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PART 2006 - MANAGEMENT

SUBPART A - NATI ONAL DI RECTI VES

§ 2006.1 Ceneral.

The directives described in this Instruction constitute the established
policies and nethods necessary to conduct the prograns of the Rura

Devel opnent. Directives will be processed in accordance w th prescribed
authorities and procedures. Published directives, other than Adm nistrative
Notices, will not have the signature of the approving official; appropriate
officials will indicate approval on the official record copy. Tenporary
Changes will no |longer be used as directives in accordance with 8§ 2006. 4.

§ 2006.2 (Observance of directives.

Directive requirements nust be put into effect i mediately on receipt,
unl ess an effective date is otherwise indicated in the body of the directive

or in the Procedure Notice. Enployees will observe directive requirenments at
all times; failure to do so, subjects enployees to appropriate disciplinary
action. |If the issuance appears inadequate for its purpose, a report should

be made t hrough regul ar adninistrative channels, or an enpl oyee suggestion
shoul d be submitted in accordance with RD Instruction 2006-H, "Enpl oyee
Suggestion Program" Al new and revised directives nmust be studied carefully
by empl oyees affected. As appropriate, each new or revised directive will be
di scussed in staff conference so that all enployees will reach a conmon
understanding of its effect.

§ 2006.3 Authorized types of national directives.

The followi ng are authorized types of National O fice directives:
Instructions, Adm nistrative Notices (AN), National Forns and Forms Manua
Inserts (FM), Form Letters, Cuide Letters, Procedure Notices, Tables of
Contents for the Procedure Manual s, Handbooks and Reference Manuals. The

mast er copy of each of the above will be maintained by the Regul ati ons and
Paper wor k Managenment Branch (RPMB). The Administrator or the representative
to whom has, in witing, delegated authority will approve all or specific

types of directives. The Chief, RPMB, is authorized to review all directives

DI STRI BUTI ON: WBAL Adm ni stration
Managenent
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§ 2006.3 (Con.)

to determ ne the need for Federal Register (FR) publication and approval by
the Ofice of the General Counsel (OGC) for legal sufficiency. Al Rura

Devel opnent Directives will be published in the FR unless the Adm nistrator
concurs with the decision of the Chief, RPMB, to nake an exception to this
requirenent. All directives nmust be approved by OGC unl ess the Admi nistrator
concurs with the decision of the Chief, RPMB, to nake an exception to this
requirenent. [NOTE: Unnunbered Letters (ULs) are not part of the directives
system The use and filing of ULs are to be in accordance with RD Instruction
2030- C. ]

(a) Instructions. Statenments of policy, rules, and regul ations
prescribing the nmethods for conducting business will be issued as a type
of directive under the classified manual system (see 8§ 2006.5).

(b) Administrative Notices (ANs).

(1) ANs, in nenorandum format, may be used to nake tenporary
clarifications of existing Instructions, Forms, or FMs; to convey
i nformati on on subjects covered by these issuances; or to provide
tenmporary operating policies or procedures. ANs may not be used to
change Instructions, Forms, or FM's (except as indicated in the
precedi ng sentence for tenporary policies or procedures); to
prescribe continuing operating policies or procedures; or to
prescribe policies or procedures, even though tenporary, that
requi re FR publication.

(2) RPMB reviews all ANs before they are submitted to the signing
official. OGC reviews ANs only when legal matters are invol ved.
ANs are not ordinarily published in the FR but are avail able for
public inspection. ANs have an expiration date of one year. The
nmont h and day of the expiration date should be the |ast day of the
nmont h of issuance and the year should be no | ater than one year

| ater.

(3) ANs are filed in the Procedure Manual s in accordance with the
filing instructions noted on the AN

(4) RPMB assigns a serial nunmber for ANs after they are signed and
i ssues a checklist of ANs which is maintained by manual hol ders.
Destroy ANs onitted fromthe current checklist or ANs that have
expi red, have been rescinded, or have been superseded. Expired ANs
are not to be utilized.

