieve government documents, conference pro-
ceedings. reports. and newspaper and journal articles.
Hard copies of documents in the collection also are
available.

Contact the EPA Headquarters Library reference staff
at FTS 382-5922 for further information.
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VII. POLICIES, GUIDANCE AND REGULATIONS

OVERVIEW

A.

FEDERAL |
REGISTER

L1 |

DESCRIPTION

/

g}.

i

Policy. guidance and regulations guide environmental
protection activities at the Agency. The differences
between these guiding directives often vary only in
impact or breadth. Formal procedures exist within
EPA for developing policy. guidance and regulations.
These procedures include Red and Green, also known
as Striped. border reviews.

] Policies

Policies, also known as strategies, are guiding prin-
ciples at EPA that dictate the guidelines and goals that
the Agency has set out to protect the environment.
They are not laws, but policies can be broad com-
mands that require regulations to interpret them. In
addition. policies can clarify regulations further and
specify operating procedures for programs to use.

o Regulations

EPA creates regulations to interpret Federal statutes
more specifically and help implement them. Congress
often initiates this process. For example, Congress
may require the development of an environmental
standard to a certain level and by a certain date. After
a series of reviews and public comments, EPA will
write regulations that establish the actual procedures
to ensure that this goal is met. Regulations are legal
requirements with which affected persons must com-

ply.
] Guidance

EPA guidance documents provide the most specific
information for implementing a regulation. An
OSWER Directive is a guidance document that man-
dates action for Regional and Headquarters personnel.
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PROCEDURE

This may include written communications that provide
program or management policy. procedural guidelines.
program guidance, delegations and redelegations of
authority. and Office-specific expansions of Agency-
wide administrative directives. Guidance is not legally
binding. although it defines the Agency’'s recom-
mended procedures.

There are four types of non-regulatory Superfund
documents. which are referred to as “guidance.” Guid-
ance Documents explain what can be done to fulfill the
requirements of a regulation or policy. Procedural
Documents describe specifically how to conduct an
analysis or activity at a sufficient level of detail to
complete an action without need for additional
guidelines. Technical Documents provide scientific or
engineering information relevant to program activities.
Manuals enable users to carry out program activities
or to understand requirements without need for other
supporting documents.

o Red Border Review

EPA uses the Red Border Review procedure when
developing regulations. Red Border is the formal
review mechanism by which senior management re-
views and approves regulatory packages before they
are presented to the Administrator or other approving
official. The AA for the lead office approves the pack-
age for Red Border review by signing an Action Memo-
randum or transmittal memorandum. Often the re-
view includes only the AA for the Office of Policy, Plan-
ning, and Evaluation (OPPE) and the Office of the Gen-
eral Counsel (OGC), but other AAs or RAs may partici-
pate if their offices were active during the development
process.

The lead office submits the original regulatory package
and eight copies to the Regulation Management
Branch (RMB), if Red Border only involves OPPE and
OGC. Four copies are for OMB review. If Red Border
involves other offices, additional copies should be
submitted to them.
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FERENCE

The review period generally lasts three weeks for non-
major rules. Red Border Review is completed after the
lead office has considered and responded to all the
comments. The package is then prepared for AX
(Administrator's Correspondence Control) and the
Administrator's signature. EPA follows a standardized
process for creating regulations. as illustrated by the
flowchart in Exhibit VIII-1.

o Green, or Striped Border Review

EPA uses the Green, or Striped Border Review process
to develop or change the status of policy or guidance
directives. Reorganizations and delegations of author-
ity are examples of this. To begin the process. the staff
submits a draft to the Management and Organization
(M&O) Division (PM-213) with a transmittal supervisor
form (AO). M&O reviews the draft for accuracy and
distributes copies to affected branches of EPA.

Headquarters' offices have two weeks to comment and
return a Green-bordered form; Regions have three
weeks to respond. Responses include concur, concur
with comment, or non-concur to the proposed direc-
tives change or new directives. If differences of opinion
exist as to the exact nature of directives alteration,
M&O acts as mediator until the differences are re-
solved.

On universal consent, the M&O Division Director
sends a decision memorandum detailing any conflict of
opinions and the final resolution to the AA with a
request for signature.

OSWER Directive 9200.4-1, Guidelines for Producing

Superfund Documents, (February 9, 1987). which may
be obtained from an OERR secretary. OSWER Direc-

tive 9013.15-3, QSWER Directives System Manual,
(July 15, 1986), which may be obtained from an OERR

secretary.
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Exhibit VIII-1
Creating Regulations:

Red Border Review

AA for lead office
approves package
by signing Action
Memo/Transmittal

memo

Lead office submits 4
copies to OMB, 8 to
RMB if OPPE and

OGC in Review '—"[ R

Other offices receive
copies If invoived

3 week review penod;
OMB review for major rules|
longer; Red Border
Completed after lead oftice
has considered and
responded to ail
comments

L _ Y

-

Lead office prepares package
for AX and the Administrator's
signature. Package contains
signed Action Memo, response
to Red Border Comments and
explanation of post-Red Border
changes. Lead office delivers
package (onginal + 4 copies) to
RMB for transmission to AX

J
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IX. TRAVEL

OVERVIEW

The purpose of this chapter is to provide an overview
of EPA’s policy and procedures for conducting EPA-
related travel. incurring travel expenses and seeking
[E] reimbursement. Additional information on charging
official business travel to the Superfund appropriation

and site-specific accounts is provided in Chapter XII of
this manual.

A. LOCAL TRAVEL
1. D ription

Any travel that is to locations within 50 miles and
requires less than 10 hours from the permanent duty
station is considered local travel. Local travel gener-
ally does not require a travel authorization, nor does it
entitle the employee to lodgings plus per diem. Modes
of transportation that may be used for local travel
include shuttle service. public transportation, pri-
vately-owned automobile, government-furnished auto-
mobiles. and taxis. Additional information on shuttle
buses. including a shuttle bus schedule. may be found
in Chapter XIV, Miscellaneous.

EPA employees will be reimbursed for approved local
travel. To be reimbursed. EPA staff must prepare
Standard Form 1164, Claim for Reimbursement for

Expenditures for Official Business (see Exhibit [X-1).
B. ‘LONG-DISTANCE TRAVEL
1. Description
Long-distance travel, or temporary duty travel. is de-

fined as business-related travel 50 miles or more from
the employee’s assigned duty station for a minimum of
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Exhibit 1X-1 (continued)
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Procedure

10 hours. This section describes procedures for mak-
ing travel arrangements, allowable travel expenses,
use of tax exemption forms, and reimbursement of
travel expenses.

. Travel Arrangements

Because travel must be authorized in advance. trips
should be planned at least one week to ten days prior
to departure, thus providing time to obtain approvals,
reservations. and travel advances. The secretary in
your office can provide assistance in making these
arrangements. Exhibit [X-2 depicts the various steps
involved in making travel arrangements and seeking
reimbursement for travel expenses.

- Travel Authorization

A travel authorization (TA) is required for each tempo-
rary duty assignment. A travel authorization should
be issued in writing using EPA Form 2610-1 (see Ex-
hibit IX-3) prior to travel and should identify all travel
directions and entitlements. The itinerary, purpose of
travel, special authorizations (e.g.. car rental). and
required justifications should be shown on the au-
thorization. The travel authorization must be ap-
proved by the Division Director or designated author-

ity.
- Method of Payment

EPA prefers that frequent travelers use their Diners’
Club Credit card as the method of payment for travel
expenses. Travel advances may be obtained for out-of-
pocket expenses and infrequent travelers.

EPA’s Diners’ Club Credit Card Program — Employees
who travel on official EPA business two times per year

or more are automatically eligible to receive a Diners’
Club credit card to pay for major expenses connected
with official government travel, such as air or rail tick-
ets, lodging, meals, and automobile rentals. An appli-
cation must be prepared and submitted to Headquar-
ters Accounting Operations to obtain a card. These
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Exhibit 1X-2

Travel Preparation and Reimbursement of Expenses

Prepare Travsl

Authorization Caﬁroa::ga Pick up tickets Recoive
|(EPA form 2610-1
RTer::ze ( and roquest for N | Frs 382-4530 "‘}’;2’,":3’ Travel Advance Obtain tax
Assignment P> Travel Advance, | to make hotel, close 1o the gom the P> Depart 9| exempt forms
as appronate, at transportation departure lna'ince from the hotel
least 10 days and car rental date as possible Ofhice
in advance reservalions
Organize
Submit Receive
Return receipts for Prepare Teavel vo;.:char reimbursement
from - all travel Travel voucher o Finance [P check fram the
Travel exenses for (SF 1012) oft Finance
$25 or more ce Office

For further information on EPA's policies and procedures for official business travel, EPA employees

should contact Customer Asistance at FTS 382-5116.

For additional information on reservations and ticketing, employees should contact Omega Travel.
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cards may not be used for personal expenses. Each
month employees will be billed directly and will be
expected to send their payment in full within 25 days.
Disputed charges or other billing problems may be
reported to Diners’ Club Corporate Research Services
by calling 1-800-525-9135. Additional procedures on
using the Diners’ Club credit card for official govern-
ment travel may be found in EPA’s Travel Manual and

EPA's Diners’ Club Credit Card Program Manual.

Travel Advances — If an employee has a Diners’ Club
credit card. he/she may receive an advance of funds
for an amount not to exceed $15/travel day plus inci-
dentals. If the employee is an infrequent traveler and
has not been issued a Diners’ Club credit card. 80
percent of estimated expenditures may be advanced.
Travelers should request a travel advance by complet-
ing the bottom portion of the travel authorization form
(EPA Form 2610-1. Exhibit [X-3). Travel advances are
approved simultaneously with the approval of the
travel authorization. Travel advances generally require
10 days for processing.

Short-Term Travel Advances — Short notice travel (i.e.,

initial notice is less than 10 days) may require cash

from an imprest fund. Ordinarily, advances from an
imprest fund do not exceed $250 and the minimum

advance issued is $25.

Additional guidance on travel advances may be found
in EPA's Travel Manual, available through the Distri-
bution Room at FTS 382-2118.

- Reservations and Ticketing

All travel reservations and tickets are to be obtained
through Omega Travel, EPA’s official travel agent.
Arrangements for hotel, transportation (air travel and
railways). and car rental should be made by calling
Omega Travel at FTS 382-4530. For frequent travel-
ers, Omega will have an employee record on file and
reservations will automatically be charged to the
employee's Diners’ Club card. New or visiting employ-
ees must present the pink copy of their travel authori-
zations when making official business travel reserva-

tions.
October 4, 1988
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E <hibit [X-3
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Tickets will not be delivered: rather, employees must
pick them up from Omega Travel. At this time, em-
ployees must provide Omega with a copy of the TA in
order to receive tickets. Omega is located near the [
Street entrance of the Waterside Mall and is open from
8:00 a.m. to 5:30 p.m. Monday through Friday.

o Travel Expenses

While on official Government business, employees will
operate on per diem travel allowances, which vary
according to geographic location and are authorized
accordingly. Appendix B contains the maximum per
diem rates, listed by State and city/county. prescribed
in the Federal Travel Directory (August 1988). Em-
ployees will be reimbursed only for allowable expenses
that are not in excess of the specified daily maximums.

Allowable expenses that are included in the per diem
allowance include: all charges for meals: all fees and
tips to waiters, porters, baggagemen. bellboys, hotel

- maids. and dining room stewards: telegrams and tele-

phone calls reserving hotel accomodations; laundry:
cleaning and pressing of clothing: and transportation
between places of lodging or business and places
where meals are taken. For allowable travel costs in
addition to those covered by lodgings-plus per diem,

~ see EPA’'s Travel Manual, (Resources Management

Directive, 2550B).
. Use of Tax Forms

Certain municipalities or states in the United States
allow tax exemptions for Federal travelers. Travelers
should take maximum advantage of these exemptions
because they could affect the traveler’s per diem allow-
ance in a specific area. For example. a standard hotel
rate for a tax-exempt municipality may be above the
per diem allowance unless the tax exemption is taken.
EPA's Customer Service Office provides tax exemption
forms for Baltimore, Maryland and New York. ‘When
traveling to other cities, travelers may obtain tax ex-
emption forms from the hotel. The EPA tax exemption
number, 52-085-2695, should be used when obtaining
a tax exemption. Special procedures are required to
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3.

Reference

file for tax exemption status. The Customer Service
office will provide assistance in filing for tax exemption
status.

o Reimbursement of Travel Expenses

Within 10 days of the end date of the trip. a Travel
Voucher (SF-1012, Exhibit [X-4) or cancellation travel
authorization must be submitted to the Finance Office.
Receipts must be attached for all expenses of $25 or
more. The travel voucher and attached receipts
should provide a detailed breakdown of costs for each
day of travel. Instructions for preparing travel vouch-
ers in compliance with Federal travel regulations may

be found in EPA’'s Revised Travel Regulations.

The following publications, available through the Dis-
tribution Room at FTS 382-2118, provide additional
guidance for performing business-related travel:

EPA Travel Manual
EPA Revised Travel Regulations

EPA’s Diners’ Clu redi rd Program

EPA's Guide for Employees Performing Tempo-

rary Duty Travel
Federal Travel Directory
Omega Government Travel & Hotel Directory

In addition to the above references. the following of-
fices provide assistance in preparing for business-
related travel and seeking reimbursement:

Customer Service (FTS 382-5116) — General policies
and procedures for travel and accounting for travel ex-
penses

Omega Travel (FTS 382-4530) — Reservations and
ticketing.
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E <hibit IX-4

Y DEPARTMENT OR ESTABLISMMENT, 2. TYPE OF TRAVEL 3. VOUCHER NO.
TRAVEL VOUCHER BUREAU DIVISION OR QFFICE O rempoRanvDuTY

{Read the Privacy Act PERMANENT CHANGE [8. SCHEDULE NO.

Staternent on the back) OF STATON
5. [ 5. NAME (Last. firne. Moo 1mnei) o SOCIAL SECURITY NO. 8. PERIOD OF TRAVEL
- s. FROM » TO
g _
: c. MAILING ADORESS (Incivae ZIP Code) a. OFFICE TELEPHONE NO |7 TRAVEL AUTHORIZATION
c s NUMSEA(S} b OATE(S)
s
[ J
:
€ le PRESENT OUTY STATION ! ARESIOENCE (City and Statel
-

10. CHECK NO.

6. TRAVEL ADVANCE 9 CASM PAYMENT RECEIPT 11. PAID BY
¢ Oumtanging T |e oare macsiveo b AMOUNT RECEIVED
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¢ Amaunt dus Government ; e PAYEER 3 SIGNATUAE
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Exhibit ). (continued)
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X. IN-HOUSE FACILITIES/SERVICES

VERVIEW
A. DUPLICATION

1. Description

This chapter clarifies the policy and procedures for
conducting administrative tasks. including printing
and photocopying. The following material also pro-
vides information on labor services, the Trouble Desk.
office moves. conference rooms and special mailing
services.

EPA employees who need to produce or reproduce
large quantities of documents have photocopying and
printing facilities available for their use. The Office of
Printing Management. located at G-100. serves the
duplication and publication needs of the Agency.

* Printing

Currently there is a moratorium on printing, permit-
ting only publication of those documents that are
essential to accomplish the mission of the Agency. To
have a document printed, the employee’s supervisor,
DD, and OD must approve the publication of the docu-
ment. Some of the features available from the EPA
Printing Office include: saddle stitch binding for docu-
ments for up to 96 pages; two-piece covers (stapled):
half-tone pictures; two-color covers; choice of paper in
stock. The costs for these services vary and should be
considered in selecting a printing option.

o Photocopying

In addition to the two copiers located in G-200, there
are a number of others throughout the Agency. A
location list of those, including the ones for which staff
operators are provided. is found in Exhibit X-1.
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X. IN-HOUSE FACILITIES/SERVICES

OVERVIEW
A. DUPLICATION

1. Description

This chapter clarifies the policy and procedures for
conducting administrative tasks, including printing
and photocopying. The following material also pro-
vides information on labor services, the Trouble Desk,
office moves, conference rooms and special mailing
services.

EPA employees who need to produce or reproduce
large quantities of documents have photocopying and
printing facilities available for their use. The Office of
Printing Management, located at G-100, serves the
duplication and publication needs of the Agency.

. Printing

Currently there is a moratorium on printing, permit-
ting only publication of those documents that are
essential to accomplish the mission of the Agency. To
have a document printed, the employee’s supervisor,
DD. and OD must approve the publication of the docu-
ment. Some of the features available from the EPA
Printing Office include: saddle stitch binding for docu-
ments for up to 96 pages: two-piece covers (stapled);
half-tone pictures; two-color covers: choice of paper in
stock. The costs for these services vary and should be
considered in selecting a printing option.

] Photocopying

In addition to the two copiers located in G-200, there
are a number of others throughout the Agency. A
location list of those, including the ones for which staff
operators are provided, is found in Exhibit X-1.
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Exhibit X-1

EPA Copy Centers
WEST TOWER MALL NE MALL
ROOM 1102 ROOM 1130A ROOM 3601 ROOM 320**
1 MACHINE 1 MACHINE 1 MACHINE 3 MACHINES
XERCH 1030 XEROX 1073 KODAK 130PS OCE }725OCE 1023
———= XEROX 1090
ROOM 1038 ROOM 35051
1 MACHINE 1 MACHIN ROOM 206*=
KODAK 150PS KODAK 130PS 2 MACHINES
OCE 1725<EACX 10758
HOOM 938 ROOM 2605 XEROX 107SA
1 MACHINE 1 MACHINE
XEROX 1073 OCE \T230F
BOMACIINES
ROOM 838 ROOM 2701 ODAX 233 SAEROX 107
1 MACHINE 2 MACHINES OCE 1723
XEACX 107$ YEROX 1090 XERCX 1073
ROOM 728 ROOM S-216
1 MACHINE 3 MACHINES (I\:AFLYL?_TQ;
XEROXK 1073
XEROX 107SAERCH1090
ROOM 432 KODAK 15075 ROOM 806
4::::!::353 HOOM S—310 3 MACHINES
SUPER COPY (2) XEROX 1030
XEACH 1090 b
KODAK SO0AF/OCE 1723 CENTER NAEAX c75”
3 cOPY OPERATORS
? LEAD OPERATOA
&4 MACMINES
ROOM 224 {3) XERCX 1030 ROOM 1017
1 MACHINE KODAX 300 ABG 1 MACHINE
XEROX 1090 RKODAK 2318
ROOM LG
DENOTES MANNED 1 MACHINE 44 MACHINES
COPY CENTER XEROXK 1073

24 COPY CENTERS

EAST TOWER

ROOM 422

2 MACHINES
MEROX 1030/OCE 172

ROOM 740
2 MACHINES

XEROX 1030
KODAK 150PS

FAIRCHILD

2ND FLOOR
2 MACHINES

XEACH 1090
OCE 1923

7TH FLOOR
1 MACHINE
XERCX 1090

*% PICKUP/DELIVERY
OF COPY JOBS



Jerame Mackey

Lirmwood Bryant

Susan Mason

Joe Eastman

Larry Tucker

Pam Bryant
Patrick Horne
Susan Hahn

Carol Rivers

Exhibit X-1 (continued)

Photocopy and Mail Management Section

Copy Equipment Operators

TITLE

Photocopy Operations
Assistant

Lead Copier Equipment
Cperator

Lead Copier Ecuipment
Operator

Copier Equipment Operator

Lead Copier Equipment
Operator

Copier Equipment Operator

Copier Equipment Operator

Copier Equipment Operator

Copier Equipment Operator

LOCATION

S-310. Distributes
work to operators.

West Tower and Mall areas.
Handles minor machine
malfunctions, machine usage
records, instructs copy
center users.

East Tower and NE Mall areas.
fandles minor machine
malfunctions, machine usage
records, adjusts work flow,
instructs copy center users.

Crystal Mall #2 copy center,
room #806.

Fairchild Building copy
center, roan #209.

s-310
5-310
ET-740

WI-432

August 1988



2.  Procedure

COPRIES
COPRIES
COPRIES

. Printing

Once a document has been approved for publication
by the DD and OD. the employee responsible for coor-
dination of the publication must discuss the document
and complete EPA Form 2340-1 with one of the Print-
ing Specialists in the Office of Printing Management.

A sample form for requesting printing is presented 1n
Exhibit X-2.

The Printing Office will print orders of over 5.000 pro-
duction units. (Generally. orders of fewer than 5,000
units should be duplicated on the photocopying ma-
chines.) A production unit is the image on one side of
a sheet of paper, the total of which are calculated by
the number of copies times the total number of im-
ages.

If there is a need to typeset the document, or the order
is over 60,000 production units, the Printing Specialist
will initiate a printing procurement process for the
document to be produced by either the Government
Printing Office (GPO) or an outside contractor.

Depending on the size and complexity of the job. the
turnaround time for the printing office is approxi-
mately 3 days for each 25,000 production units. The
printing office will deliver the completed documents to
the appropriate office, unless an external distribution
list has been provided. in which case. the printing
office can mail the copies to those on that list. Exhibit
X-3 presents a flow chart of the activities required for
publication.

o Photocopying

Copy centers are located throughout the Agency which
are operated on a full-time basis by assigned opera-
tors. When others are waiting, there is a 10-minute
limit on these machines. Employees using those cen-
ters who cannot wait for their copies should complete
a color-coded copy center request and leave it with the
operator. Self-service copy centers on the first. sec-

October 4, 1988
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Exhibit X-2

1 CONTACT /program narme. ma« code, name, & phaone numoer) # OFFICE CONTROL NO 2 0 3 0 0 2 I

3 DATE

4 FORM, PUBUCATION. OR ISSUANSE NQ . ANO TITLE OR DESCRIPTION

S QUANTITY (Unes of fivaned proouct| 8 IS QVERTIME AUTHORIZED TO 7 DESIRED DELIVERY DATE
MEET OESIRED DELIVERY DATE? Yeu NO
COMPOSITION AND PROOF -
8 NUMBER QF PAGES SUBMITTED 10 FACE 11 SIZE
MANUSCRIPT 9 TYPE
12 ACTUAL IMAGE SIZE 13 PROOF | 138 GALLEY 13b PAGE 13¢ SEND PROOF TO
D D No Sets | Hoid Cave) No Sets | Houd Oevel
Yes No

PRESSWORK AND BINDERY

14 NUMBER OF PECES SUBMITTED 1S SIZE Inches)
s CAMERA COPY d ILLUSTRATIONS Trmmed Pege x
b. NEGATIVES (1) MALFTONE 16 AUN (Check one) 17 Forms Must
| . oveRtars {2) UNECUT (J rane 10 Lom ( Hans 10 1a0s Reg:ster
{3) OTHER (0 ore 5.0 Dn-nnvn T vraas 10 Fom
18. TEXT PAPER /Grade. Color, and Wesght) | 19 COLOR INK 30 Mergne Avef e o on [ g Too Borrom
{pec8e ar wches)
21 _COVER STOCK 22. COLOR INK 23. PERFORATE/SCORE Pueraiiel to Top/Laft n from Top/Left
Selt Separste /Specdy) OTHER:
24 PUNCH 3. Ring Sncer O] Other (Soecstys 28. ADORESSING AND MAILING
D Too/LeRt Acco Festerer — —
26. Uswesmen [Jcomersmen [Hsew T ansormote Ory | %] Mateng tove [0 8um Meing (I acaressing oriv
3 sease Staen  {J puseetors O pertect 8ing (J 8end in Sem |5 Quantty (Capvess | c. OTHER MAILING rAttach ladels or isting)
27 Use seperate shest if nesded for s3dtional SpeciiiCanons of remarks
28 FUNDS ARE AVAILABLE [Commement Clart) | 29 ALLOTMENT NO 30 RETURN NEGATIVES, PLATES. COPY TO
31 APPROPRIATION NUMBER 32. 0CN NO

33. RESTRICTIONS ON QUANTTTY /Chect ane oniy
Intermel Use Only Dn.n Uu--m

Dmgnmﬁbmmmdﬂmmw 34. DELIVER TO:
38. APPRQVED 8Y 8. QUANTTTY b. AGENCY/OMSION ROOM BLDG

36. I concur in the publication of the attached material and certfy that 1t complies with Agency Order No. 2200.4A

8. SIGNATURE b. AA/RA FOR ¢. DATE

37 | tus matenal 13 to e forwarded to the Office of External Affairs, indicate wiich of the followng apply:

Has polcy imphcatond. as per attached explanstion Penodical as detined by OMB Clreulsr A-J, or other rtem requsred to be reported to OM8
38. APPROVED 8Y
8. FOR THE OFFICE OF EXTERNAL AFFAIRS (Signature) b. DATE
EPA Form 2340-1 (4-84) PUBLICATION REVIEW RECORD AND PRINTING REQUEST

Replaces EPA Forms T-60, 2340-8, and the previous edition of 2340- 1, wiich ere cbeoiets.
COPY 1 —PRINTING



Exhibit X-3
Printing Procedures

Staff identifies need to pnnt
5.000-60.000 production

units
v

Staff discusses informaily with
supervisor and Printing Oftice

v

v

It graphics required, staff and
AQ obtain signed purchase

requisition

Staff produces camera ready
copies of documents

v

v

Staff schedules work with

graphics

Statf obtains supervisor’s,
Division and Otfice Director's
approval

y

Staff obtains print shop
estimates of turn-around time

v

Staff gives Pnnting Office
camera ready copy

v

Statf completes EPA Form
2340-1 (if funds are
necessary, consuit AQ)

v

Printing Office delivers when

completed
v

Printing Office distributes with
outside mailing list, it needed




3.

B. LAB

1.

3.

Reference

=

ond. and third floors of the NE Mall only have special
boxes for these requests. Delivery and pickup occur
three times daily from these boxes. Request forms.
Exhibit X-4. are available in every copy center.

Consult the Administrative Services Manual, available
from the OERR AO. Also contact your Branch secre-

tary.

R SERVICES

Description

Reference

Labor Services provided by EPA include the following:
. Moving furniture within the office

. Moving furniture and equipment to and from the
Surplus Supply Depot

. Providing supplies for the photocopier
o Providing office signs and desk name plates.

The services are provided through Facilities Support
Services Division (FSSD).

Employees who need Labor Services should obtain a
copy of a Labor Services Request Form (Form 5100-2)
from the Administrative Contact. The employee
should complete the form and submit it to the AO for
approval. The AO then hand delivers the request to
the General Services Branch located in Room B030,
NE Mall. A sample form is presented in Exhibit X-5.

Consult the Facilities Management Manual, Volume
4840, available from the OERR AO.

October 4, 1988
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Exhibit X-4

R WWW#MWIM/WWWMWWM/M’/WMW’WWM&WWWWWWIWWWW L

United States Environmental Protection Agency

COPY CENTER REQUEST
L

DATE: / / NAME: _
PHONE NUMBER: DIVISION: MAIL CODE: _
T e .
. SPECIFICATIONS
umber of Original
Pages Furmished: Number of Copies Pages x Copies = Total Pages/impressions Requested

NOTE: Copy jobs exceeding 2.500 total impressions (pages x cop:es) must be taken to the Printing Plant. G-1000

SPECIAL INSTRUCTIONS: PAPERSIZE: _ _  8-1:2" x 11" (standard)

8-1.2" « 148" (legal)

PRINT: ___  1-Sided Coples STAPLE: ___ VYes
—_  2-Sided Copies __ No
WORK NEEDED 8Y: ) )

A WMMWII/MMWWWIWW/WMWWIMWWWMW//W%MW/M’W/#
Prloﬂtymush requests can be scheduled by cailing 382-2040

Copy Center: Copier Equipment Operator:

»U S GPQO 1987-0-718-010/70%Ce



C.

D.

TROUBLE DESK

1.

Description

2.

3. Reference
OFFICE MOVES
1. Description

EPA provides a trouble desk as a means by which em-
ployees can immediately notify FSSD of building-
related problems. The Trouble Desk responds to calls
from any employee for most maintenance problems.
including air temperature.

Employees who wish to report a lack of toilet paper or
soap in the restrooms, failure of light bulbs or electric-
ity. and other such problems should call the Trouble
Desk at FTS 382-2100. which is operated by FSSD
and is located in 3304M. The hours of operation are
from 7:30 a.m. to 6:00 p.m.. Monday through Friday.

If an employee feels the temperature in the office is too
warm or cool. he/she should identify the problem to
the OERR AO. The AO has a copy of the allowable .
temperature standards and a thermometer by which to
determine if the temperature exceeds the standards. If
exceeded, the AO notifies the Trouble Desk which
issues a ticket to the landlord. Town Center., who in
turn is expected to respond.

Consult the Administrative Services Manual, available
from the OERR AO.

In EPA-controlled facilities, the General Services
Branch (GSB) has the authority and responsibility to
provide services to move furniture.

October 4, 1988
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Procedure

NANNN

The OERR AO submits completed copies of EPA HQ
Form 5100-2, Labor Services Request (Exhibit X-5).
and EPA Form 5100-4. Relocation Work Sheet (Exhibit
X-6).

The AO should submit a moving request to the GSB at
least 72 hours before relocation of personnel and at
least 24 hours before all other moving services.

On receipt of the request. GSB notifies the requesting
AO of the date and time of the move and of the GSB
representative who will supervise the move. As neces-
sary, GSB will arrange guard and elevator services for
the move. Packing instructions are presented in Ex-
hibit X-7.

3.  Reference
@ Consult the Facilities Management Manual, Volume
4840, available from the OERR AO.
MEETING ROOMS
1.  Description

The Washington Information Center (WIC) has several
conference rooms available for use by EPA employees.

EPA supports employees who are planning and holding
meetings and conferences by providing a number of
services including the following:

. Reserving conference rooms

J Providing audio-visual equipment

. Producing overhead and other graphics.

These services are provided through the FSSD.
OSWER and the other AA offices also have conference

rooms available for employees, but senior administra-
tors have priority.

October 4, 1988
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Exhibit X-5

LABOR SERVICES REQUEST

(NOTE. Your Admnistraove Offrcer must ugn s s ore

defore 1t Can be processed )

only)

AGEMNCY 1O NUMBER /) "t iu .

Re——————————————
NAME OF REQUESTOR

aJILDING

ROOM NO

TELEPHONE NO

MAIL CODE

L]

OATE

SERVICE REQUESTED

Griex-ue Cosviveny

D oTYHER (Specify)

Omove (Attaeh reiocanion woresheet)

COMPLETE DESCRIPTION QF LABORN SKAVICES TO S ACCOMPLISHED

APPROVAL SIGNATURES

v

PROGRAM AOMINISTRATIVE OFFICER

PROPERTY MANAGEMENT

FUND CERTIFICATION FOR MOVES

APPROPRIATION oot . ACCOUNT NUMBE R SeTeTY DOLLAR AMQUNT
2526

[ cerufy that funds are available.

ma— - e —— —
SIGNATURE OF COMMITMENT Chiﬁl

ACTION TAKEN

ACTION

OATE

hal 13

ACTION

OATE

TiImME

LABORERS DISPATCHED

ARRIVED ON JOB

LABORERS RETURNED

JOB COMPLETED

FOREMAN S SIGNATURE

CUSTOMER'S SIGNATURE

EPA Mg Form 5100-2 (Rev 12 30) PREVIOUS ZDITION MAY B8 USED

LS IRNNRTRT PUINTING ~PULCE-1980-A02-30)/7312

COPY DISTRIBUTION:

Onginator, suomit three cooies to Prop.
erty Office: retain last copy tor your

records.



Exhibit X-6

TELEPHONE
CONTACT
RELOCATION WORK SHEET nome orsice
This torm is scceptsbile only when stiached 10 EPA Form 5100 2 COORDINATON -1
OFFICE PROGRAM DIVISION OR SRANCH ALTENMATE -
FROM TO R QUANTITY AND TYYPL OF FUNNITUMNL TO BE HLLOCATLD
e.0c/moom |moc/maou oesns Jomams]vasces] 2205 oSk oo [EONREAV A L 2TEK | L ANTE I o Jcnioenzas wonss Jormen

TOIALS




Exhibit X-7

FACILITIES MANAGEMENT Volume 4840-4, Change 00: 7/16/84
Buildings and Grounds Miscellaneous Facilities Services

10.

11.

12.

13.

Packing Instructions

All objects to be moved shall be individually marked (using 2" masking
tape) in a conspicuous location with the room number of the new location
and the employee’s name.

Multiple file, record, and transfer cases shall be numbered consecu-
tively in the order in which they are to be placed. Also, each section
of sectional furniture shall be marked with a unit number plus a con-
secutive section number starting with the bottom section.

All small articles shall be packed in boxes provided by the moving
supervisor. All liquids and breakable articles shall be removed from
furniture, and liquids shall be tightly sealed before moving.

All supply cabinets, heavily-locaded or poorly-constructed file cases,
and bookcases with doors shall be emptied.

The sliding backs in file, record, and transfer cases shall be drawn
tightly to the papers contained in those cases.

Typewriters, computing machines, and similar equipment shall be discon-
nected and left on top of desks, tables, etc. Do not place this equip-
ment in boxes.

Mirrors, pictures, and desk lamps shall be left unpacked. Mirrors and
pictures suspended from picture molding may be left in place:; if fas-

tened otherwise, they shall be removed from the walls.

Maps, charts, and bulletin boards with marker pins shall be fitted with
temporary covers. Alternatively, the pins shall be removed.

Personal property is moved at the owner’s risk.
Following the move, retain the packing cartons for return to the moving
supervisor for reuse. Boxes are to be broken down and neatly stacked in

corridors after use.

All excess furniture shall be marked “EXCESS” to prevent the movers
from transporting these items to the new location.

All items considered trash shall be labeled “TRASH” and placed in the
corridor at the close of business.

At least one person from each section shall be present during the move
to assist in the placement of furniture at the new location.

GSB

14 FM 4-0°%

EPA/FSS



2. Procedure

aac——
Jan 4

B

To reserve the two conference rooms in the WIC, call
the receptionist at 488-5900 or FTS 933-5900. The
large conference room holds 30 people, the small one
holds 15 comfortably, 20 maximum. EPA employees
may use these rooms only if WIC or previously sched-
uled classes are not using them.

The Audio-Visual Support Branch manages conference
room facilities within EPA and arranges for such facili-
ties outside EPA. A conference room must be sched-
uled by telephone (FTS 382-2046). as soon as the need
is known and no later than 48 to 72 hours prior to the
meeting. The employee reserving the space should
give the time and date of the meeting, as well as the
number of attendees. '

EPA has several conference rooms with varying capaci-
ties (Exhibit X-8). The Conference Scheduling Office
(382-2046) manages these rooms and the auditorium,
which holds 140 people. This office may request an
office memorandum explaining the program, depend-
ing on its length and nature.

“The Public Information Center has one conference

room with a capacity for 20 people. Call FTS
382-2080 to reserve this room.

The Education Training Center has three conference
rooms, which are first reserved for training projects.
The Break Room holds 15 comfortably, 20 maximum;

- Room A and Room B each hold 40 people. For more

information, call the Education Training Center at FTS
382-2997. ‘

The conference rooms within EPA are equipped to
support Vu-graphs, 16mm sound movie projectors,
35mm slides, and recording equipment. To borrow
any related equipment, the employee must telephone
Conference Room Support personnel (FTS 382-2046)
as soon as possible before services are needed, and no
later than 48 hours before the meeting. The day the
equipment is needed, the employee is required to pick

October 4, 1988
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Exhibit X-8
Conference Rooms

Manager Room "Capacity Contact
WIC 64 15-20
17 30 488-5900

EPA North 1 40
Conference North 3 40 conference/ 100 theater
Scheduling North S 25
Office North 9 25

North 13 25

South 2 30 conference/ 100 theater

South 6 16

South 8 16

South 10 16

South 12 16

Auditorium 140 382-2046
Public " Conference Room 20 382-2080
Information
Center
Education Break Room 15-20
Training Room A 40

Center Room B 40 382-2997




3.

Reference

|

up the equipment from the Audio-Visual Support
Branch in M2435.

The Audio-Visual Support Branch (FTS 382-2070) pro-
vides consultation on audio-visual techniques. includ-
ing choice of visual aids. methods to improve presenta-
tion, advice on delivery style. format. and layout of the
conference room.

Consult Exhibit X-8 and the Facilities Management
Manual. Volume 4840, available from the OERR AO.

ROOM-SPECIAL SERVICE

3.

Description

Reference

EPA employees have four different types of special mail
deliveries available in the Mailroom: UPS, UPS Next-
Day Air, Postal Express Service, and the independent
courier, DHL.

To use these services., employees must request them in
person in the Mailroom, G-100. A Miscellaneous Obli-
gation Document (EPA Form 2550-10, Exhibit V-4)
must be prepared and forwarded to OPM for funds
certification if a DHL shipment will cost over $100
(usually contains several packages).

Consult the Administrative Services Manual, available
from the OERR AO. Also contact your Branch secre-
tary or call the Mailroom at FTS 382-2132.

October 4, 1988
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OVERVIEW
A. SUPPLIES

XI. PROCUREMENT

This chapter provides detailed information on office
and Superfund management. Topics discussed in-
clude supplies. equipment. administrative services,
Superfund program contracts. and Superfund Inter-
agency Agreements.

Supplies include office and desk accessories. paper
products. light bulbs. batteries, filing needs. writing
tools. and other incidentals.

One administrative person in each office (generally the
Branch secretary) is responsible for obtaining supplies.
This person maintains a list of items needed by per-
sonnel in the office. This person completes EPA HQ
Form 5130-2 (Exhibit XI-1) and takes it to the Supply
Store. on the Garage level of Waterside Mall, Room
MG100-F, where those supplies may be purchased
with an EPA supply card.

Offices may secure paper supplies with the appropriate
Division's letterhead by submitting EPA Form 2360-1
(Exhibit XI-2), available from the Branch secretary.
Employees may also use this form to process internal
print shop orders and to obtain large quantities of
computer paper.

For further information. please contact the Branch

secretary.

October 4, 1988
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Exhibit XI-1

EPA SELF-SERVICE STORE SHOPPING LIST SALES SLIP

SENSITIVE ITEMmMS In compilonce with the Privecy Act of 1974, the foilowing infoemetion 18 roveded:
a. cLOCK O. ATTACKHE Selicimiion of parsons | identification 10 suthavized by the Federsl Property and Adminisrative
- CASE Service Act of 1949, ss smended end € secutive Order 9197, Numbering System fov Federa !
Accounts Relating 1o Individunl Persane, deted November 22, 194). This iniormetian i¢ 1o
8 OICTIONARY € OTHER rdentify rhe peresn mehing the purchuse ond may be transferred 1o @ c1vil or crimingl low
enforcomant egency for the puwrpnce of inw. stigations relating 1e ™ ssction. Digecloewre of
C. GATTERY Wie infermation by you s veluntary, The alfect on you for nat ng thig Inicrmetion =il
reeult ia prehibiting you rem mehing ¢ pwechase 1n the solf-cervice stove.
SENSI. v UNIT PRICE OESCRIPTION
l;'Ele!S QuanT (Ta be (tiied 'n by puweheasr)
W
v
- "
W
1%
=
>
a x
2".;
] “
-l
L]
n
a 3
Q
o
a 9
-
@x
a “
"
w
x
a 1
[ ]
Q
a N
2,
"
| 2
=
[
- >
w
=
a &
=
[
| 2
&
o
o °
NAME OF APPRQVING OF FICIAL (Plosse prine) | CEATIFY THAT THE PURCHASE OF THE MATERIALS]
LISTED ON THIS SALES SLIP 1S NECESSARY FOR THE
FRICIAL BUSINESS OF THE U.S. GOVERNMENT.
REQUEST APPFROVED 8Y (Signethwe required)
-CLIRI'S INITI LS

SHOPPING PLATE IMPRINY

A FALSIFICATION OF THIS FORM MAY BE GROUNODOS FOR
DISMISSAL FROM THE FEDERAL SERVICE AND MAY BE
Gl.’.sg F\wl’SNABL! B8Y FINE OR IMPRISONMENT. (18

. . 1001),

NAME OF PURCHASER (Plesse print) PURCMHMASER'S TELEPHONE NO.

| MEREBY ACKNOWLEDGE RECEIPTY OF THE MATERIALS COVERED aYy
THIS SALES SLIP (Signeame required)

EPA HQ Farm 5130-2 (Rev. 4-80) PREVIOUS EDITION IS OBSOLETE



Exhibit Al-2

REQUEST NO
: : Note: Forward original and third copy to the
PUbllcathnS/ Forms RequeSt distndbution point Originator keep second copy
Reguesting Office Teliephone No Date
Requested
B8y Signature B8idg and Room No
Soecial Shipping Instructions
10 NO Warehouse Use Title Unat | Quantity
1
I
i
1
For Distnbution Point Use Oniy
Date Mailed No. of Packages Total Weight Mailed By

EPA Form 2360-1 (Rev. 10-85) Previous editions may be used until supphes are exhausted

United States
Environmental Protection Agency

Return After 5 Days

Official Business

Penalty for

Private Use. $300



B.