(c) Fornms. A formis a reproduced docunment with blank spaces for
insertion of information. Al fornms will be identified by a nunber,
except forms used one time. This exception applies to special report
and survey forms which are reproduced only once, and exhausted at one
tinme.
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§ 2006.3(c) (Con.)

(d)

(1) National Forms. Forms needed to transact Rural Devel opnent

busi ness will be prescribed by the National O fice. Normally, formns
used in connection with particular types of transactions are
identified in the directives prescribing the procedures for handling
such transactions. Rural Developnment forms will be issued when an
appropriate Standard Government or Departnent of Agriculture form
cannot be used.

(2) Fornms Manual Inserts (FMs). FMs will be issued by the
National Office primarily for the assistance of Rural Devel oprent
enpl oyees. The FMs will provide a sanple of each formused in
field offices, with detailed instructions regarding purposes of the
form references to basic Instructions and other directives, except
ANs, requiring its use; information to be inserted in the form
nunber of copies to be prepared and signed by various parties to the
transaction; and distribution. Detailed instructions about

conpleting a formwill be omitted fromthe text of Instructions.
Forms to be conpleted by the general public will have instructions
avai |l abl e.

FormLetters. A FormlLetter is a pre-conposed letter, the text of

whi ch may not be altered and that is required by an RD Instruction

(e)

CQuide Letters. A Guide Letter is a sanple letter which prescribes

the style and contains information for use in preparing a letter or

nmenor

andum The text of a Guide Letter may be altered to fit the

situation at hand. Cuide Letters are intended to save tine in
conposition, obtain uniformty in the handling of simlar transactions,
and expedite the flow of work. CGuide Letters are useful when it is not

pract

ical to establish a printed form or when typed letters are nore

appropriate than a printed form They will contain cross references to
appropriate Instructions and other directives regarding their use.

(f)

(09- 10- 03)

Procedure Noti ces (PNs).

(1) Serially nunmbered PNs will be issued at planned intervals to
transmit directives to manual holders in various Rural Devel opnent
of fices. Such PNs will be used to:

(i) Transmt general notices,

(ii) Indicate effective date of a procedure item as
appropri ate,

(iii) Provide manual maintenance instructions regarding the

i nsertion, renoval, correction, change, and marking of
directives,

PN 363
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8§ 2006. 3(f)(1)(Con.)

(iv) Announce new, revised, and replacenment fornms, designate
obsol ete and superseded fornms, provide for the disposition of
repl aced or obsolete forms, and provide form supply and

requi sitioning informtion, and

(v) Provide summary statenents of purposes of new and revised
directives.

(2) Unnunbered "Special" Procedure Notices will be used for the

pur poses stated in paragraph (f)(1) of this section to transmt
directives and notices when such material requires i medi ate rel ease
bef ore issuance of the nunbered Procedure Notice.

(g) Table of Contents for the Procedure Manual. A Table of Contents
will be issued consisting of a list of all current directives in the
order of their classification, showi ng under each itemits distribution
all sheet revisions, nodifying, and suppl ementing references made since
i ssuance of last conplete revision of the item Tables of Contents are
i ssued periodically to provide a checklist of current directives and
also to serve as a supplenent to the classification systemin |ocating
mat eri al

(h) Handbooks. For nore conveni ent use by enpl oyees, selected
directive and informational material may be issued as Handbooks.
Handbooks wi || be considered as authorized types of directives only when
so referenced by an Instruction or other authorized type of directive.

(i) Reference Manuals. Selected informational material for use by
enpl oyees in performance of their respective duties may be assenbled in
reference manuals. Such material may be distributed by use of

announcement in a PN. The PN will specify potential use, by whom
general |y used, and any special filing instructions. |Issuing Unit
Directors are responsible for an annual review of material being

mai ntai ned in the reference nmanual and will advise by PN when specific

items are to be replaced or deleted.