EQUIPMENT AND ADMINISTRATIVE SERVICES

1.

Description

Equipment includes all objects not covered in Section A,
including furniture, typewriters. computers. copiers,
printers, etc. Administrative services are considered to
be all necessary functions that cannot be carried out by
EPA personnel. Services requested by OERR generally
include couriers, special guards. and consultants.

. Purchases Under $25.000

Those procurements totaling under $25,000 are consid-
ered small purchases and must be obtained through a
specialized non-negotiated procurement action. OERR
personnel wishing to initiate a small purchase procure-
ment must complete a Procurement Request Form
1900-8 (Exhibit XI-3) and submit it to the Division Ad-
ministrative Contact who will route it through an Ad-
ministrative Technician after proper authorization. A
Rationale Checklist must accompany procurement
requests committing $10,000 or more.

° Purchases Over $25.000

Procurement of equipment and services totalling over
$25,000 must originate with the Project Officer for a
specific project. These procurements must be requisi-
tioned through a competitive bid process. The Project
Officer is responsible for completing the Procurement
Request Form 1900-8 and obtaining the appropriate
approvals. In addition to a Rationale Checklist, a Pro-
curement Request Certification and/or a memorandum
explaining the details of the project and the allocation of
funds must accompany procurement requests commit-
ting $250,000 or more.

EPA staff who determine the need for equipment or
services should draft a detailed memorandum to the
proper Project Officer describing the exact equipment or
service requested and the reason for the request.

October 4, 1988
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General:

Exhibit XI-33

Instructions for Completing EPA Form 1900-8
Procurement Request/Order

This form 18 a 9-part interieaved saet and 1s designed to be compiated with an elite typewriter (12 pitch) The originating
office should complete ail areas that apply. Shaded areas arae reserved for Procurement use only After completing the
form, in accordance with the ingtructions below, retain the copy marked for "Originator™” and send the others through
required channeis.

iterm:
1 thru 6

7
8thru 11

12

13

14
15

16

17 thru 25
26(a)

261b)

26(c) and
26(d)

26(e)

26(f) and
26(g)

26(h)
27 and 28
Note:

Enter the onginator’'s name. mail code. telephone number, date of requisition, signature of originator
and the latest date that the items can be delivered.

Seif explanatory Attach a justification for other than full and open competition or for sole source smail
purchases.

Enter the name, address, mail code, and telephone number If the person is the same as the originator,
leave blank.

Self explanatory. Failure to include the appropriation number, the number of the Servicing Finance
Office designated by the Financial Management Division for the accounting office which wili record the
commitment and obligation, document type. document control number, account number, object ctass. or
dollar amount may resuit in the return of the request to the ariginator for completion of these items

Special care shouid be taken to insure that all data placed in these blocks are accurate and appear legibiy
on all copies as these data will serve to record the commitment of funds as well as to eventually obligate
the funds on the contract document. Note: item 12(d) shouid be used to denote document type (OT) code.
1 ., C = EPA prime contract. P = EPA purchase or dehvery order

If more than 1 source 1S suggested, attach a list of the contractor’'s/vendor’'s name, address, and point of
contact (if known) for each source.

Self explanatory.

For Smail Purchases Only: Check one box. if “Yes " 1s checked.the funds certifying official must commt
sufficient funds in the Documant Control Register to cover the total potentiat amount of the obligation

Self explanatory.
For procurement office use only.
Seif explanatory.

The degree of detail required will vary with the compiexity of the proposed procurement. Each request
shall contain sufficient information on its face to process the request. If the proposed procurement s for
nonpersonal work or services, provide a title which specifically describes the work or services to te
procured and limit the title to sixty (6Q) positions, inciuding the spaces between each word of the uitie for
computer input. and attach the documentation required 1n Chapter 2 of the Contracts Management
Manual. In other instances. describe the article(s) requested 1n detail using manufacturer’s model
numbers and descriptions, if possible, and provide specification, quantity increment, delivery require-
ment, and special packaging or transportation requirements. (Use EPA Form 1900-8A, Continuation
Sheet, if additional space 18 required.)

Self explanatory.

Enter the estimated price of the item
For Procurement use only — Leave Blank.

Used for inspection and acceptance only.
To be completed by the contracting officer.

The contracting officer will complete the blocks marked “Invoice Address” and “Ship To”" on copy 2 when
this form 1S used as a purchase order.

Remove this page before completing the Procurement Request.

EPA Form 1900-8 (Rev. 9-88) Previous editions are cbeolets.



Exhibit XI-3  (continuicd

‘Shaded areas are for use of procurement office onivy

U CNVIFONMEN13l PIOIACTION Qe Ny
Wasmington. DC 20460

Name of Uriginator .

3 Mau Code

4 Teiepnone Numper

S Dale ltam Requireu

o Procurement
wEPA Request/Order

6 Signature of Originator

7 Recommended Procurement Method

G Comoetitive D Otner than tuli anc ooen compeninion D Sole source smail purcnase

8 Oeliver To /Project Menager)

9 Aaaress

10 Maii Cooe

11 Teisgnane Number

12 | 8 Approgrnistion id Serwcing Finance Otfice Number ; NOTE: item 12(d) Document Type — Conrract = ' C
Finencial f !
Daus I | Purchase Orger = “P"
] Document | . Object ! Amount Ih)
.......... FMOUse ............... ; T Controt Number : Account Number i Class
¢y (13 digrtsi f 1a) (0116 drgnsi (10 dignsy ' tgiid digns) Dollars Certd

13 Suggested Source (Neme. Adoress. ZIP Code. Phanes Cantact)

14 Amounit of money
comminted is

18. For Smail Purchases Only Contracning Ofhice s autne
11200 10 ¢XCOD the amount snown 10 Block 12(h) Dy 10% ¢

C Onginal 8100. whichever (s less
Increase
O Decrease DY« DNo

16. Approvais

a Branch/GOHice ’ [Dalc 1d. Property Management Ofticer /Designee  Date
* | |
b Division/ Otfice : Date ' &. Other /Specity) i Date
CFunos Iisted 1n B1ock 12 ana Biock 15,/ anyy are i Date "1 Other /Specily) Date T

svalable ang reserved. (Signature of Cartifying OIncuU .

= wum&mwmwumtm

.
: ._-f‘".@: ¢ o

Do.ma

o -Mmmmmummmmm sides of this order ana on
- nmmdawmm a8 indicated.

NNMWMmommm Thoddwy order s

286. Scheduie

Estimated
Urit Price

Quaniity)
Ordered |

i fer | 1

Una i

EPA Form 1900-3 (Rev. 9-&6) Previcus aditions are obsaiete,

COPY 1=-PROCUREMENT FLE/CONTRACTING OFRCER



Exhibit XI-3 (continued)

PROCUREMENT RFQUEST/ORDER
CONTINUATION

\

ITEM QUAN ESTIMATED UNIT GUANTITY
NUMBER SUPPUES OR SERVICES ORDERED| umNIT UNIT PRICE PRICE AMOUNT .ACCE?TED
(8) [1.1] te) {9 (] [{1] 19} N

EPA Form 1900-8A (Rev. 4-84) Repiacss previcus editions, and

EPA Form 1900-8T{a). wiuch are cbsolete.

COPY 1- PROCUREMENT FILE/CONTRACTING QFFICER



3. Reference

IEE: For further information. consult the Contracts Man-
agement Manual, available from the EPA Headquarters
Distribution Office. The February 3. 1988 EPA memo-
randum provides further details on filing procurement
requests (Exhibit XI-4).

C. E ND PROGRAM CONTRACTS
1. Description

The Superfund program uses procurement contracts
to obtain a variety of services from private contractors.
Established contracting networks provide site-specific
and general program support to EPA Headquarters
and the Regional offices. Much of the site work and
program support services for Superfund actions is
performed under these extramural contract networks.
These networks include the following:

Emergency Response Cleanup Services (ERCS)
Field Investigation Team (FIT)

Technical Assistance Team (TAT)

Contract Laboratory Program (CLP)
Environmental Services Assistance Team (ESAT)
Remedial Planning (REM)

Technical Enforcement Support (TES)
Alternative Remedial Contract Strategy (ARCS)

Exhibit XI-5 outlines the key roles and responsibilities
for managing Superfund contracts.

Under the Superfund program, contractor costs are
tracked site-specifically. to the extent possible, to
assist in the cost recovery process. Because of the
programmatic requirements and special accounting
needs of Superfund, some contracts management
procedures differ from those typically used by EPA.
The financial management procedures differ under
each of the various Superfund contracts; therefore, a
discussion of specific contracts management proce-
dures is beyond the scope of this manual.

October 4, 1988
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Exkibit XI-4
Processing Procurement Requests

UNITED STATES ENVIRONMENTAL PROTECTION AGENCY
M" i WASHINGTON. D.C. 20460
‘. e
FEB 3 /%88 N
IS T MasTE —'1;; E'JE-‘:\"E‘IC‘ g
MEMORANDUM

SUBJECT: Processing Procurement Reguests

=yl S
FROM: Ton QBEJEEIIS
Director, RMS

TO: Division Directors, OERR

In my memorandum of October 28, 1987 on Delegation of
Authority you were informed that the Office Director, OERR was
authorized to sign PRs that commit up to $1,000,000 and the
Deputy Assistant Administrator, OSWER was authorized to sign.PRs
that commit up to $9,999,999. However, in some instances, PRs
are being routed improperly to the OD and/or the DAA. Routing
PRs to obtain unnecessary approvals can delay processing as much
as not obtaining all required approvals.

To assist you in determining proper routing for PRs we have
developed the attached matrix (Attachment A) that indicates
routing and approvals required for the commitment of specified
dollar amounts.

Also attached (Attachment B) are detailed instructions on
the preparation and processing of PRs. Use of these instructions
to ensure that PRs are prepared correctly and applicable support
documentation is included should circumvent unnecessary delays in
processing PRs.

We appreciate your assistance in ensuring that this
information is made available to your appropriate staff. If you
need additional information, please call Sandy Davis or
Ruth Rexroth.

cc: OERR Secretaries



Exhibit IX-4 (continued)

CFFICE CF DMERGENCY AND REMEDIAL RESPCONSE ATTACIMENT 1A
APPRCVALS/SISNATURES REQUIRED FCR SROCUREMENT RECUESTS

| ug "o | $10.000 T | s100.,000 T@ | $1.000.001 70 | S$18.200.000 |
RCUTE TC- ! §10.000 | $99.399 | S1.300.000 | $9.999.399 | AND CVER !
-------- - R e L L R e e e L LT
SRISINATCR/FROJECT CFFICER | X | X | x i X | X [
[===-= A R et Rt R e jomeeeemnn- e e e :
27ANCH CHITF | X | X | b 4 | X | X !
l=mcccecoccanan elamececaccecannan lomcomemceananan jeemmeemmcaaaaas loacccammcnaaaa-
3IVISICN DIRSCICR i X | X ! X | X i X !
| ssmeamee= vemen- Jeseamnas cmsemsc|smccsencncnanna e jremeememmrmana ,

IF ADP | | | I I
SIRECTCR, MES | X [ X I x I X ] < !
2IRECTCR. CSWER, IMS | | I ! I ;
|emememccccanan clecevoccacaenn “=jeeescmermmanca. R L e jommmmmemeoanan

70T - REVIIW | i X | X | X | £

[ewmesemeencen e R e e R bt [+===memmmencnes jreemee—-- “m-e-

SEPUTY CFFICT DIRECICR | | X | | !
R e e R [+=mmmmmcmmmen
2FFIST JIRECTCR | | | X | X | X {
=== =] R e B [===secmeecacaan !
JESUTY ASSISTANT ADMINISTIRATCR | { | | X | |
| -=| -] ssccsacs]|-mnen e R e |
ASSISTANT ADMINISTRATCR | ! ! } | X i
R et R D R el EEE O D R foomecnanncnna. -1
FCS - ACSIUNTING DATA | X 1 X | X | X t X i
| == - S R mmeemc|esccceccoeacaas frocmeemmmermenas,
1T SQUIPMENTY (INCLUDING ADP) ] X 1 X i X ] X | X |
PROPERTY MANAGEMENT | -e| | eee|smcmacanacsccan|csanccccncnacns]

NOTE. PRs commiting 3250,000 or mors must be accompanied by a Procurement Certification and/or cemo
that provides detailed information omn the project.

After assigning accounting daca, the FCC will return all PRs to the originator for suocmission o QD

AllL decbligaticns must be approved through the Office Director and forwazded to the FCC.



Exhibit XI-4 (continued)
ATTACHMENT B8

PREPARING PROCUREMENT REQUESTS

I. PREPARATION

The Procurement Request (EPA Form 1900-8) (PR), is a nine-part
interleave set and must be typed, preferably with an elite
typewriter (12 pitch]). The originating office should complete
all areas that apply. Shaded areas are reserved for Procurement
Contracts and Management Division (PCMD) use only. After
completing the form, in accordance with the instructions below,
retain the copy marked for "Originator”™ and send the others
throuch required channels for approval.

PRs committing $10,000 or more must be accompanied by a Rationale
Checklist (Exhibit A) and those for $250,000 or more must be
accompanied by a Procurement Request Certification (Exhibit B)
and/or a memo describing the project activity in detail and
justifying the need for funds.

If the PR is for incremental funding of an existing contract, a
copy of the original signed Procurement Request Certification can

be used.

ITEM

1 thru S Enter the originator's name, mail code, telephone
number, date of requisition, and signature of
originator

6 Enter the latest date the items can be delivered
or the deadline for awarding the contract.

7 Self explanatory. If the recommended method of

procurement is not competitive, attach a justifi-
cation memo explaining the rationale for the
specified method. (Additional information on
small purchases is available in the PCMD Small

Purchases and Acguisition Guide, page five.)

8 thru 11 Enter the name, address, mail code and telephone
number of project officer/contact. If the same as
the originator, leave blank.

12 Enter the number of the Servicing Finance Office
(SFO) designated by the Financial Management
Division

Small Purchases = 99 (Headquarters)
Contracts = 22 (Research Triangle Park)



13

14

15

16

17 thru 25
26 (a)-=(d)

26 (e)
the

26 (£)-=(h)

Exhibit XI-4 (continued)

If more than one source is suggested, attach a
list of the contractor's/vendor's name, address,
and point of contact (if known) for each scurce.

If the PR dollar amount is less than $1,000, the
Small Purchases Division will award the purchase
order without competition or justification for
sole source acquisition.

Check (x) appropriate box (original = first
request; increase = addition to original request;
decrease = deduction from original request/
deobligation)

For small purchases only check (x) appropriate
box. If yes is checked, certifying official

must ensure that sufficient funds are available

to cover the potential for obligation of funds

in excess of the original commitment.

Enter names and titles of individuals that must
sign the PR. Dates must accompany all signatures.
(Reference Matrix for required approvals.)

For PCMD use. Leave Blank

Enter a description of goods/services being
funded including the time period, if applicable,
the funding will cover. Each PR should contain
sufficient information on its face to process the
request.

If the propesed PR is for nonpersonal work or
services, provide a title (no more than 60
characters) which specifically describes the

work or services to be procured. Attach the
documentation required in Chapter 2 of the
Contracts Management Manual. Whenever possible
use manufacturer's model numbers and descriptions,
and provide specifications, quantity increment,
delivery requirement and special packaging or
transportaton requirements.

If small purchase, enter the estimated price of
item.

If funds are for a contract, enter the amount
committed in item 26(g). Otherwise, leave
all blank.



Exhibit XI-4 (continued)

27 thru 28 Leave blank. To be completed by the Contracting
Officer.

APPROVAL AND_ FUNDS CERTIFICATION

The PR must be signed by the appropriate Branch Chief and
Division Director and forwarded to the FCC for review. After
its review, the FCC will certify funds and assign accounting data
or if required, route for additional approvals/signatures. If
additional signatures are reguired, the FCC will not <certify and
assign accounting data until they are acquired.

The FCC will return all PRs to the Originator/Project Officer
for forwarding to PCMD.

PCMD_PRCCESSING

PCMD will process the PR according to Agency procedures and
initiate the obligating document.

Project Officers should anticipate a minimum of five working
for processing PRs up to $1,000,000 and a minimum of ten working
days for PRs over $1,000,000.



Exhibit XI-4 (continued) EXEIBIT a

CONTRACTS MANAGEMENT MANUAL 1399 cHG 2
5,9/36

PROCUREMENT REQUEST RATIONALE CHECALIST
(to be submitted with EPA Forms 1900-8 andg 1900~-8A)

Team 1 The ti1tle of this procurement 19
cztam 2. This procurement request package contains the fallowing
documents: {Check all applicable boxes and attach documents as

appropriate. )
See Attachment ® Check Descriptian
EPA Forms 1900-9
Procurement Abstract®
Statement or Scaope of kWorke
Cancise Technical Proposal Instructignse
Competitive Technical Evaluation Criteria»

Justificatian far Qther Than Full and Open
Competition (JOFOC)

DAF to provide full ang open competition
after exclusion af sour:es (see FAR & 7)

Justification far Management Cansulting
Servicese

Justification af Need (Government—-fFfurnished
Property (GFP) /Equipment)»

Quality Assuyrance (GA) Review Faorm
Recommended Saources List

Reports Descripticn

NN BN NN BN BN BN AN EN BN EN

Government—-Furnished Property Description
+ Tha PROJECT QFFICERS’ HANDBCOCOK provides guidance for preparing
these documents. Alsa, see Item 11.

[tem 3: This procuromone:::/ requires ::/ does not require management
.ansulting services, (I# management consulting services are required. attach
a Justificatian as prescrided in EPA Acquisition Regulation 1337.203.)

4. This procurement __/ invalves __/ doces not involve legal
analysis. I /7 have __/ have nat discussed this procurement with the
Néf1ce of Legal and Enforcement Counsel (QLEC) which __/ concurs _/ daoes nat
concur with ponoceeding with this procuyrement.

FIGURE 2-1



Exhibit XI-4 (continued)

CONTRACTS MANAGEMENT MANUAL 1900 CHG 2
6/9/96

PROCUREMENT REGQUEST RATICNALE CHECKLIST

I¢em 3 ! :/ anticipate or have knowledge of _—_/ do nat anticipate or have am
xnowledge of organizational conflict of Lnterests issues relatsd tag this
sragcurement. (If affirmative, describe conflict 1n an attachment. )

Teem & Listed below are special EPA employee(s) who are or will bde
participating in EPA‘s processing or managing of this procurement, together
Jith @ list of their naon—Government employers. Check here 1f none __/

EPA Special Employees Nan—-Government Employer

Item 7 This procurement __/ is __/ 1s not based on an Unsolicitated
2rogposal.

Item 9 To the best of my knowledge the work results of this proposed
srocurement __/ are __/ are nat availadle fram any other sgurce (If the
~asylts are available from another source, describe 1n an attachment ) The
Sroject Qfficer __/ has _/ has not reviewed the Office aof Pesticides and
Tazic Substance extramural activity report. The PQ __/ has __/ has nat
consulted the EPA Headquarters Lidrary for relevant -eports by previaous
“ontractors.

l=am 9 The praoposed Praject Qfficer 13
“ge/she __/ has _/ has not deen certified as an EPA Project QFfi1cer

Ivem 10 [ __/ recammend __/ do not recommend prospective sources for

this procurement. (If sources are recommended. list i1in an attachment.)

stam 11. This procurement anticipates __/ & New contract award -/ an
additional work modification to existing cantract no. It

also anticipates that it will be processed as a __/ competitive procyrement

7 other than #ull and open caompetitian. (If other than #full and open
competition is recommended; (a) attach appropriate Jjustification as described 1in
dart 19086 of the EPA Acquisition Regulation. Also see sample farmat (Figure
2-4) = (b) Attach the Project Qfficer’s Certification that the data provided 1n
the jJustification (s accurate and complete.

_Itam 12: This proposed praocursment 13 appropriate for ___/ total small
business set—aside __/ total small business/lador surplus area (Sas/LSA)
set-aside; or __/ partial SB/LSA seat—aside; __/ partial SP set—-aside., __/ 8(a)
set-aside; __/ LSA set—aside; or __/ none of the above (check only one).
(Cansult the Office of Small and Disadvantaged Business Utilization for advice.)

Item 13a: The estimated period of perfaormance is months aftar
the effective date of the contract __~/ inclusive _/ exclusive of submission
of any final repart which may de required.

PIGURE 2-1




Exhibit XI-4  (continued)

CONTRACTS MANAGEMENT MANUAL 1900 CHG @2
6/9/96

PRCCUREMENT REQUEST RATIONALE CHECKLIST

+Tem 13b The schedule of deliveradle 1tems (excluding reports) 13 as
¢allows Check here (¢ na deliveratle {tems are required __/
Delivery
[tem No. Description Quantity Date

|
||
I

sT2n 14 This procurement anticipates that the following sptions will be
needed Check here 18 no Qptions are anticipated __/
Description of Option Term af Dption
(Description may be indicated 1N a separate attachment)

.zam 13. The following reports are required {(desscrTit2 1n an
attachment) Chect here 1f ngo rTeports are required __/. Far each separate
1330T ¢t required, describe the following-

(a) Type of report (e g.. draft, final, interim. special, etc )

(d) Descriptive title (e.g.. monthly progress repore)

(e) Minimum content requirements

+d) Number of copias required

(o) Distribution (with complete addresses of all recipients)

(f) Delaivery schedula

(g) Numbder of days the Covernment will have to revisw, comment, approve
(disapprove) and return (as appgropriates)

#hare specific report formats, containing the information above. are uvsed
~spetitively, “"standard" formats are estadlished or may de estadblished with
the servicing CO. Mazimum use af such standard faormats is encouraged.
Tramples include monthly or other periodic progress reports, financial and
final reports.

[tem 1&: Peer review of Cantractor—-generated documents _:7 will be
—7 will not be required.

I -2 17: Gavernment property, data, or services _:7 will be furnished
- will not be furnished under this procurement. (I# furnished. describe 1n
an attachment including quantity and date availabdle.)

FIGURE 2-1



Exhibit XI-4 (continued)

CONTRACTS MANAGEMENT MANUAL 1300 CHG 2
5/9/86

PROCUREMENT REQUEST RATIONALE CHECKLIST
item 18. Budget. (An attachment may be used.)

(a) The tatal estimated budget for the basic effort and all options 1is

(b)) The estimated funding for the current fiscal year is $

(e) The estimated total cost of Other Direct Costs 135 S
(If possible, 1naicacte estimate of significant subitems such as
travel, computer time, consultants, equipment and material.)

(d) For level of effort actians and ather actions where hours, rather
than an end product. are to bde purchased, (ndicate for the dasic and
all cption periods the numder of hours required, by category, witn
dedinitions faor each category.

Ttem 19 This procurement _:7 13 _:7 13 not subject to the requirements
of OMB Circular A=764. (I1f A—=76 applies. required daocumentation muyst be
srovided with the PR.)

[tem 20: This procurement _:7 requirTes _:7 does not require priority
processing (a brief priority Justification may be attached)

(To be completed by praocurement cfdice:)

-/ Appraved / Cisapproved

Date Chie#, Caontracting Office

Item 21: This procurement _:7 will _:7 will net involve %the testing of
*.0an subjects 1n accordance with EPA Order 100017

tem 22: This procurement __/ does __/ does not include acquisition of
memdbership Iin an association. (I¢# membership in an association {3 i1ncluded,
attach a certification tndicating that the primary purgose aof memdership 1is
to obtain direct benefits for EPA necessary ¢€tag the accaomplisnment of (tg

functions ar activities.)

[tem 23: This praocurement _:7 is _:7 is not faor lesasing of motor vehicles.
(I# affirmative, attach certification per FAR '8-1102.)

Item 24: This procurement __/ is _/ is not to be funded fraom more than

ine appropriation. (If affirmative. see Chapter 9 of this manuval and memorandum
fraom the Comptroller and the Director, Office of Administration an “Cantracts
Funded from Multiple Accounts——Procedures for [dentifying Contract Caosts, " May
14, 1993.)

Item 23: This procurement _:7'w111 _:7 will not involve statistical surveys,
ata caollectiaon using questionnaires, or statistical analysis of survey data.

FIGURE .2-1



Exhibit XI-4 (continued)

CONTRACTS MANAGEMENT MANUAL 1900 CHG 2
6/9/86

(o affirmative:, procurement office will 1ncl
ude i1nstruction 1n sol
offerors to obtain the EPA Survey Management Handbaak) rertas

FIGLRE 2-1



Exhibit XI-4 (continued) EXEHIBIT B

Office of Solid Waste and Emergency Response

Procurement Request Certification

Section [

Project Title - Performance of Remedial Response Activities at Uncontrolled
Hazardous Waste Disposal Sites -- Zones [ and [I (Commonly
called REM/FIT)

Contract No. - Zone 1 68 - 01 - 6699
Zone 2 63 - 01 - 6692

Section [I

I have reviewed the subject Procurement Request and the accompanying
documentation and find that:

A. The proposed scooe of work is central to the EPA mission in the following
ways:

The passage of the Comorehensive Environmental Response, Compensation and
Liabi1lity Act (CERCLA) in Decemoer 1980, expanded EPA's authority to respond to
long-term, low-level releases of hazardous substances as well as emergency
releases of hazardous substances into all environmental media. EPA has
established response action programs to implement the CERCLA authorities.
Response actions are now underway at a number of sites,

The purpose of the REM/FIT contracts is to provide technical support to
the Agency for performing investigative and remedial planning activities at
hazardous waste disposal sites. The contracts were awarded on September 30,
1982. The attached Purchase Requests provide incremental funding to cover
program management and FIT related activities for the remainder of FY-33.

8. The product will be used by this program office in the following ways:

The attached Purchase Requests will allow the contractors to continue to
perform preliminary assessments and site inspections and to provide overall
management and direction of their respective contract teams. The results of
the inspections will be used to rank sites as candidates for remedial action
or to support enforcement case development activities.



Exhibit XI<4 (continued)

C. The contract groduct will be delivered in time to accomplish 1ts purpose:

The contractors will prepare assessment and site inspection reports
throughout the remainder of the fiscal year. This will be adequate to meet
requirements for updating the National Priority List and to support enforcement.
The products will be Zimed to support the achievement of work targets in the
QSWER strategic plan.

. The information to be developed or the resources to be provided to the
contracss are not avatlable 1n EPA or from other sources:

The REM/FIT contracts were awarded on a competitive basis. Therr primary
purpose is ta provide resources to perform investigative and remedial planning
activities for wnich program staff 1n Headquarters and the Regions are not
available. Their are no options avairlaole for praoviding this support.

E. The funds proposed to be used are available, committed and appropriate:

The appropriations number is: 63/20X8145

£
The program element is: TSAY9A

~
\',' \ /‘ _ . e ‘.' ‘.. -
e A [ i
Acting Assistant Administrator Date

0ffice of Emergency and Remedial Response



Exhibit XI-5

Superfund Contracts Financial Management
Roles and Responsibilities

TYPE OF SUPERFUND CONTRACT
SITE- SITE- GENERAL | GENERAL
FUNCTIONS SPECIFIC SPECIFIC SITE PROGRAM
REMOVAL REMEDIAL | SUPPORT | SUPPORT
COMMITMENT OF FUNDS HQ (REGION)
PREPARES PROCUREMENT REQUESTS
« NON-SITE PORTION HQ PO HQ PQ (RPM)* HQ PO HQ PO
..... < SITEPORTION ... |ORDERINGOFFICER| RPO(RPMI |  NA ... .NA___..
CERTIFIES AVAILABILITY OF FUNDS.
ASSIGNS ACCOUNT NUMBER, ENTERS REG FMO AEG FMO (FMO) ”Oo’;‘ém “Qo':féo"’
| COMMITMENT INTO DCR e eeeeemecece oo emeemecec e aete e e b meee e aamae
ENTERS APPROVED COMMITMENT HQ PROG HQ PROG
i REG FMO REG FMO (FMO) A e
| OBUGATION OF FUNDS
OBLIGATES CONTRACTS AND P&CMD P&CMD (CO)™" P&CMD P&CMD
MODIFICATIONS
[ OBUIGATES REMOVAL DELIVERY ORDERS | 1
« <$250,000 |ORDERING OFFICER NA NA NA
* »$250,000 P&CMD N/A NA N/A
ENTERS OBLIGATIONS INTO FMS SFORTP SFO/RTP SFOIRTP SFORTP
INVOICE PROCESSING
REVIEWS/CERTIFIES INVOICE
* SITE PORTION OSC/DPO HQ PO(RPO) | DPORPO NA
. el eeeeaaeeeeec LAREVONLY) 1 eeene
ASSIGNS ACCOUNTING DATA
SITE-SPECIFIC ATTACHMENT NA NA HQ PROG CFC NA
PROCESSES INVOICES FOR PAYMENT
AND ENTERS PAYMENT INTO FMS SFORTP SFO/RTP SFO/RTP SFO/RTP
FINANCIAL MONITORING
REVIEWS MONTHLY FINANCIAL HQ POYRPM/RPO
REPORTS HQ PO (RPO/RPM) HQ PO HQ PO
REVIEWS/APPROVES ANNUAL HQ PO/SAB
CONTRACTOR SITE-SPECIFIC REPORTs|  HO POSAB (RPO/RPM) | HQPO/SAB NA

0SC ~ On-Scene Coordinamor

RPM - Remed:al Project Manager

DPO - Deputy Project Officer (Removal)
RPO - Regional Project Officer (Remedial)
REG FMQ - Reqional Financal Mgmt Office

P&CMD - Procurement & Contracts Mgmt Dwvision, HQ

SAB - Superfund Accountng Branch, HQ

HQ PROG OFC. - HQ Superfund Program Offica
SFO-RTP - Headquarters Servicing Finance Office - RTP. NC.
ORDERING OFFICER - OSC or designated regional staff
REG PROG OFC. - Regronal Program Office

CO - Contractng Otficer

Basic contracts are prepared in HQ; work assignments are prepared in Regions
Contracts are abligated in HQ; modifications are cbiigated in Regions



2.

Reference

L=

The following manuals provide additional guidance on
Superfund contracts management:

Financial Management of the Superfund
Program (Resources Management Directive
2550D, October 1987)

Emergency Response Cleanup Services Con-
tracts (ERCS) Users' Manual (1987}

FIT Users' Manual (1986)

Technical Assistance Team (TAT) Users' Manual
(September 1987)

REM/FIT Users’ Manual (October 1982)
EPA Contracts Management Manual (1984)

Annual Allocation Requirements for Site-Specific
Superfund Contractors (February 1986)

Site-Specific Invoicing Requirements for Super-
fund Contractors Whose Funds are Not Obli-
" ite-Specifically (February 1986)

ct Officers’ Allowance Holders' Proce-
dures for Review of Contractors' Annual Alloca-
tion Reports (December 1986)

Proiect Officer and Allowance Holder Procedures

for Review of Superfund Site-Specific Invoices
(December 1986)

Superfund Site-Specific Invoice Processing Pro-
cedures for TRP/FMO (November 1985)

Removal Cost Management Manual (1987)

The Financial and Administrative Management Sec-
tion, OPM, maintains a data base on Superfund pro-
gram contracts. Please contact this office for further
information at FTS 382-2441.

October 4, 1988
Page X1-4



D.

SUPERFUND INTERAGENCY AGREEMENTS

1.

Description

Reference

An Interagency Agreement (LAG) is a written agreement
between Federal agencies under which goods or serv-
ices are provided. EPA IAGs may be divided into two
major categories: policy agreements or Memoranda of
Understanding and agreement for goods or services.
Under policy agreements and Memoranda of Under-
standing, EPA and another Federal agency or State
agree to provide goods and services for a mutual inter-
est without any monetary reimbursement or exchange
of funds. Agreements for goods and services establish
an arrangement between EPA and another Federal
agency under which one agency provides goods or
services to another agency in exchange for funds or
obligation authority.

The specific procedures for establishing IAGs, deter-
mining cost sharing provisions, and arranging for the
transfer of funds -or obligation authority are complex.
Therefore. employees interested in obtaining additional
information on the administrative procedures for man-
aging IAGs should contact the Financial and Adminis-
trative Management Section. OPM. at FTS 382-2441 or
the Grants Information and Analysis Branch at FTS
475-8270.

OERR is currently developing guidance on IAGs. Em-
ployees should reference the Interagency Agreement

Policy and Procedures Compendium (Draft, January
1988) for additional information on IAG funding.

October 4, 1988
Page XI-5



XII. FINANCIAL MANAGEMENT

OVERVIEW

The requirement to attempt to recover Superfund costs
from responsible parties makes Superfund accounting
and financial management procedures especially com-
plex. Employees must be particularly careful when
conducting any transaction with Superfund dollars
and should contact the Financial and Administrative
Management Section, OPM, whenever they need assis-
tance. Superfund transactions involve timesheets,
travel, and administrative accounting procedures.
which are discussed in this chapter.

A. SUPERFUND-SPECIFIC ACCOUNTING

All in-house operational expenses (e.g.. salaries and
benefits, travel. and rental and purchase of supplies)
fall under the umbrella of intramural costs. Superfund
intramural costs are to be charged to the Superfund
appropriation through the Agency's account number
structure. This section describes the procedures for
charging these costs.

L Timesheets

All EPA employees are assigned a fixed account num-
ber (FAN) to which their payroll expenses are charged.
Employees expected to work more than 50 percent of
their time on Superfund will be assigned a Superfund
FAN. Procedures for completing timesheets are pro-
vided in Chapter II of this manual.

Whenever an employee performs activities not covered
by his or her FAN, a supplementary Payroll Distribu-
tion Timesheet (Standard Form 2560-28, Exhibit 1I-6)
must be completed to cover that time period. For
example, an employee who does not perform Super-
fund work will not have a Superfund FAN. If during a
given pay period this person works on a Superfund
activity, he/she must complete a timesheet for the pay

October 4, 1988
Page XII-1
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XO. FINANCIAL MANAGEMENT
VERVIEW

The requirement to attempt to recover Superfund costs
from responsible parties makes Superfund accounting
and financial management procedures especially com-
plex. Employees must be particularly careful when
conducting any transaction with Superfund dollars
and should contact the Financial and Administrative
Management Section, OPM, whenever they need assis-
tance. Superfund transactions involve timesheets,
travel, and administrative accounting procedures,
which are discussed in this chapter.

A. SUPERFUND-SPECIFIC ACC N

All in-house operational expenses (e.g., salaries and
benefits, travel, and rental and purchase of supplies)
fall under the umbrella of intramural costs. Superfund
intramural costs are to be charged to the Superfund
appropriation through the Agency’s account number
structure. This section describes the procedures for
charging these costs.

. Timesheets

All EPA employees are assigned a fixed account num-
ber (FAN) to which their payroll expenses are charged.
Employees expected to work more than 50 percent of
their time on Superfund will be assigned a Superfund
FAN. Procedures for completing timesheets are pro-
vided in Chapter II of this manual.

Whenever an employee performs activities not covered
by his or her FAN, a supplementary Payroll Distribu-
tion Timesheet (Standard Form 2560-28, Exhil.. 1(-6)
must be completed to cover that time period. For
example, an employee who does not perform Super-
fund work will not have a Superfund FAN. If during a
given pay period this person works on a Superfund
activity, he/she must complete a timesheet for the pay

October 4. 1988
Page XII-1



period to charge the Superfund appropriation properly.
for that time.

. Site-Specific Time Charging

All employees who perform site-specific Superfund
work must use a site-specific account number, con-
taining the appropriate site and activity code, on their
timesheet to show hours chargeable to that site. -

o Travel Costs

When EPA travel is for Superfund purposes only. it
must be charged to the appropriate Superfund ac-
count number. If travel benefits both Superfund and
non-Superfund programs, and the portion of the travel
that benefits each program is distinguishable, the
salaries and expenses and Superfund appropriations
should each be charged for the actual costs incurred.
Some portion of travel costs, such as transportation
costs between Superfund and non-Superfund activi-
ties, or between Superfund sites on an extended trip,
may not be easily distinguishable. These costs should
be distributed on a reasonable basis; for example,
according to how much time the person traveling
spends on each activity. The travel documents should
include an explanation of the basis on which the costs
were divided. In cases where travel benefits both
Superfund and non-Superfund, and it is impossible to
divide segments of the travel between the programs
benefitted, the cost should be fully charged to the
program that realizes the predominant benefit.

. Site-Specific Travel

With respect to site visits, travel should be charged to
site-specific accounts. For site-specific visits to a
location for which a unique site identifier has not been
assigned, the site travel is charged to an account end-
ing with the “ZZ" code. The identification of site-re-
lated travel costs with a site-specific account code
(including “ZZ" account codes) is very important, be-
cause of the provision in the Appropriation Act that
gives EPA the flexibility to manage site-related travel

October 4, 1988
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costs within the total Superfund administrative ex-
pense ceiling. Non-site-specific travel will continue to
be constrained by the travel ceiling.

o Equipment and Supply Costs

Where a purchase will benefit only the Superfund
program, it should be charged to the Superfund ac-
count number. Except for items charged to one of the
Agency's support accounts, items procured under
Superfund accounts will be charged as follows:

- Purchases of less than $25,000 per item

Where a purchase will benefit Superfund as well as
other programs, the requesting office must estimate
the expected Superfund and non-Superfund use of
that item. include a justification for that estimate on

@ the procurement request. and charge the Superfund
and non-Superfund appropriations accordingly. How-
ever, where such data are unavailable, they may
choose instead to charge the entire cost of the item to
the program that will predominantly benefit. For ei-
ther method, requesting offices must state on the
procurement request the basis that they used to as-
sign the costs whenever more than one appropriation
will benefit from the purchased item.

- Purchases of $25,000 or more per item

Where data are available to support an equitable dis-
tribution of costs between appropriations, requesting
offices must assign costs according to each program’s
use of the items, as in the above procedure for pur-
chases of less than $25,000.

- Rentals

Distribution of rental costs will follow the same proce-
dures described above, except that under $10,000 per
item per year replaces the under $25,000 maximum
costs allowable for charges made on a "predominant
use” basis.

October 4, 1988
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C.

REFERENCE

=

General guidance on the use of timesheets for distrib-
uting hours both to the Superfund appropriation ac-
counts and to other account numbers is found in
Resources Management Directive 2550A, Part [. This
guidance also includes general compensation and
overtime charging policies. For additional information
on charging to Superfund-specific accounts. contact
the Financial and Administrative Management Section,
OPM, at FTS 382-2441. Also, refer to the Financial
Management of the Superfund Program manual (Re-
sources Management Directive System 2550D) or con-
tact the Superfund Accounting Branch. Financial
Management Division, at FTS 382-2180.

October 4, 1988
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OVERVIEW

XII. SECURITY

Safeguarding EPA personnel, property. and informa-
tion involves Agency-wide policies and procedures.
Security requirements that affect All Personnel are dis-
cussed below in Part A. Less common security issues
are referred to under Parts B and C.

A. COMMON ISSUES

2

o EPA Identification Cards

Identification Cards must be obtained in LG-100 at the
beginning of employment. These cards must be visible
to all guards at every entrance. If lost. contact Secu-
rity immediately at FTS 382-2010.

. Property Removal

Do not remove EPA property from the premises. Such
an offense may result in prosecution. Be sure to ob-
tain personal property passes from the OERR Adminis-
trative Officer for personal items of ownership that
might be used at work, e.g., portable PCs.

J Theft Reporting

Report thefts of either Government- or personally-
owned property to General Services Branch/Facilities
and Support Services (GSB/FSS) at FTS 382-2110 or
to the local Security Representative. Thefts of Govern-
ment property shall be reported immediately by tele-
phone to the appropriate Property Accountable Officer.
After reporting to Security, the employee must send
the report number and report of incident to the OERR
Administrative Officer.

October 4, 1988
Page XIII-1
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OVERVIEW

A. C

Xmoa. SECURITY

Safeguarding EPA personnel, property, and informa-
tion involves Agency-wide policies and procedures.
Security requirements that affect All Personnel are dis-
cussed below in Part A. Less common security issues
are referred to under Parts B and C.

MMON ISSUES

)
I

2

o EPA Identification Cards

Identification Cards must be obtained in LG-100 at the
beginning of employment. These cards must be visible
to all guards at every entrance. If lost, contact Secu-
rity immediately at FTS 382-2010.