§2006. 4 Di sconti nued types of national directives.

Tenmporary Changes may no | onger be used to clarify, nodify, or otherw se
change Instructions or other directives.

§2006. 5 Cl assification and nunbering of directives.

Each directive will be nunbered and classified in accordance with the
Procedure Cl assification Systemas prescribed in this section. This nunber
provides a guide for filing the material in the manual and affords a
systematic and | ogi cal grouping of related material under correspondi ng
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nunbers so that material pertaining to a given procedure or subject can be

| ocated readily. The classification nunber for Instructions will be of two
types as discussed in this Instruction. The old three-digit instruction
nunbers will, as soon as possible, be replaced with the present four-digit

nunber consistent with the numbering systemused in the FR

(a) RD Instructions.

(1) The classification nunber of an Instruction currently consists
of a four-digit nunmber consistent with the FR system The four-
digit number is followed by a subpart letter, both of which
constitute the classification number. The old three-digit
classification nunber which is followed by a decimal point and a
serial nunber does still exist on a few Instructions. The seria
nunber is not part of the classification number, but represents the
nunber assigned to the individual document as issued under the

desi gnated cl assification

(2) The overall functions of Rural Devel opment have been divi ded
into several parts consistent with the FR System Part 2000 will be
used for Instructions pertaining to "Adninistration," "Business
Services," "Personnel," and "Fiscal Services." Part 1900 will be
used for "Program QOperations." Part 3500 will be used for

i nstructions concerning only the Rural Housing Service. Part 4200
will be used for instructions concerning only the Rural Business-
Cooperative Service and the Rural Uilities Service. The last two
digits of the number would indicate a nore specific kind of
instruction and woul d be followed by a dash and the subpart letter
conpleting the instruction nunmber. The nunmber and the subpart
letter will constitute the classification nunber.

(b) ANs. These issuances will be nunmbered in the order in which they
are issued. The appropriate directive classification will be shown in
par ent heses followi ng the serial number.

(c) Fornms, Formletters, and Guide Letters.

(1) Three-digit nunmber. No new three-digit nunbers will be
assi gned.

(2) Four-digit nunber. The four-digit nunber and subpart letter of
a Rural Devel opnent Form nunber and the nunber assigned to a Rura
Devel opnent Form or Cuide Letter will be assigned according to the
RD I nstruction that prescribes it.
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§ 2006. 5(c) (Con.)

(3) Suffix nunber. The three-digit or four-digit nunmber will be
foll owed by a dash and a suffix number which will be assigned
serially. To further identify Rural Devel opment Legal Series Forms
prescribed (or individual States), the abbreviation of the name of
the State will be shown followi ng the suffix of the form nunber
(see RD Instruction 2006-B.)

§ 2006.6 Dating of directives.

Al l

directive material will bear the date on which it is signed by the

approving official. Follow ng are standard practices for dating Rura
Devel opnent directives.

(a)

New | nstructi ons.

(1) Issuance date. The date of issuance of an RD Instruction wll
be shown on each odd nunbered page in the Iower left corner. The
nunber of the PN with which the Instruction is transmtted wll
foll ow the date of issuance.

(2) Partial revisions. When paragraphs are revised, added, or
renumbered w t hout the rei ssuance of the conplete Instruction, the
dat e of approval and the number of the PN transmitting the
Instruction will follow the text of the appropriate paragraph; for
exanpl e, "(Revised 07-16-03, PN 361.)." The nunmber of the origina
PN will be retained follow ng the original issuance date in the

l ower |eft corner on each odd nunmbered page. When pages are issued
whi ch contai n paragraph revisions or additions, there will be

ent ered bel ow t he page nunber "(Revision 1)," "(Revision 2)," and so
forth. The revision nunber will indicate the nunber of tines the
page has been reissued since the date appearing in the |ower |eft
corner on each odd numnbered page.