. Property Removal

Do not remove EPA property from the premises. Such
an offense may result in prosecution. Be sure to ob-
tain personal property passes from the OERR Adminis-
trative Officer for personal items of ownership that
might be used at work, e.g., portable PCs.

. Theft Reporting

Report thefts of either Government- or personally-
owned property to General Services Branch/Facilities
and Support Services (GSB/FSS) at FTS 382-2110 or
to the local Security Representative. Thefts of Govern-
ment property shall be reported immediately by tele-
phone to the appropriate Property Accountable Officer.
After reporting to Security, the employee must send
the report number and report of incident to the OERR
Administrative Officer.

October 4. 1988
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B. PHYSICAL SECURITY

ce

D. REFERENCE

Physical security includes safeguarding EPA personnel
and protecting material items. Topics include: access
controls. physical barriers. guards. security cabinets.
contingency plans. and inspection procedures.

DOCUMENT SECURITY

To ensure that National Security Information (NSI) is
protected, a system for Classification. Downgrading
and Declassification was developed. This system con-
tains policies and procedures to safeguard informa-
tion. These policies are applicable to:

o Those who are granted access to NSI

o Those who have administrative or supervisory
responsibilities regarding NSI.

The policies also pertain to those who believe NSI pro-
cedures have not been followed.

Consult the 4800 Series Manual. Security & Facilities
Support Manual, Parts [ & I[I. This manual is available
from EPA Distribution in the Office of Administration
and Resources Management.

October 4, 1988
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XIV. MISCELLANEOUS

OVERVIEW

This chapter provides details on a variety of topics.
including schedules for EPA and DOT shuttle buses,
parking information. recycling procedures. and smok-
-ing policies.

A. EPA AND DOT SHUTTLE BUSES
1. Description

EPA employees are eligible to use two shuttle bus
systems that provide transportation between EPA
‘buildings (Headquarters. Fairchild, and Crystal Mall
#2) and between EPA and the L'Enfant Plaza Metro
station. Employees may also receive special transpor-
tation services for officially sanctioned Agency events.

. EPA Shuttle Bus

Exhibit XIV-1 provides schedules for EPA shuttle
buses. Terminal stands are found at the following
locations:

Waterside Mall - Mackemie & K Sts., SW

Fairchild - 499 S. Capitol St., SW

CM2 - 1921 Jefferson Davis Hwy

East Tower - Wesley & K Sts., SW (by D.C. Pub-
lic Library)

A map indicating the relative locations of the terminal
stands is located on the last page of the EPA Head-

quarters Telephone Directory.
o DOT Shuttle Bus

EPA employees may ride the DOT Shuttle bus between
EPA and L'Enfant Plaza. The bus runs every 15 min-
utes Monday through Friday according to the following
schedule:

October 4, 1988
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OVERVIEW

XIV. MISCELLANEOUS

This chapter provides details on a variety of topics,
including schedules for EPA and DOT shuttle buses,
parking information, recycling procedures, and smok-
ing policies. '

A. EPA AND DOT SHUTTLE BUSES

1. Description

2. Procedure

EPA employees are eligible to use two shuttle bus
systems that provide transportation between EPA
buildings (Headquarters, Fairchild, and Crystal Mall
#2) and between EPA and the L’Enfant Plaza Metro
station. Employees may also receive special transpor-
tation services for officially sanctioned Agency events.

. EPA Shuttle Bus

Exhibit XIV-1 provides schedules for EPA shuttle
buses. Terminal stands are found at the following
locations:

‘Waterside Mall - Mackemie & K Sts., SW

Fairchild - 499 S. Capitol St., SW

CM2 - 1921 Jefferson Davis Hwy

East Tower - Wesley & K Sts., SW (by D.C. Pub-
lic Library) '

A map indicating the relative locations of the terminal
stands is located on the last page of the EPA Head-
quarters Telephone Directory.

. DOT Shuttle Bus

EPA employees may ride the DOT Shuttle bus between
EPA and L'Enfant Plaza. The bus runs every 15 min-

utes Monday through Friday according to the following
schedule:

Bctober 4, 1988
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Exhibit XIV-1

EPA Shuttle Bus Schedules

J,ttﬂﬁ‘hy?

Y~ 8

3 77 i UNITED STATES ENVIRONMENTAL PROTECTION AGENCY

‘*’P.‘ w‘p‘ WASHINGTON, D.C. 20460

JAN 2 8 1088
QFFICE QF

AOMINISTRATION
AND RESOURCES
MANAGEMENT

MEMORANDUM

SUBJECT: Ag;.?{.o’f &ew Shut Bus” Contract

I3
}
FROM: wild 1 FLAUA 7 IUIAUA
Fatilities Management and Services Division
TO: All Headquarters Employees

I am pleased to announce the award of a new shuttle bus
contract to O&R Management Corporation effective February 1,
1988. The contract replaces a fifteen passenger van with a new
twenty-one passenger shuttle bus to transport employees between
the Fairchild building and the East Tower (by the D. C. Public
Library). The addition of this new vehicle brings the total
number of twenty-one passenger vehicles servicing the Headquarters
shuttle routes to three, and increases our capacity to transport
the growing EPA population.

Attached are updated route schedules for the Headquarters
service routes. If you have any questions regarding transporta-
tion, I encourage you to contact Brian Smith, Chief, Transportation
Section on 382-2104.

Actachments



Exhibit XIV-1 (continued)

ROUTE A.

EPA SAUTTIE 80S SCIEDULE

Leave Arxrive/ Arrive/ Arzive/ Arrive
‘rystal Mall(3) Leave-wSM(WT) (1) Leave Fairchild(2) Leave—wSM(WIL) (1) Crrsstal Mall (3)
6:20 a.m. 6:20 a.m. 6:40 a.m. 6:355 a.m.

7:00 a.m. 7:20 a.m. 7:30 a.m. 7:40 a.m. 7:35 a.m.

8:00 a.m. 8:20 a.m. 8:30 a.m. 8:40 a.m. 8:55 a.m.

9:00 a.m. 9:20 a.m. 9:30 a.m. 9:40 a.n. 9:35 a.m.
10:00 a.n. 10:20 a.n. 10:20 a.m. 10:40 a.m. 10:35 a.m.
11:00 a.x:. 11:20 a.m. 11:30 a.m. 11:40 a.m. 11:55 a.m.
12:00 p.a;. 12:20 p.m. 12:30 p.a. 12:40 p.m. 12:55 p.m.

1:00 p.m:. 1:20 p.a. 1:30 p.m. 1:40 p.m. 1l:55 p.m.

2:00 p.a. 2:20 p.a@. 2:30 p.m.- 2:40 p.m. 2:33 p.-

3:00 p.a. 3:20 p.m. 3:20 p.m. 3:40 p.m. 3:55 p.

4:00 p.a. 4:20 p.m. 4:30 p2.m. 4:40 p.m. 4:35 p.m.

5:00 p.’;. S5:20 p.m. 5:30 p.nm. 5:40 p.a. 3:35 2.

6:00 p.m. 6:20 p.m. SHUTTIE SERVICEZ PBEIDS FOR THE DaY.

(1). Headquarters WSM ( WT ) Makemie and K Streets, S.W.

(2). PFairchild Building 499 South Capitol Street, 35.4W.

(3). Crystal Mall # 2 1921 Jeffarscn Davais Hwy., Arlingten, Va



Exhibit XIV-1 (continued)

ROUTE 3.

A SHUTTIE 308 SCECUIS

Leave Arzive/ Arzive/ Arzive/ Arzive
Crsstal Mall (1) Leave WSMMWT) (2) Leave Fairchild (3) Leave WS4 (WD) (2) Czystaliall(l)

6:30 a.m. 6:50 a.nx. 7:00 a.am. 7:10 a.m. 7:25 a.n.
7:30 a.a. 7:50 a.n. 8:00 a.a. 8:10 a.m. 8:25 a.x.
3:20 a.m. 8:20 a.nm. 9:00 a.am. 9:10 a.m. 9:25 a.ad.
9:30 a.a. 9:30 a.m. 10:00 a.nm. 10:10 a.m. 10:25 a.a.
10:30 a.n. 10:50 a.a. 11:00 a.xm. 11:10 a.m. 11:25 a.a.
11:20 a.m. 11:50 a.a. 12:00 p.nm. 12:10 p.o. 12:25 p.m.
12:20 p.a:. 12:50 p.m. 1:00 p.a. 1:10 p.m. 1:28 p.a.
1:30 p.nm. 1:50 p.m. 2:00 p.n. 2:10 p.m. 2:25 p.n.

:30 p.m. 2:30 p.nm. 3:00 p.m. 3:10 p.m. 2:25 p.a.
3:30 p.m. 3:50 p.a. 4:00 p.m. 4:10 p.m. 4:25 ..
4:20 p.x;. 4:30 p.a. 5:00 p.m. 5:10 p.m. 3:25 p.:.
5:20 p.m. 5:50 p.m. SHUTTZE SEXVICE 2SS FOR THE DAY.

(). Crystal Mall 3 2 1921 Jefferscn Davis dwv., arlington, Ya

(2) . Heacdquarters WEM( T ) Makemie and X Streets, S.W.

(3). rFairchild Zuilding 499 Scuth Capitol Stxeet, S.W.



Exhibit XIV-1 (continued)

ROUTE C.

EPA SAUTTIE BUS SCHEIULS

Leave Arrive Leave Arzive
Fairchild (1} WS4 East~T(2) WSM East-T (2) Fairchaild
6:45 a.m. 7:00 a.m. 7:10 a.m. 7:15 a.m.
7:20 a.m. 7:30 a.m. 7:40 a.m. 7:30 a.m.
7:30 a.m. 8:00 a.m. 8:10 a.m. 8:15 a.m.
8:20 a.m. 8:30 a.m. 8:40 a.m. 8:30¢ a.m.
8:30 a.m. 9:00 a.m. 9:10 a.m. 9:15 a.m.
9:20 a.m. 9:30 a.m. 9:40 a.m. 9:30 a.m.
9:50 a.m. 10:00 a.m. 10:10 a.m. 10:15 a.m.

10:20 a.m. 10:30 a.m. 10:40 a.m. 10-:5 a.m.
10:30 a.m. 11:00 a.m. 11:10 a.m. 11:15 a.m.
11:20 a.m. 11:30 a.m. 11:40 a.m. 11:30 a.x;.
11:50 a.m. 12:00 p.n. 12:10 p.n. 12:15 p.o.
12:20 p.m. 12:30 p.=. 12:40 p.m. 12:20 p.m.
12:50 p.m. 1:00 p.m. 1:10 p.m. 1:15 p.m.
1:20 p.m. 1:30 p.m. 1:40 p.m. 1:20 p.m.
1:50 p.m. 2:00 p.m. 2:10 p.m. 2:15 p.m.
2:20 p.m. 2:30 p.:. 2:40 p.m. 2:30 p.m.
2:50 p.m. 3:00 p.m. 3:10 p.m. 3:15 p.n.
3:20 p.m. 3:30 p.m. 3:40 p.m. 3:50 p.m.
3:50 p.m. 4:00 p.m. 4:10 p.m. 4:20 p.nm.
4:20 p.m. 4:30 p.m. 4:40 p.m. 1:30 p.m.
4:50 p.m. 5:00 p.m. S5:10 p.m. S:20 p.m.
5:20 p.m. S:30 p.m. SHUTTLE SERVICE ENDS fOR THE DAY.

(1) . Fairzhild Building 499 South Capitol Stxeet, S.W.

2).

Headcuarters ( E-T)

Weslev and K. Street, S.d.
(By D.C. Public Library)



Exhibit XIV-1 (continued)

ROUTE D.

EPA METTPO SHUTTLE SCIEDULE

LEAVE ARRIVE/LEXAVE
=g (wr) () Dar (2)
4:00 p.nx. 4:10 p.n.
4:15 p.a. 4:25 p.m.
4:30 p.m. 4:40 p..
4:45 p.n. S:10 p.a.
5:00 p.nx. 5:25 p.a.
S5:15 p.n. 5:40 p.a.
S:30 p.m. 5:55 p.m.
6:00 p.m. 6:05 p.m.

ARRIVE 6:15 p.m. END OF SHUITIE SERVICE

(1) Makemie and K Streets, S.W.
(2) 7th and D Streets, S.W.



3. Reference

B. RECYCLING

1.  Description

3

2. Procedure

Leave EPA HQ 6:50 a.m. - 5:50 p.m.
Arrive DOT HQ 6:52 a.m. - 5:52 p.m.

Leave DOTHQ 6:51 a.m. - 6:06 p.m.
Arrive EPA HQ 6:53 a.m. - 6:08 p.m.

Exact locations of the terminal stands may be found in
the EPA Headquarters Telephone Directory.

For further information regarding either shuttle bus
system, special transportation needs. and/or parking.
call the Transportation Desk at FTS 475-8300 or the
Chief of the Transportation Section at FTS 382-2104.
Also consult your Branch secretary or the Facilities
Management Manual, Volumes 4830 and 4840, avail-
able from the OERR AO.

Employees are encouraged to discard waste paper into
the cardboard recycling boxes provided for each EPA
office. Paper must be white and must contain no
paper clips or gummed surfaces. Documents contain-
ing sensitive information should not be placed in the
recycle boxes, but should be taken to be shredded in
the Copy Center on the 4th Floor, West Tower.

Please note that this recycling program has been ex-
tended to the Fairchild Building. Pickups are sched-
uled every Wednesday.

Full boxes will be picked up on a regular basis. If your
office is not currently on the pickup schedule. please
notify the Project Manager for Moving at FTS
382-2140. An employee who has a large amount of

October 4, 1988
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3. Reference

L=

paper to be-recycled may arrange for a special pickup.

For further information. call the Shipping and Receiv-
ing Department at FTS 382-2140.

C. SMOKING POLICY

As of July 1987, smoking is not permitted in EPA office
space. except in the following specially designated
areas:

Waterside Mall

o Restrooms on floors 2. 5. 8. and 11 in the East
and West Towers

Restrooms on floor 2 of the Mall

. Restrooms in the NE Mall basement
Fairchild

. Restrooms on the 7th floor

Crystal Mall #2

. Restrooms on floors 7 and 11

To help minimize the effects of this policy on smokers.
free smoking cessation programs are available.

Employees wishing to take advantage of the smoking
cessation program should contact the Registrar for the
EPA [nstitute at FTS 382-2594.

October 4. 1988
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3. Reference

[[? For further information. call the EPA Branch of the
Human Resources Development Division, OHRM at

FTS 382-2594.

October 4, 1988
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APPENDIX A

OERR Administrative Officer, Administrative Technician.
and Administrative Contacts

ADMINISTRATIVE
OFFICER ADMINISTRATIVE
Sharon Blandford CONTACTS
ADMINISTRATIVE
TECHNICIAN
Barbara Alston
OERR
Immediate Office ERD HSED . HSCD
Brenda Wiliams Don Kraft Amy Brooks Ruth Hawkins




APPIUNDIX B

CONUS PER DIEM RATES

The maximum rates isted Delow are prescnbed under paragraph 1.7 2 af the
Federat Travei Requianons (FTR) for rembursement of subsistence expenses
incurred dunng ofticzal travel within CONUS (the conterminous United States). The
amount shown in the Maximum Lodging Amount column is the maximum tmat will
De reimbursed for lodging expensas including applicable taxes. The MAIE rate
shown 13 a fixed amount ailowed {or Meais and ncicental expenses reiated 10
subsistenca. The per diem payment caicuiated in accordance with Part 1-7 of the
FTR for lodging expensas pius the MAIE rate may not exceed the maximum per
diem rate shown.

Maxirmum Maximum
Lodging M&IE Per Diem
Per Diem Locaiity Amount Rate  Rate ¢
CONUS, standard rate ........: etveieraes ettt eanna st baeeaienn $35 $25 $ 60
iApones to i locations wittn CONUS not specifically hsted below
of encompassed dy the doundary detimtion of 3 histed pownt.
However . the standard CONUS rate agoites 0 ail locations within
CONUS. inciuaing those defined betow. under certain specified
ravel circumstances and fof certain retocation sudsistence
dlowances. See pants 1-7.2-2. 24 ang 2.5 of the FTR,)
County and.or other
Key City genhned iocation ¢ !
ALABAMA
Anniston ... Caifoun 40 25 65
50 25 75
38 25 63
38 2% 683
42 25 67
48 25 73
8 25 63
2 25 67
81 25 86
40 25 65
4 25 69
.. 54 25 79
Page/Flagstat ... . .. 45 25 70
Phoemz/Scoftsdaie. . . S0 2 - 715
Prescot ... ... . 48 25 n
Serra Vista . . &2 25 67
; 48 25 73
43 25 88
39 25 84
g 25 68
45 25 70
45 25 70
48 25 73
48 25 71
a5 13 118
45 25 70
39 25 a4
50 25 75
n k& 110
Eowaras AFE:
Naval Weap n . enter § Ord-
nance Test & -:on, China Lake
66 25 9N
72 k< 108
S0 25 75
. .. 54 a3 87
. .. 87 k] 100
.. San Francisc., dlameda,.......... 62 3 95
Contra Costa $ Mann
.. SantaClara . 57 k] ]
e S20 Luis O123 . 53 25 78
e S30 Mateo. 68 3 99
.. Santa Barbare n 33 104
... Santa Cruz. 66 3 99
... Dorado ... 52 3 8s
... San Joagun 45 25 70
Placer ...... 46 25 1A
Sotano......... 45 25 70
San Bemasci~o 47 5 12
Tulare ... e 58 25 . 83
ars



APPENDIX B (continued)

CONUS PER DIEM RATES : CONUS PER DIEM RATES
Maximum \ - Maximum VarL . .
Courty and/or ather Lodeng MG&IE Fero..,,. County and/or other Lodging MAIE Per Ciem
Key City ' detined locahon Amount Rate  Rpe. Key City defined locanion ¢ 3 Amount Rate _Rae
47 325 ¢ o BorSa.....oooo Ad o 344 8§25 S 58
68 k&) 101 . Kootena . 41 25 56
) . Blane . 49 25 74
e 12 33 1og . Nez Perce . B 2 81
Bouider . Bouider . 58 k] 9 . Bannock ... 48 25 89
Coloraco Spnngs v EI P8O . . 43 25 68 Custer ... 40 25 65
Denver ... . Derver. Adams, Arapanoe &... 63 X %
CMadison . a7 25 T2
Curango ..., 44 25 n . Chamoagn 41 25 6§
Glenwood Spring 45 25 70 . OuPage, Coox & Lake a0 3 13
Grand Junchion 37 2 82 . Vermhan. .. . 41 25 56
Guanison.... 43 25 58 Clee . 43 25 68
Kmlm:‘Suveﬂhum 5Q k] ) . St.Clar 7 i) 82
Pagosa Senngs................. 43 28 58 . McDanough... 41 25 86
Puenio... - . 2 82 .. Coes ... % 25 71
Steamooat Sonncs 48 ' 73 Peona ... .. 5 25 7
Trimdag .. |28 84 Wnnedago . . i . 48 25 ha |
Vail . 7 3 110 . Rocx 1stang ... ... 48 25 73
CONNECTICUT | o . Sangamon ... ... e a7 25 72
i 69 25 94
. I} & Maaisen ... ... &7 25 2
87 25 7] Bloomington ... Manros .. 45 25 70
50 25 78 Bustington Beach/Valnaraiso.. Porver 39 25 34
8 25 ) Chariestown, Jeffersonvule . Clarx County. indiana Army ,,,,,, 48 25 71
49 3 8 Ammumbon Plant
R ... Bartholomew e 39 25 54
[+ 25 1 . Spencer... 38 25 63
“ 25 69 Enman.. 5Q 25 75
Al 25 88 .. Allen 52 25 77
Aomucrorcowuau ) v Lkg 40 25 85
Washingiom ... " 84 n 1y . Mmon Caunn' 55 25 14}
2isa; the crues of Mlexandna, Favtax & Failg crmn A f Benm\m Hamsan
the counties of Actngron, Farfax & Loudoun in VA, . 47 25 72
the countes ¢t Montgomery & Princs Gommm MD) 38 25
(/30 ses Maryiana & Virgima) 38 25
FLORIDA - 48 25
Altamonts SPrngs .............. Scmmu 60 29 85 S0 25 3
Bradenton/Bragenton Baach.. Manates . ‘83 - 29 113 48 25 73
Cocoa Beach............. 50 2 75
Daytona Beach/ 41 28 68 44 25 39
New Smyma,;Ormond Beach 40 25 53
Ft. Laudercals.................... 55 2% 80 48 28 73
Ft. Myers 8 25 81 B’ 25 53
FE PIOICE .....coovvvvverreecsnne . rag - 2% 70 435 58
Ft. Waiton Beach ................ 5 28 75 39 25 54
Ganesville ..o 48 22 7 39 25 34
Jacusonvide ... L] 25 sl
{also see SL Mam GA} 37 25 32
Kissimmes . .. O 48 28 n 37 25 32
Laketand 3 29 84 50 25 ag
Nagtes... 8 28 85 8 25 58
Orlanda .. 54 25 9 41 25 56
PaNaMa Gty ... Bay 50 25 7% B2 3 7
Pensacala......... 4 25 (]
Punta Gorda 55 29 80 38 25 83
Sarasoa ..... I 2 62 46 25 7
St. Augustine o 28 73 42 25 &7
Stuant 6 28 88 465 25 70
Tallahasses 4 5 88 52 25 had
Tampa/St. Pmmuq . 52 28 el 46 25 7
Verg Beach ... 3 25 83 36 25 g%
West Paim Beach . 60 3 ;L] 37 25 &2
GEORGIA :
Albany. 48 38, ba| 43 28 68
Athens Clarke » 25 84 0 25 75
AURTIR v fuiton, Clayton, Cabb & ......... 69 3} 102 57 25 82
DeKald ... Ascension Pansh. S1 25 76
4“4 2s 89 ... Lifayente Pansh 41 25 58
43 25 88 ... Calcasiey Pansh 42 25 67
0 25 85 ... Quachna Pansh .. 4t 25 56
39 28 84 2 85
The 8 24 n
(also se8 Jactmllc FLJ Kings Bay
Sevannan . L CNEAM . A 28 58 50 2%

Piy | ] . i 1



APPENDIX B

CONUS PER DIEM RATES

Maomum o~

(continued)

CONUS PER DIEM RATES

—

) Maximum Maximum
‘ County and/or ather Lodgng MA&IE pe,‘g"" County ang/or other Lodging  M&IE Per Diem
Key City * detined locanon I} Amnoumt  Rate n.'.‘." Key City ! detmed location ! ! Amoum Rate _Rata ¢
LOQISIANA {cont’ ) MINNESQTA (coat'd) ’
S ..o St. Tammany Pansh ........... $40 825 3 g  Mnneapotis/St. Pal ........ Anoka Henneon § Ramsey .. § 52 § 25 $ 77
MAINE countes;
8 Ft. Sneiling Miltary Resarvation:
8 Navy Astronautics Group
7 (Detachment BRAV0), Rosemount
8s Rochester Qlmsted 51 25 76
87 St Cloud......ciereere Benton, Sherbume Iy Sloms 36 25 61
& 25 75
25 70
g . 25 61
a7 25 64
::1‘ 25 67
a7 25 72
MARYLAND 25 69
{for Momoomevy & Pninca Georges countes. see Oistnct of Columbda) 25 85
Annapons .. reerrieisinssemes ANDE ATUNGRY.......ceo e 25 T3 -
Baitmore .. Baitmore & Hardtord................ O R 8 25 81
Columtra. Howard 7 3 120 25 89
Cumbertand Allegary a8 35 a8 25 75
Easton Taibov “ 25 n 25 82
Fredenck 52 25 n
Hagerstown... s 25 71 25 64
Lexington Par/St. Imqoos/ 47 25 72 25 62
Leonaratown
55 25 80 25 62
2 N us 25 66
47 25 72 25 61
54 25 79 25 75
81 3 14 25 A
75 <} 108 Rk} 102
51 25 78 25 69
58 25 81
Martha's Vineyard/Nantucket Oukes & Nantucket .............. 33 33 128 25 74
New Beafors Bnstol 8 25 n 25 106
50 28 78 - 25 83
48 25 73 25 a9
88 28 m 25 82
55 25 80 25 81
55 F- 80
25 85
7 2% " 6
81 28 88 3 136
40 28 8s 25 as
42 28 87 25 75
82 25 87 25 a7
48 FL] n
3 B 9% 1 a3
38 r-} 3
53 25 78 25 75
48 29 n 25 68
52 L] n 3 108
7 25 82
a7 8 T2 313
55 28 20 3 110
48 P n 25 82
54 25 9 25 99
49 - 74
4 F-] 68 25 84
7 2 82 5 64
48 25 n 3 95
42 25 87 25 72
Saginaw Saginaw 4“4 25 89 25 72
SNL Joseon/em HADO!/ .. BOMOA ..oocvveoeereceeercennnen —. 43 28 68 zzg g
(]
Thres Aivers ..............c..... St JOSEON..ccrcorseerrecerires 7 3 o« 25 68
Traversa Cay.........coeocroevccnen Grang Traverss ... 3 25 78 25 69
Warren Macomb Q 25 68 25 69
MNNESOTA ' 25 7
] Bettrami 0 25 85 5 a3
Bramerd Y Y . 42 28 87 3 95
Ouiutn St Louss 42 28 87 25 82
25 74
s mn



APPENDIX B

CONUS PER DIEM RATES

(continued)

CONUS PER DIEM RATES

Vanmum Manmym

County and/or othes Looging M&IE Per iem

sey Gy datineg locanon ! Amount  Rate Rate !

NEW MEXICO (Ml}

.5 44325 § 69

Albany 59 25 84

. Genases ... 55 - 25 80

Broome S 25 78

Buttaio . Eme ... £0 25 5
Catsiall ... (70 ORI B. .25. 8
Comng ... ... Steuben.. 6 25 81
Elmiry ... . Chemung. . . - 49 . 2% 74
Glens Fans . CoWamen ... 43 25 68
thaca ... ... Tompumns . 57 s -8
Jamestown .. Chavtaugqud ... ... ... . 39 25 64
Xingsion ... CUISter s 56 25 81
Lare Placg Essen - 72 25 97
Montceo. ... ... Sutivan . 54 n a7
New Yore City .. ... ... Sronx, B:oontm 103 136

Nagara Fals .

Vannatan, Queens &
Staten isiang doroughs,
Nassau & Suttoik counties

B,

Cmmnanlivma.'é

Clevetand 57 - R 90
- 25 79

p-) 84

.25 85

25 7

.25 74

25 75

- 285 70

fronton Lawrencs 37 25 62
Lancaster Farticid 0 25 65
Lma ABN ... renmrrcrsaemsamnes s 42 25 67
Port Clinton -Orawa 54 25 79
. 3 42 -} 67 .

23 8¢

Maxmum Vaz mum
.. County and/or other Lodging M&IE Per Diem
Key City ! genneg location 27 Amount  Rate Rue
OHIQ (conl'd)
© Sonngheld ... .. Clk ... . . $ 43 $ 25 $ 68
Tinney;Fremont . ... 42 p1] 67
Toledo........ ... o o Lucas L L 50 25 b
Wapaxoneta . ... .. . “ 25 69
OKLANOMA
Aga . v . Ponotoe . . . 39 25 64
Bartlesviles Tulsa Osage. Tulsa & Wasn-nqton 43 25 68
Muskogee Muskogee 36 25 1
Norman Cleveianag “4 25 59
Qkiahoma City . Qkianoma 47 b1 72
Stillwater Payne 43 25 A8
OREGON
Beaverton .. Wasnington 46 25 7
Bena .. Deschules k¥4 25 82
Clackamas Clackamas 46 25 by
Coos Bay Coos 45 25 70
Lincotn City Lincoin . 45 25 70
Portana .. . ... . Multnoman 50 25 7
Satem Manon 37 25 52
Seasides . Clatsop 66 25 #
PENNSYLVANIA
Allentown ... ... ... Lemgh ... ... ....... 48 25 73
Blawre. ... R, 42 25 57
Columbva ... . ... 40 25 85
Qelaware . 46 25 Al
Cleartieid ... 51 25 75
Nornnampton 62 25 a7
Ene . 41 25 66
Agams .. 49 25 74
Dauprn 60 25 85
Cambra........ I 25 73
.. Montgomery Counlv. 63 25 83
except Baia Cynwyd
63 25
49 25
36 25 61
54 25 79
.. Phiadeioma County. ............ 74 3 107
oty of 8ala Cynwyd in
Montgomery County
... Allegneny ... 59 25 84
... Berks... ... 47 25 7
. .. Lacxawanna 51 25 78
Shroomqaoﬂ . Beaver .. 44 25 69
Somerset ... ... Somersat 58 25 a3
Stata Coilege .. .. Centre . 4“4 25 €9
Umontown .. Fayertte 73 25 98
Valley Forge .. ... Chester ... 80 k<) 13
Wammster ... .. ‘Bucks County; Navai A 53 25 78
Dmooumem Center
v Luzerne . 53 25 78
. York . 50 25 75
.. Kent County; Naval ................. 54 25 79
Construction Battatron Center,
Dawisville
o NEWDOt e 80 33 113
Prowidencs T Provigence ... Al 25 98
Quonset Pomnt .......... ... Wasnngton .................. 44 25 69
SOUTH CAROLINA
Chaneston. .. Charleston & Berkeley . 49 25 74
Calumba......corvemrs e Richlang .......... 48 25 73
Greenwille .............. ... Greenwiite . 42 25 67
“Hifton Mead............. . Beautort ....... 84 3 117
; ... Horry County; .. 70 8% 95
Myrtle 8each AFB
-Rock Hili . e YOrR 45 25 70
- Spartanburg . . Spananburg 42 25 57
SOUTH DAKOTA .+~ v
Rapid City ... PENAINGTON ... 49 25 hs
Sioux Fails ... . Minnenana............ 43 25 68
TENNESSEE
- Chananooga .. ©Lo=drnaion C s /88
Clarksvilie .. Mpntaem= -~ 37 5 o

B-4




- .APPENDIX B

CONUS PER DIEM RATES

.(continued)

CONUS PER DIEM RATES
Maximum Maxmym . Maxamum Vdaunum
County and/or ot‘nfr Lodging - M&IE. Per Qiem 4 County ana/or ather Lodging MAIE Per Diem
Key City * detined locabon Amount Rats Ratse . KeyCity' defined location ? Amount Rate _Aate *
TENNESSEE o VIRGINIA (n-ra)
Columoaa...... e Mty $48 382 $n3 Warrenton'.. S 1L ST $38 525 5 63
£lzabethton Carter . 38 28 & Waynesooro® : 8 25 61
Gatinourg .. Sever . 61 25 2 Williamsburg® 60 213 93
Greenwiiie Greens .7 25 82 ' Oenotes independent crhies
Johnson City wasmington ... 52 25 n WASHINGTON
Kingsport/Bnstol Suilivan “ 25 69 2 71
Knoxvile ... Knox Caumv oty of Oak R-aqe 49 5 74 2 &3
Vempis.... .. Shetdy. 8 25 75 25 61
Nashwille ... 52 25 124 13 91
TEXAS 25 684
AMANNO ..o 48 25 n 25 71
Austin ... 55 25 80 25 72
Bastroo . s e ‘37 25 62
Bay City ... ... Matagorda. R} | 25 66 25 66
Beaumont .. . JEMBISON 7 25 62 25 71
Brownswille ... .. Cameron 0 23 65 25 71
Brownwood ............ Y 3 | 25 66 25 66
College Station/Bryan e BIAZOS ... Q3 3 68 25 69
Corpus Chnsu...... . NUBCES . 53 25 78 25 62
Daitas/Ft. Worth .. Dulas & Taeramt ... 74 33 107 25 66
Denton . 0 48 28 1A
€ Paso .. 49 25 74 25 b
Ft. Dawis ... 38 5 81 25 82
Gaiveston 51 25 78 25 I
Grandury ... 55 25 80 25 83
Houston 0 3 i 25 73
25 10¢
Kingswille ... k14 25 62 25 7
Laptas.... 56 25 a1 25 &%
Laredo.... 47 25 ¢4 25 7c
Lubbock 8 25 n % 78
LUt e 37 5 62 25 &
McAlien 48 25 n 25 &
Midlana/Odessa 4 25 n 25 7i
Nacogdoches ... 41 25 68 25 ;
Planview “ 25 89 25 I
Plano 7 25 9
San ANQRIO .......oeoeecrerns 3B 2B 81 25 52
San Antonio 50 25 78 25 £3
Tempte 40 25 85 25 67
Victona 38 s -/ 25 62
WCO......onncetrenereeenens 43 25 68 25 87
Wichita Falls 41 25 86 25 82
UTAH L 25 3
g;g'ernw 23 g ; ! Unless otherwrse spectfiod. the per diem locaity is defined as "all locations withi, r enurely
surroundad corporats | mo i !
Sat Lak8 Gty oo e 60 25 8 those m‘:;: Orae ines of he key iy niuding indapendent entiies located wathin
- I ] Pg cnm lowma with' county dcﬁnm shall inciude “ali locations within, or entireiy
Vemal ' surrounded by, the corporats limits of the key ity 2s weil s the boundanes of tha listed counties,
VERMONT INCRIGING (NGSOINGENt onubes (ocated within the boundanes of the kay city ang the histed
Burtington Q 25 68 countes”.. )
8 28 g; ; . . .
Rutland SO 25 3 Military instailations or Govemnent-reiated facilites (whether or not specrfically rameq) that
VI\:E"I:«RAW Juncbon Winasar ¢ 3 & e locatad parmally witten the crty of county doundasy shall inciude °all locabons that are
R geograpically part of the muitary instailanon or Govenment-redated taciity, even thougn part(s)
(for the cmes of Alexandna, Fartax & Falls Church, and s
the counties of Artigton, Faitax & Loudoun, soe Oistngt of Columbsa) - Of Such actrvibes may D locaisd outsida the defined per diam locafty”
Blacxsgurq ............................ MONIQOMBAY .......orvveernssererene 58 g % .M MMlmmGSMamolmammmmmoammw
Bnstat . » p I A cly or wea 2 where e sancard CONLS rte applies when travel 1o INat location 1S repeutive
Chariattesvite s & Of O3 CONTNLANG bASIS And traveters’ expenences indicats that the prescnbedrate s inadequate.
COV'"W. 3.7, g a2 Qther per diem locairties listed in the ippendix wii he surveyed on an anmual dasis by GSA
Lyncnburg . . . 7 10 detarmming whether. rates are adequats. Requests for subsrsience rate adjustments snall ba
Mamss'a/mnassu Pm .. Pnnca William County .............. S0 35 S sudmitted by the aonncy headquarters offics to the General Services Admimistraton, Federal
Nortaik®/Chesapeake®/ ........ Yorx County; Naval Weapons . 5§ i} 80 Supply Service, Attn: Requiabions and Policy Division (FFY), Washington, OC 20406, Agencies
Hampton/Newport News/  Stabon, Yoridown Jo should designats 3n inddual respoNs:dia for reviewsng, coordinating and SubmiTting 1o GSA
Pom«n{t/VIrqmu Seach N 67 the requests from bdureaus. subagenciss, etc. Reguests for rate adjustments shail include 2
Petersburg” Ft. Loe. a2 .8 4 city designation, 3 desenpbion of the SUTOUNGiNg 10CZLION invaived (county or ocher datinag
UL R — Chestertieid & Honnco countes; 54 25 ar2) and 3 recommended 118 SUODOted by 3 Statament axplasung the GrouMsiances that
. Defensa Suoply Center 25 2 - - CAISHUN €USONG rate to be nadequats. The request aisoMuS! contain an estmate ot ine annual
ROANOKE” ........coovunrrircmvmannas wm ...................... 47 mdmmmm'mwm“mmmmmmm;«mm
Staunton® ¥ 25 @ of travel to the locanon.
‘Nalloos istand .................... ACCOMACK .....coocnnsernenssssnsearnene L3] 25 78
m2




APPENDIX B

(continued)

NON-FOREIGN PER DIEM RATES

'NON-FOREIGN PER DIEM RATES

| N NUMI
£ il Al

Executve Order 12561, datad Juy 1. 1988, Golegaien to e Secretary of Defenss he
authontty of the Pressgent m § U.§. Code 5702 (3} to 38t Maamum psr diam ratas ind actual

axpense rambursament ceriings for Fedaral cviian parsonne! traveing on ofhCial business
1n Alaska, Hawan, the Commonwealths of Puerta Ruco and the Northerm Manana 1siinds. ang

passessions of the Unitad States. When a0groonats and- o mnam »th (mlm

15%08d Dy competent authanty, lmmuamcmmnwnawmm

" “Ft. Buchanan {including GSA.............

VIRGIN iSLANDS (US)...................

WAKE ISLAND ? ........
ALL OTHER LOTATIONS

Maxmmuym
Per Ziem
-LO&!& . Aate
HAWAN (cont‘d)
,Othar locaiites
121300 OF KA .....coooroeenconercnmnaince Oecemoer 20 through March 31 127
. - Aprd 1 through December 19.. 9
Isiand of OaMy ........... 118
- All other (siands : N
JOHXSTONM ATOLL ? 23
‘MIOWAY iSLAKDS ' 13
NORTHERN IMRIAMA ISLANDS
et resseeon st 8t s s et s s sk ene 75
92
68
................. 20

.. December 1§ through May 15
May 16 through Decamper 15
December 16 thraugh May 15 ...
May 16 through December 1S ...
December 16 through May 15 ...
May 16 through December 15 ...
Decemoer 16 through May 15....
M3y 16 through Oecember 15 ...

« F1jarda (inchuding Luguillg) ...

- - Serce Center, Guaynabo)

" ~Pooseveit Roads ..., ... Decemper 16 through May 15....
x May 16 through December 15 ...
" Sabana Secanads....................... Doscember 16 througn May 15 .
' May 16 through December 15 ...
San Juan (includmg San Juan......... December 16 through May 15....
Coast Guard Unats) May 6 through December 15
Other locaies.........

December 1 through Apni 30. ...
A May 1 through November 0.

[TLERE

' Commertial laciites ars not avaiiable. The per diem rate covers charges ‘or meals in avai-
able fagimes phus @ aocibonal aliowancs for inCidental expenses and wil be increased by
the amount pad for Gavernmnm quarters Dy the lraveler. For Adak. Alaska: on any cay
when Government quarters are not used and quarters are obtaned at a ConsTuCtion ¢amo.
3 daly travet per diem nlo\vmu of 369 18 prescnbed to cover the costs of lodging, meats
and incidental uunsls.

!Commercial facilities are not avaiable. Only Government-owned and contractor noerated
Quartars and Mess 9 avadabie 2t thes [0CTITY. ThiS Der Glen rate 1S (N amount necessary
to detray the cosi of lodpng, Mezis and incdental expenses.

100 any day when US Govemment or contractor quarters and US Government or contractor
messing lacibes are used, a Der diem sate of $13 is prascnbed to cover meals and :nC-
dental expenses 3t Shamya AFB and the followang Air Forcs Stanons: Cape Lisburne, Caoe
Newenham, Cape Romanzof, Clear, Coid Bay, FL Yukon, Gajena. Indian Mountain. Xing
Saimon, Kotzebus, Murphy Oome. Soarmevann, Tztalina and Tin City. This rate il e
ncreased by the amount paid for US Governmant or contractor quarters and by $4 for each
meal procured 3 3 commaraial tacilty, The rates of per diem prescnded heresn apply from
0001 ont the day aiter amval through 2400 on the day pnor to the day of departure.

YOn 2ny day when US Govemment or contractor quasters and US Gavernment or contractor
messing faclives ara Used, 3 Der dsem rate of $34 is grescnbed tg cover meals ang nci-
dontal exponses 2 Afnchitks isiand, Alaska. This rate will be increased Dy ths amount paid

- tor US Govemrnat &7 CONTractor quasters and Dy §10 for sach meal procured at 3 commer-

csl faciiity. The ratss of per diem prescrnibed heresn apply from 0001 on the day after arnval

- through 2400 an:sku'g‘dzr pnor 10 the day of departuwre.

Loty

ALASKA o
Agak ' et s e
Anllmﬂuk Pass. i
Anchorage.... =125
Alcasul......... 218
Barow ; - 148
Bethei .......... - 27
Bertles - el TR - u\”o .
Cola Bay A1 W, - 120"
Calgtact............ i S ~"*“122
College. 5 noassioat » 114
Cordove u el BN o130
Oeadhorse SR TIUCE UMt N 2 e B Ak
Owngham............ . AR Ao 4114 -
Outeh Harbor/Unalaska N e
Eieison AFB - 114
Eimendort S 125
Fawtanks — 114
FL Rchardson ........... o 125
Fl. Warwngi 114
Juneau........ 114
Katma Nabonal Park 148
Kena 119
Xetchukan m
King Saimon ? 134
Kodiak 118
Kotzebue ¢ 143
Kuparuk Oilfiesd 127
Murpty Dome ¥ 114
Nozak it IS . 143
Nome : = 129
Noornk . 143
Patersburg ; 2 =111
Powt Hope ;. ok 189
Powtt Lay 179
Prudhoe Bay 113
St Paul Isiand 118
Sand Pont 103
Seward 127
Shermya AFB ? - 30 -
Shungnait 143
Sitka/Mt. Edgecombe 1m
Skagway 111
Soruce Cape 118
St Mary's 100
Tanana 129
Tok 109
Urmat 160
Unakakiest 108 .
Valdsz 147
Wammngint ! Crnmel ©+188...
Walker Lake —ln “138
Wrangetl AT |
Yakutat -'110
Qther locaiities ¥ ¢ )

AMERICAN SAMOA B ) B

GUAM, MARIANA [SLANDS 122 -

HAWAS -
1siand of Hawai

Hio 70
0a



APPENDIX B . (continued)

FOREIGN PER DIEM RATES

VAXIMUM TRAVEL PER OIEM ALLOWANCES FOR FOREIGN AREAS
SECTION 925, A SUPPLEMENT TQ THE STANDAROIZED: REGULATIONS
“{Government Civiirans; Forevwrmzsz

NG INFORMA £ NNIN a NLY
il e

Thus Per Diem Suouternem }o me Standarduzed Requianons ( (Govemmem c.vman Faregn
Areas) lists ‘all forexgn areas-aiphabatcally. Wherd 3 country 0r-isiand 18 histed. i 1S intended
10 inciude.ail termtory within the boundanes af that counilly or island inctuding any oft-shore
1siands in the sams general vicnety. [t wiil not inclisde terntones or possessions located eise-
whete even thougn considered an integral part o the oarem: coumry 0¢ 1S1ang. 1n such cases.
10 COSt data pertinent to SuCh termtones and POSSESSIONS wére Uséd in'determning ine estan-
IIShed rates. When a poimcal subdvision smaller (han a couhtry ¥ named such as: ‘states,
provinces, Gepartments.  cities. towns, vilhages. efc.. it wll inciude the corporate limits .of
such poiMical subdmsion or:the imns of lem(o'y vnmm the normal bounqary (hereof if it s
not incorporated. -

ESTABLISHMENT OF BA ﬂ PER DIEM RATES The Deoartment of State establishes the
locaity per diem rates for forewgn areas. incuding the Trust Territory of the Pacitic Istands.
The Per Diem, Travet ang Transportation Aliowance Commuttee of the Oepartment of Oefense
estadhishes the locality cer diem rates for Atasxa. Hawan, Puerto Rico. Northern Manana
Islands and terrtones and possessions of the Unied States. The Agministrator ot General
Services estadiishes (he iocaiity per diem rates n CONUS (the conterminous Umited States).
These CONUS rates are pudusned in the Federa) Travet Requuuons

Thess maximum rates of per drem ulowancax are estahshed for travel in- foremn reas. T_E
MAXIMUM RATES ARE NQT AUTHORIZED WHEN FREE-OR-LOW COST- LODGING AND

MEALS ARE PRQVIDED, Thesa rates apoiy t0 ail Crvilhan empioyees ang mempers of the Uni-
formed Services. For reguiatons pertaning to thess rates.-see the.Federal Travel Reguiations
(FPMR 103-7, Part 1-7 le) as- establisned Dy the General Services Administration and imple-
menting requiations estabiished Dy the approprate. Government agency. Fomqn Serv-cn
Agencies - See 6 FAM 154: Detense Agencies - See Chapter 4 of the JFTR, Vol. 1 lor mem-
bers of the Undormed Services and JTR, Voi 2, for crvlans,

Maximum
: Per Diem
AFGMANISTAN '* T

. Oecamber 1-through Aoni 30..
May 1 thrown-uovmw 30.....

e e snssssen st ) me 1 througn. Aon. 30,
: May 1 througn. Novemoer 0.

Novmbulmrmnmi!"
- mtwwc)mwu
Other locaiities ..............cccoceuecmemnense qunbu!mrowansl 50

Apnl 1 through Octeter 31 62
BAHAMAS, THE .

prsd) ; P 108

Andros Isiand (AUTEC) ** st 19

Berry fatand i 119

B-7



APPLNDIX B

FOREIGN PER DIEM RATES

e MaxITym
Per Orem
Locaw . ._Rate
BAHAMAS, THE (conrd) R
Bimum Islang . $142
Eleuthera isiang. . ... Decernber 15 through Apmi 30. 17§

May 1 through Oecember 14
December 15 through Apni J0.
May 1 through Omoet 14
Grand Bahama isiand .................c.... December 15 through Aodi 30°
May 1 through Oecemnper 14 ..

‘(continued)

- FOREIGN PER DIEM RATES

Maumum
o Par Diem
Lpclty _dae_
"BRITISH WEST INDIES (cont’d)
Other 10Z2UteS .........ocovoren. Oecember 1 through Apni 30
May 1 through November 30.
- BRUNE! DARUSSALAM
BULGARIA . e es et e
BURKINA FASC
. Bobo Doyiasso

;. Other tocalties ... .. T

NaSSU oo s Decemper 15 through Agnt 0. :

: May 1 througn December 14 150 .BURMA (1]

Other iocaiities 105 L e e e 64
BAMRAIN . et s e 104 QOther locauties k-
BALEARIC ISLANDS October ! through Apnt 30 . 120 ,BURUNDL. . 116

May 1 (nrough Septemper 30 130 . Bumnai ' . I - R . 96

ChIfAgoNg . oo . oot e e 113 - CAMEROON

Ohawa. .. 113 00V ... 128

Ohana' .. 69 -+Yaounde. . . . 153

Qther 1ocant 28 ,.Otner tocantios 112
BARBADOS .. .. ... 167 CANADA

126 . Bae Comeay, Quepec. . . e e 80
BELGIUM ) - Banft, Albenta .. v OCTODRE Y tRTGUGN March 31 R R
11 Apnil 1 through Septemoer 30, ... 148
147 Brandon. Manitoda ........ . .. 80
98 Caiqary. Alberta .. ...... 108
147 Dartmouth, Nova Scona 113
118 Eamonton, Alberta 108
N ) - 94 Gander, Newloundiand a2
BELIZE ... . . - 88 Hanfax, Nova Scotia 113
BENIN e e e e : 164 Jasper. Alberta........ 78
BERMUDA . Dacemoer), %15 133 Kitchener, Ontano 93
» . _Maré mm : 162 London, Ontana ... 75
BHUTAN ... by . SRR - Montreat, Quevec........ 1
BOLIVIA 1 New Brunswck Provincs 1
67 © Niaqara Fails, Ontano .....
69 o NOFINWESE TEIMIONGS ... oot s cennininn e eaniens 1
54 Ontawa. Ontano 113
78 Port Cartier, Quebec ... . 80
66 " Pnnce Albert, Santm . 5
62 PNce EOWRO 1SIaNG ................oooomeeeeieieeeeeeceeeees e . 93

Trmdad.. ... 86 . Quebet ... ... October 16 througn Apni 30 .. T R

Other locaities . 448 L -May 1 througn Qctober 15... ... ... 121
BOTSWANA. ... 7% s Queen Chartatts Isiand; Britsh Calumona . R 30
BRAZIL . . Regna Sasxatchewan ... P a5

Belem .. ..... : 73 Ricnmong, Brimen, Columg 121

Beio Honzante - + 108 St. Jonn 3, Newtoundiand .. 129

Brasua oo 80 s , Saskatchewan .. 35

Campinas......... 108 Thunder Bay. Ontang................. 3

Campo Grance 104 . Teromto, Qntano............ 131

Curitiba. . 100 : Trom-Riveres, Quebec............ 30

Flonanopols ... 82 , Vancouver. Brtrsh Columoa, 121

fortaiens........... ) 68 - Victona, Bntish Columoea ....... 108

Fot e Iguacy 15 WaLEr00, QNtaN0............eveereeeveremecimmrisnrsescieons 93

Goiana 74 Whitaharse, Yukon Termtory 77

Manaus .. N Windso?, Ontano 101

Ponta Pora 74 Winnipag, Manitoba 90

Porto Alegre \ 108 Ottier [ocalites 66

Porto VeiRo._.................. o ; : 83 CANARY ISLANDS ... 80

Rectie. Pemamuca ey . y n CAPE VERDE

Riberag Preto O — - 74 i ... 1A

fio a8 Janewo ......... Creriireesen SA—— m Sal Isianag 86

Saivagor 63 Bama.... Cevens Cesssssssprerces ; 74 . Omisf locyirties Kt

Sao Luis ; Eod -CENTRAL AFRICAN REPUBLIC 159

Sa0 Paulo 108 CMAD ... : 158

Viracopos Airport. 108 CHAGOS ARCHIPELAGO 20

Other tocaiities... 58 CHILE (aiso see Easter Islang) -

BRITISM WEST INDIES . Saiibago A g9

Anguilia : 297 Santiago ' el et e e 77

G 3. 204 Other 10c3UIDBS..............lvuurerroens rorveanneernisraen: &9

Cayman stangs............ et ugh Aprd 30.., 196 CHINA e

' ' ot 148 LSRR 4428058081005 et £ 8 R8s e 152
Mantserrat 138 c:mgm 58
: 101, 72
Virgin Isiands (Brash). 92 &ww
73 » Hangzhou
Qe - o—— - ] - - . -



APPENDIX B

FOREIGH PER DIEM-RATES

(continued).

FOREIGN PER DIEM RATES.

Qther locaities. ..
COCos (KEEUNG) ISLANDS [P
COLOMBLA '*

COOK ISLANDS.
COSTA RICA .
COTE O'IVOIRE (formerty ivory Coast)

CUBA
Guantanama Bay.............
Guantanamo Bav "
Havana... .
Other lowmes

CYPRUS

CZECHOSLOVAKIA. ...
CZECHOSLOVAKIA ' ..
DENMARK (2is0 ses Faroe isiands ane G«eenlanm

Maamum
Zar Diem
-Localty < Rate
.ESTONIA 78133
'ETHIOPIA )
Agdis Ababa....... 114
Other locaimes... 40
FALXLAND ISLAND! s2
FARQE ISLANDS 148
(251
N ... iss o et e s e eeee et eesses s see e 93
SIGAION= . s 93
Suva ... 93
Qther locauties 60
FINLAND ....... 161
FRANCE

Bordeaux 125
Cannes 135
Lyon ... 134
Marseiiia 109
Nice L 128
Pans (City o) 198
Pans (Emton: 198
Strasbourg’. 156
Toulouse.... 110
OtNEr I0CANNES ..o .o oo s 109
FRENCH OUIANA ...... g 198
Apni t tnrouqn October 31 .. 147
FRENCH POLYNESIA. ...l 142
FRENCH'WEST INDIES ... .. Decemper 15 througn AJ‘u 191
fals.o‘ see Sl Martin/Sint Mnnam Apnit 16 through Decemper 1 153

GAMBIA, TH
GERMAN. oeiigc

o NIV

cngmsq TR
1," ovemner 1 through Apri 30... .

May 1 through Cctober 31 .
GERMANY; FEDERAL REPUBLIC OF

oJIsouUT Aacnen, North RRING-WeSIONANA .............coeveeeeeeee 151
Djivoub (City) Augsburg, Bavana........................... 93
Dpdoun (City) * 8ad Honnef, North Rhine-Westohalia .... 145
Other locaiites................... 8ad Kremznach, aneiam Palatinate ... g4

OOMINICA ...................... Bayreutn, Bavma x 86

DOMINICAN REPUBLIC . Berin, West........... ... 50
La ROMANA....ccocorvcvrrrrrrrrveomnriree,, DCCEMDEY 15 through Apmk 15 - 172 Boediingen, aaaemwmmwu 116
. Apnl 16 mrouqn Dacemna 14 .. 96 Bonames. Messe " . ... 142

Bonn. North AMne:Westphaia. . 145
Bonn, North Rhine-Westonatia * 97
‘Bonn, North Rhm—Westunalu ’ 83
Other ocaiities Bremen; Bremen..... : 124

EASTER ISLAND..... Bremernaven, Bremen:. R 98

ECUADOR Cologne. Norty ano-Wesmnm 174
Cusnca ‘Oarmstagt Hesse ... ; 102
Guayagusl ‘Ouesseigort, Nort Rmne-Westohaiia 170
Manta Ecnterdingen, aaauv-Memucrq 118
Quio Erangen, Bavana ... 144
Qther 'ocahibes ‘Erlensee, Hesss...~ .- Py

EQYPT ‘Eschbom, Hesse............. e 142
Alexandna ‘Essen, NormRmm-Westunalu enie 108
Aswan ‘Esstingen, Baden-Wuerttemberg.... 116

. Caro Feiaberg, ‘Baden-Wuertamberg . 27
Carg! Flensburg, Scnlasmo-Nolstem
Danad Frankfurt am Man; Hesss .:.......

El Ansh Fresburg, Bam-m«»wn

£} Fayoum ‘Fuerth, Bavana,

E! Minya, 'Wmm;'ﬂm

- MU, MAMOWY ..o
ismaiia ‘Hanau, Hessa...:

Luxor Hannover. Lower Saxony

MFQ Bases Hndeiberg, ‘Saden-Wuerttamberg

Nuweiba Hesibronn, Baden-Wyert 0
St. Cathenns arach. Bavir

Sharm el Sheikh "Hoachst, Hesss......

Sich Abdt Ranman “Juatich. North Atine- Wastpn

Otner locaiiies ‘Kusersiautam, Riunetang

EL SALVADOR '* “Korpen, North Rlune-Wastp
Other ‘ocalities..... "Kosrgswarter,

EQUATORIAL GUINEA ..-Komwesthen, Bader- WOBTIIMOBNY ..o oo, 118

o i =3

R-9




APPENDIX B

FOREIGN PER DIEM RATES

(continued)

FOREIGN PER DIEM RATES

Vaximum Yaximum
Per Diem Per Qiem

Locaity “*Rate Locanty Aate

GERMANY, FEDERAL REPUBLIC OF (cont'd) HUNGARY
Lanastuny, RRNSIANG-PUGINTIO. ... oo $ Q4 - BudaDeSt....... L $116

Lugwigsdurg, wm.wmgmm 118 e e e . 36

Manz, Ahinelang-Palatinate................ , 120 .. Octover 1ihrougn Apmi 30 ... ... 128

Mannheim, 8aden-Wuerttemberg 87 : May 1 througn Septemoer 30. ... 136

Moencnen-Giadbacn, North Rhine-Westphatia INCIA [t}

Muenster. North Rhins-Westpnaha BOMDBY ..ot e e e e 126

Munich, Bavara ................ — Caicuna... N

Neilingen. Bagen-Wuerttemoerg. Cocmn ... B B 70

Neu Uim, Bavana............ccc........ Goa ... . 38

Niederbachem, North Rmne-Weswnam Hyderabad........ 7

Nuernperq, Bavaria ..o Magras. .. .. T2

Oberammerqau, Bavana.. New Deinv . 6

Qftendacn, Messe ... 142 Otner locanties.. . T, 36

Rhenverg, North R ) 84 INDONESIA

Rhoendort, North hn.neWe;;pnu.; 145 Bab o 38

Roeceineim, Hessa ...\l s s s e 142 Bamkpapan ... . . . . . . e 20

Saarbruecken. Saariand 1" Bandung.. ... ... ... . L L. 36

Schwapach, Bavana.......... ... ... 144 Jaxarta.. . . 108

Schwetzingen, me-WMemwg.. 100 0 Medan L oendtno Lavteeo L 30

Sindeitingen, Bagen-Wuerttemperg ... 116 51

Singort, North Rhine-WestDnala ..............ccccccueeeivernnnes 108 35

Stuttgart, Baden-Wuertemoerg ... ......cc.c........... myag SO0 L hlcwsmenlaatn e e 57"
SYIUISIANG........oocoeeeeeeeeereenn, 118 79
Tusongen, Baden-Wuerttembery.... Uung Pandang. .= .. 7

uim, Bagen-Wuermemoerg ............. Yoqyaharta.... ... .. a5
Viernheim, Hesse... . QOther locanties... .. - 42
Wackernhetm, Rhineland-Palatinate.... AF
Wallgort. Baden- Wuerttemberg...

Whesbaden. Hesse ................ 1953

Worms, Rhineiand-Patatinate.. 183
Wuerzourg, Bavana fe
XANBA .......coooroerrcreneneieaere s nenreserneensene

Zindort, Bavana-............ -
QOther focaities -

GHANA
Accra 1941
Accra®. 110
Other localifes Ve

GIBRALTAR...........

GREECE 160
Attica Oepartment (incluging Athens) sorLaad 94 110
Souga Bay. Crete AR R e T Y 80 132
Other tocanties... PO IR 54 101

GREENLAND , 4ol 19
Nuuk {formerty maﬂ) BISY R A 143
Other focahines ‘L 127

GRENADA ...........oovcrincnriinenionsnenae Oecember 1 through Apnt:30.i0e 125

. . May ! mrouqn November 30. 3 106

GUATEMALA Rt o A A3 96
Guatemata City Sl ARESA 90 101
Other focalities P iicis 49 156

GUINEA . Bt 140 92

GUINEA-BISSAU P S e . Wiy, &
Bissay..... : rrnaesgssnanrysesss AROIRERL 4] 160
Other locaiities s mnsnspzztyd 20 2

GUYAKA isessemsssoncasiifes 73 T

HAITY . R Bringn) W . o
Cap-Haihen Y SPT 106
Petionville Decemdar 15 through Aom 15, e, 92 103

o W .. . .. .. honi 16 through Decemnoer, 14, a8 112
POR-QU-PANGCE ...ccovveneesncsecrsencacnreeneonens, Decembar 15 through Apnl 1 92 171
. e Apnt 16 mrwghﬂemmw 14 e 88 141

Ther locanties 43 142

HONDURAS 114
Bivisiand 92 129
[PBTIT. . THA I T S5 9
La Coba....... Last it 63 88
San Lorenzo . gy O 103
San Pecro Sula il 88 92
Teguaigaipa —— R 129
Tena:... o 84 127
Trupio e 84 10

--Other 10calbes. ... — 48 ’\83

HONG XONG 162

- Tt

B-10



ARPENDIX, B,

FOREIGN PER DIEM RATES

Locauy
ITALY (cont’d)
Sicily Isiand
Siena;
Sorrento
Stresa ...
Taranto
Tierema ..............cc....
Trento ... %4
Trewiso.... 94 -
Trieste.... 132
Tunn 148
Udine 107
varese.... 107
venice ... Novernder 1 through March 31 . 178
Aoni 1 through Octoder 31 - 187
102
a8
Other localittes . . . . " .. .. . 78
JAMAICA
KINGSIOM ..ooooooeeeeeeeeeeeeemesess e e cntibiere s ess i - . 125
Montego Bay ... December 15 througn Aoni 30 172
. May 1 through December 14 132
NEGNL.......o.ecrricrnnriienenrnsensrenees Decemper 15 througn Apni 30 . 150
May 1 through December 14 12
0ENG RIOS........ooovrerrteer e Oecember 15 through Aont 30.. 172
M3y 1 through December 14. 132
POt ARIOMO ............oeoecermrcnnimane i December 15 through Apni 30 172

May 1 through Oecember 14 .:

Other tocalities ............... .
JAPAN
Akfta ..
Asanikawa.........
tsuQr, Kanagaw ..
yase City, Kanagawa..

eppu, Oita..........

Chitose

Fukuoka ...

Fukuyama. Miroshima

Gily..........

Hirosima .

Kagosmma

Kanazawa, Ishikawa.

Kitakyushu, Fukuoha

Kobe. Hyogo

KOCM .....oeeennnne

Kumamoto .......... . R it 183
Kure., Hirashima . e P 188
Kushimoto, Wakayama oo . AL 149
Kyata-..... 200
Matsue, Stumane 170
Matsuyama, Ehime....... 164
Miyazan 149
Monaka, 'wate 7
Nagasam 187
Nagaya. Aich : 23
N i BN Rz 192
Nanta internatianal Airport reeraniisensensy s 171
Nigata... 157
Qbimiro 154
Qisa .. m
Oita....... 170
Okayama 179
Okinawa Island 209
Osaxa 237
Osmima istand......... 212
Qsu......... 204
Saga .. 187
Sapporo. Hokka:do L ol 211
Senda, Miyag awneny e st P 210
Takamatsu, Kagaw o iia i Kotk 192
' wamy, Gify osandiiisi Bl o sipid s 191
"amano. Jkayama it N it Sl 170
Jatevama. Chiba S AT, 178
] . B

(continned)

A
st Yoxonama. Kanaqa\n

5+ Otherocaiites...
;. JERUSALEM-.
. JORDAN
KENVA
Kisumy ..

gac Lion Hill CammNakufu Natonai Pam

a Maiing..

Chnstmas istand:
Other locaimes...

FOREIGN PER DIEM RATES

B e . B Maxinum
[ R e o g @M
8ai2

o <2
[ '

-3
ot _ , 3
2 Ropents intemanona Anrnon — P 43
22 Qthar.locaiities... ) 42
L UBYA....... 119
-7 IUECHTENSTEIN 118
#7 LUTHUANIA ... erganrvger 133
2 LUXEMBOURGI: . 2002 8T oo ffraiiang 185
T MAGCAU-........ 5. TN I R .

Novcmw 1 through March 3.
Apni 1 through. Octoder 31...

T 39
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i R T T ] et 4 LR S e T “daimum
Per Jiem
Locaity 3ate
MALTA ..ol NOWEMOEr 1 through Macn . . "2 . NETHERLANDS, THE (cont’d)
Apni 1 mrouqn Octdo " _ . Amnem. Geideriand .. .
MARSHALL !SLANDS s £’ *  Bergen op Zoom, Noord Brapant .
Kwajuien IS1and.................. : ) '_ A " & Boexelo, Qvenysse: .
Maro istand ... , ethi 60 > Oeiden. OVeMSSet...............c.ccccccocemrorvv s
Other tocaiities ... : . 20 . Ooom., Utrecnt ... .
MAURITANIA : R0 #5 Dorgrecnt. 2uid Holland....
NOUBREROM ..o o commenssmms s s 108 -, Enohoven. Noord Brabant
Other locaities . -] v Enscheds, Ovenissel.....
MAURITIUS..... . .. ... ... .13, - Haartem. ‘Noord Holland ...

MEXICO

Decemw 15mrouqn

Aoni 15 througn Oecer '15 .
Caneun .oooooooooee . ... . Decerndes 16 through Aont 1%
Aprit 15'through-Oecamber 15
Chetumal .. ... K
Chinyanua....

Cigad JuareZ .. Noorawnk, Zuid Hotland .
Coatzacoaicos.. Qotmarsum, Qvensset ...
Cozumet ............ December- 16 through Apni 1 Papenarecht. Zuid Hoiland....
- - Apni15:through Decemper 15 Roosendaal. Noord araoam
Cusrnavaca ... Rotterdam, Zuig Hollandg.......
Ensenads-.... Sassennesm, Noord Holland .
Guadalaiasna .. . Soesterderq. Utrecnt....
GUANBIATO ... ; Utreent, Utreent ...
Hermositlo . Vaikenourg, Limburg

Leon
Mamanmo s

Dmoev !6 through' Aom 1

Hague. The. Zuid Hoiland .
Heenen, Limburg.....
Hengeta, Qvenjsset ..
Lerden, Zuid Hollang.
Lisse. Noord Holland.....
Maastnent. Limbdurg..
Margraten. Limbdurg ...

Zeist, Utreent........
Other locauties ..

NETHERLAND AN‘I’ILLES (aiso see St. Marnn/ Sint Maarten)

-~ Apni1$ through December 15... 89 , ARUDA......... oo Ll st * Decemoer 15 througn Apni 30............ . . 187
Mmmaos . - T T 83 = © May ! througn December 14 .. 12
Mazatlan 83 - Bonawe ...l OecoMber 1S through Aonl 30..e..... .
MEMIBR...........cooovereverieirssssseereeencsmneesasemcanerestssbonsansainsinsssesessan 62 o © My 1 ihrough Qecemoer 14 ...
Mexcal........... 2 . CUrata0......c.ooreeevecmncemrccreecreenieene December 15 tnrough Aoni 30..............
Mexico City (OF) 74 : : : s May 1 through December 14 e
Monterrey ... S SO SN N | OtNGr 10CAIES....rrroreciroe . December 15 through Apri 30 87
Y I I NS crpelc i 58 Co A "Maylmrouqn Oecemoer 14 . 7
Nuevo-Laredo .. e o e e i -Yﬁ*.«'ﬂ; - 59 N“c‘uwnu . “ B R 117
- RN {51 of (0 5 LT a1 TSRS ¢
. . 163
158
-San Felipe (BCN) 121
San Migueida Attende-
TAMDIED.......ooe e eenemenrecensassnesesnessssmssansse rsamsssssmasssssssscsneosssmnssaisasismoisegiiorns I8 o MBIIGUR i e 140
Tiuana 3<
VORI oo eeessessassssseesmsessenessenssmsmsssssssssasssenssssmsssssrssroiinttmre s 81 L OGS OGBS .co.oeocrcrrecmininnind b 45
Villahermosa
Other locaiites....... N i e OB T U AQRORL....... L e e st s 54
MICRONESIA, F!DERM’ED mns 0! ............. 92
KoS£a@ 1S1and ... .co et 3 7
Pohnpes Isiand. e T T e 89 112
Truk Isiand e prser 108 57
vap isiand I, ..,mu:n\}?‘g S v 3
Other focatties. ' VANINT 20
MONAOO eerusesbensssiessiarensbenes k : . 128 80
159 61
MONGOUIA. e enn e v " 92 85
MOROCCO On 03 ol 0"1\ - ) 65
AQAUS ...l ionivsnns Y - o 64 ; 36
g:amm . - s ) g o BTN T 1?‘2
Marrakecn 72 CONGE YT el
mbﬂ 74 ¢ .- | At [T 144
Tangier 82 E:Y -Salalah.:™ (oY f,:'., : n: 112
Other tocaiites.... 39 - Other locaibed -5 38
MOZAMBIQUE . 101 par  PAKISTAR [T]Y. il 3
NAMIBIA. 8% <2 Fusalabad. .l 30
NAURU 10 -t 41
NEPAL o 109
Kathmandu 67 b 78
Pokhara. L 58 P B4
Oher 10CaUiDeS......... Lo 26 ol 92
NETHERLANDS, THE 4 77
Almelo. Qverssel ; [ 7 S B0
-Amsteraam. NOOM Hollang-............0 0 i il 130 e . 34
5@..,.\..,.; o Svmaenes. . - - = 0~
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FOREIGN PER DIEM-HATES ... | FOREIGN-PER DIEM.RATES:

‘Aaximum.

Rl

- Locaity

Locas - PN
y * SENEGAL' (Mm o BN

PAKISTAN (1] * (cont'd)
Quera '

Other localihes........
SEYCHELLES
SIERRA LEONE ::

. SINGAPORE.....
“*  SOLOMAN ISLANOS
- SOMALIA .

. Hugesa' et

PAPUANEWGUINEBA ... ... . ...,
PARAGUAY

Asuncion ... er et i e
Encarnacion ..
San Bernarding.

' SPAIN (aiso ses Balnnc lsum: & Cmaty isiands)

"""" BUTBIOND ., om o miprivos st
&% Bibao Gt it e LR el S

o‘ﬂef.lselh(lﬂ —
PHILIPPINES

Bagwo City .......... : o a...... , p—
Cetw......... —— s La Couy ... I v
Davao City o L LOON .oyt
?a::aé.a.;“ o L sttt e
7]
Other locaiiies
PLAND (1)
Krakow -
Poznan. : o
Warsaw.......... ¥, . nesans it esresese e o .
QOther localibes oz — reereernsaaanes
PORTUGAL (2is0 ses the Azores ang Manm islang) 21 ‘e Smnna [ Comuomla ......... . 99
Aigarve Prov. ....... - SOV ey e e S 135
Alverca K3 {‘f‘.‘ T T 1;:111":“1: .<.h-u.v-”f.flv~'?:, 141
Cascais 121 s vaiencia'...............0... _ 12
) Y z‘m n
Qeras }g: CO o aon e S AER | ¢
e T GRILANKA T : i _
Other locaiities 104 ;L Colombo ... "',(J "r,_ﬁ?‘ ‘ 63
QATAR 145 OMrIocHORS. oz 52
ggwga 118 ml XD EEVATE ASTANIARR 4 B ran 192
eucwm ‘20 ?: m 'mm PP Boan o tEen thwn oaastos . . . .. . L:'l(a l KRN 46
Qther localines 8 SURINAME... oot 108
AWANDA L. B e -
Kigak. 134 TR (R
Kigah ' 121 e 148
Other tocaiities e 176
ST. CHRISTOPHER & nsvus 149 wrtoietine 1268
128 20w
ST. HELENA . ‘:“, ’;9
ST. LUCIA eae s Wl J-n.': 160
May 1 through Noverioer 30. <.y 138 eopmse. 152
ST. MARTIN/SINT MAARTEN...... accerrn 15 throligti m 20 BT 303: wapmgts 149
2y 1 through Decam : ' W
ST.VINCENT & ............ccccovvrrcvennen ¥ 143 ! 55
THE GRENADINES 2 sepuogpntin. 168
SAN MARINO SRRy P 8 mogbiskegoy 87
SAQ TOME & PRINCIPE eetergeppppiee 140 B 13
SAUDI ARABIA T o AT
Ohanran ... IR 130 8T
Ome’ |0C3‘mﬂ HRARTIET i : 144
SENEGAL . ORR¥
)aw O 2S, gey 12
Cag1acK . e
3tolons :v}ﬂ!.“""' mw
Tamobacu.naa B i 8 o)
Ziquinchor ... 97
“
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apT A RO R T

T L

$ 38

54

e B ZRUS o -]

s ,-‘.(é R, ey

e PR e phabGat. 107

" e s 80

54

42
34
142
70
73
5»» ¥ 188

AR, 32 ’n A
R R L

ro;zuu,ugu\un oy
TAIMOADE oBAGS
Tonaqo PIPRTRPIIE. NCTI T T

i mn,- nmq-- *?«u tsn.-r;.‘ i
THUST mggerq
. P"w Islm BYED !“
TUNISIA

Algoya.: e CUROIAL ¢ i R
Ankana A e

Antatya .

+ AP 50 e S e »n;mtm T RSO R R R
i - R L

B TRER

g ML gl T T HRRT T ROT M s’“vt\:r'

: ;; BTN S A RTARY W
. \r‘m fu:r“r*v‘&wﬂt-“‘wr

P Y LA t&'x"t.z#
A -("‘ .
... 198
- [14
Bl Adm’ts m‘ﬂ [ B -~ ::
UGANDA -~ 1n CDsE R [ TSR pw: w@"%‘t"‘ufu‘ 152
Nampala:...... ‘ 150
Kampaia ™. : o4
MO . 150
USSR, _ 133
UNITED ARAB EMIRATES
Abu Ohaps 137
Qtrer locaities 23
UNITED KINGOOM
Aberdeen, Grampian, Scotiand 148
Banbury, Oxtordshire, England . 129
Barow-in-Fumess, Cumbna, England ... v :g

Maxmmum
TREY Pt e
E Y TN Rate .

s e »t,

(continued)

Lo g oy e

o
t‘-'{J
He
-

Y
[

T LRRESET

,h
LR
I

py

Maxmum
Sor Diem
s Jae
" UNITED KINGDOM (cont'd)
Basingstons, Hampsnire, Engtand ... ... $155
“Bath, Avon, Engiand ................. 148
Beauieu, Northamptonshire, England .. 138
” Birminghaim, West Midiangs. Engidng 115
 Birviey, Ournaen, Engrang ... 108
Blackpooi. Lancashire, England 109
" Botley Hiil, Suirey, England ... 107
" Bounemouth, Dorset. Englana 102
Brackneil, Beriishire, England ... 157
"avamun. ‘Nest Yorushus, England.. 100
" Bngnton. £ast Susser. England... 114
Bnstol, Avon, England ... 17
Buighan; Essex, Engiand . 106
Burniey, Lancastd. England...... 17
Bury St. Egmunds. Suttoik, England . e 106
Cambndge. Camunuqesmw Engrand ... e o 122
Canerpury. Xefit, Enqland . 13
Canvey islana. Essex. Engtand 106
- Caversham, Bevusturg, England ... 136
Chatham. Kent. England ... 118
Chestertield. Derdysnwe, Englan 112
“Cheriey, Lancasnwe, Engiand ... a9
“Cirencester, Gloucestersnirs, £ng! 109
Caventry, West Midiands, England 118
Crawiey, West Susser. Enqtand 174
"‘Crogwedl, Wiltshire,, e
Dasestury, Chiashu 106
Dertry, Defbysnwe.” 107
Oumbarton, Scotland 120
Ounstable. Bedfordshire. -
East Horsey, Surrey, Enqlano !
“ Ednourgh, Scotland ... j
- Fasrtord. Gloucastershire, England L.d
Farmborough, Hampsiwre, England 107
“Fanham, Sursy, Engling . 107
“Finchingesd, Essex; Enqlm 9e
' Futwood. Lancasture, Ergtane 109
“Gatwnck Int'l Awpoet, England 174
Glasgow. Scofland... 146
Gnmsby, Humberside 108
 Madan, West Yorxshire, Enqland 104
Helensourgh, ‘Stotiand............ 102
“Hentey, Berksiwe; Engiand . . 119
Migh Wycomoe. &u:mqnm!m Enqtand 142
Honlv Surrw Eﬁqlanﬂ 174
i d, .V U8 ERGIAO ..o e 104
i 101
...... 133
138
108
e e e et rsenre s 146
“Kemple, Mm Engling .. 109
“Kilkinghoime, MOMGe'sice; Enqtanﬂ 108
‘Lacety, Humoerssd; Entiang 108
L8, WOSE YOS ENGHIA.. ..ot 122
“Locaste, Leics3tsryning, Enclam . 108
“Lverpool, Muslysm Enqlaﬂd 113
“London, Efigiahd ™ 201
Luton, Beagtorgsture, England .. 13
“Lynahurst U 138
Mwuﬁ. s«tsm Eﬁglw t4Q

, Notagnamshiite, Erigiand
Oxted, Surmey, Engiand ...
“Bansnine. England........ s
Petersarolug, CamBrdgasnire, EAGING.................coovmmmmrmmmminisssssssncssssssessssiaens o}
. . 8
Portiand, Dorset. England 98
508
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. .-FOREIGN PER DIEM.RATES

Locaity

UNITED XINGDOM (cont’d)
Portsmouth, Hampshire, England
Preston, Lancashwe, England .
Purttest. Essex. England
Reading, Berkshire, England
Rochester. Kent, England
Saftron Waidon. Essex, Enqlam
Saimesoury, Lancashire, England
Shettieig, Deroyshire, Enqland
Shetland isiands ...
Sonning, Bmsmre. [’
Southampton, Hampsmire, England

Maximym

- Per Oiem
~kocaity, )

: ZIMBABWE iy
omen Fonemn LocAUTES. {703} ARASHET 5g

: 'Toiyo Jagasi; mlm Yom

E\S\K:J.

(1w symbol denotes excess or near;excess st

traveiers.in thess countnes 1o minimize. the, use, of U, S umlars tor tray 304 per. diemn
expenses. ¢.q., purchase of forengn.currency only trom.u.S. ‘Governm gursmq facin-
neswmeaunmommwcueuuumaoum Se FTR! 1 1040 g

*Rata 10 b8 raducad 10 ths level (wihout further raduchon for lodging) n%“tn Hpnse. Recre-.
alm Assouanm or- Commsssy ooormd‘louqmq rwlmos ae! usm BT,

lodging an’#ﬁn
incdental experses .

'Thrs nu gtern r2ts 1S based on the. .nown charges for,the.anly.
zwlaou at.the locaton named, Olus an amount.to cover

*The term - ‘Pans 1Emmons) 18 comnnsed ot the. ueoanmams o' Essonne
Seine. St Oemis, Val-de-Marme,. Val-d Oisa and Yvetines, -

Hgﬁﬂ(ﬂc Seine,

i Y
Rt

. zam

The rate for the frst day.n.any hotetn the German Oemocrane R!bdﬁlc‘hw 1ﬁcreasec
by the.amount.of 3. manutory 00M. reservanon fee, f legi;’u hAre, b“mmr

1 _cm-mnonmv.nncm%a

[ lumneo to that.area falling within the ffifiwing name«
special 23 waras 1Ku); mmww B m&ﬁem S Fao'g“m Kat
sushiaa, Kita. Koto, Mequro, Minatd, Naxana, Nenma, Ota, Setagaya, Sﬁ&mya’ Shlnaqawg
Shinpuy, Suginarme, Surinda, Taito mo Tosmma

R n"\.

* Rats 10 0@ reducad [0 (s level when emolovm au st:qu n Govemmé&”%‘ea or Gov-
mmleanwmawooslml?msun . :

*The per diom rate for employees. usmq Emom Lssouauon quest rooms*s?s 83 ai.
Emoioyes Assoczaton apartments 13897, .

"The i mo for the first day i any hotel in.the U.SS.R: may be mmaseo by m mount o
3 mmovy ro0m reservanon fee. f levied. Also, when.there 1. rrmecfee for gro-
mrm!amwmrmmmwssa mepeﬂclﬁmmem
umawuymmmmm

“'1.
" Ths tarm “London ™~ is"limrad 1o the area’ lanmq wiltin. the c:ry and 32 tmmuqns wrIgH
together ars know as Greater London..

'¥Rate 1658 reduicad to s level (withold an further reduction for muk;mqy.tconuanoc
oonteufamsanusec. T

. mmbu‘

WABOW v
LIV EES
WanalR~

"Rmrudmmmntommnmmmmnm

:"mmm&mhm&@uhmwmacmesluomaooano

"Federyl civikan efiipidyees’ Qegy_logl_z‘ COfisacutve hOUrs or more (0488 #otiowng fiva -
iriger Pay Aligwanca under Chapter 650 of thesStariaraized
Mohs\mn 25% Colomua-zdx E‘.-Smaaosozo%tteuanon 25%
: AL

e ke,
,,qg}lmur Bonon Oidam: Rochdale, Satorg
L pphonet wnil -
Pter

"Rm tnr omm suynu 1 the USAID Swf Houss wiila on TOY in Qum. Ramszan

Steepie Aston, Oxfordsmre, England ... 116,
Stevenage, Merttordshire, Englang........... 108,
Swincon, Wiitsture. England .......... 132
Tetbury, Gloucestershire, Entho 124
Thameshaven. Essex. Engtand ... 108,
Wartingham, Surrey, England 107
Weihingborough, Northamptonshire, anma 104,
‘Nesternam, Kent, England ... A — 107.
West Thurrock, Essex, Enqlam s ,‘;“:"_ 108
Weymouth, Dorset. England ol . 98
Wokingham, Berkshira, England .. 138,
‘Noodbndge. Suttalk, England 11
Yorn. North York, England 118
1sther. ocaities 94
URUGUAY
55
99
80
55
127
" 69
eseoses 89
o 52
v %
VIETNAM e 68
WALLIS & FUTUNA : i 116
z:g:: g:%a“ A ) PRSI o S0 L (Y SRR SRS 0N ] gg
Y%AEN ) ¥ A m.; Tisry NGOG 100
Om’:’ localities BRI 5‘ A LAY 2L SRS 13 o
YEMEN ARAS REPUBLIC e 137
YUGOSLAVIA
Beigrade. 104
Blea n
Caviat g
Dubrovnik gg
Grad Podvin ]
Liuohana 88
Qoatia. g
Saryievo m 74,
Spnt.. - ﬁ-ﬂ L 88
Lagred : 112
Other locaiites L 63
ZAIRE g
Bukavy Sl 62
s g PR 1o
. VO PTG, “
Koiwea T et 1 o w..‘ 2
busumaash e e
Other localibes s e
ZAMBIA T s T L Sk 120
:;:‘ TR 10
D"' .cs_w ALY S TN
Lvmgstone - l’?n.yﬂ.;' PSS :g
453k R IR AR ST 100
laoia ORI 1kt v 53"
Jther (ocaiies ety
08 —

g -y -

B-15