(3) Conplete revisions. Wen an Instruction is conpletely revised,
al | paragraph revision dates, page revision nunbers, origina

i ssuance dates, and PN nunbers will be renmoved. The date of the

conpl ete revision and the nunber of the PN transmitting the revision

will be entered in the lower left corner on each odd nunbered page.
(b) ANs. The date of issuance of an AN will be shown in the heading on
the first page. The nunmber of the PN if used, with which the ANis
announced, will be shown under the distribution in the |lower |eft corner
on the first page. The date and PN nunber will be shown on each

succeedi ng front page.
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(c) Fornms Manual Inserts. The date of an FM and the nunber of the PN
transmitting the insert will be shown in the lower left corner of each
odd number ed page.

§ 2006.7 Use of abbreviations in Rural Devel opnent directives.

If the organizational unit, type of loan, or other applicable termis
referred to only once in a particular directive, abbreviations will not be
used. |If referred to nore than once, the termwll be witten out the first
time it is used, followed by the abbreviation in parentheses; for exanple,
"Single Fam |y Housing (SFH) Loan." The abbreviation may be used for
subsequent references in the directive.

§ 2006.8 Distribution of directives.

(a) Wthin Rural Devel opment. The follow ng are general procedures
established for distributing directives to enpl oyees at various
organi zati onal |evels:

(1) Distribution by codes. Directives will be distributed to

enpl oyees according to their respective needs. These directives are
sonmetines limted in their application to areas, offices, or

i ndi viduals. A convenient nmethod of indicating distribution is by
the use of "Distribution Codes." All holders of a given type of
manual (material bearing a given distribution code) will receive all
directives bearing that particular code, except as otherw se
specified. For exanple, the code "W indicates distribution to all
Nati onal Office Empl oyees, including the St. Louis, MO Office. If
distribution is to be made to New York only, "Distribution: W AL
in New York" will indicate distribution to National Ofice and St.
Louis, MO Ofice, and to Area and Local O fices in New York only.
The followi ng chart shows distribution codes:

Di stribution Code Directives For
W National O fice including
St. Louis, MO Office
S State O fices
A Area Ofices
L Local Ofices
P Empl oyment Officers and ot hers

engaged i n personnel work
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§ 2006.8 (a)(Con.)

(2) Distribution schedule. Al official issuances will be
distributed via the Internet and can be found at
http://rdinit.usda.gov/req. An e-mail |ist does exist if an

enpl oyee wi shes to be notified when there is a posting to the
Internet. An enployee may request to be added to this e-mail 1ist
by sending an e-mail to rd.coment s@sda. gov.

(b) Special distributions by State Ofices. The State Ofice wll
di stribute copies of directives for designated counties, designated
attorneys, participating title insurance conpani es, and County
Conmi t t eenen.

§ 2006.9 Coordination of release of directives.

(a) GCenerally, all directives will be nade avail able on the Internet
only; however, in a few isolated cases, forns are still being printed
and stocked at the St. Louis, M) Ofice. These new or replacenent formns
will be released to reach the Internet at approximtely the same tinme as

stock supplies of the new or replacenment fornms are in the St. Louis, M)
Ofice to be ordered by using offices.

(b) If it is necessary to release the directive before supplies of a
new or replacenment formare available, the PN covering the directives

will indicate that the formw Il not be available for requisitioning
until further notice. Field offices will be advised by another PN when
supplies of the formwi Il be distributed or may be requisitioned.

§ 2006. 10 Manual i ntenance.

Heads of offices and supervisory officials are responsible for seeing
that the contents of directives are brought to the attention of, and nade
avail able to, all enployees concerned. Since National Ofice directives are
avail able on the Internet, the National O fice does not require field offices
to maintain procedure nanual s, except that State Ofices are required to
mai ntain master nmanuals in accordance with RD Instruction 2006-B. |If there is
a need to mmintain paper copies of directives, including State directives, the
State Director should issue a State Instruction prescribing the procedures and
requi renents for distribution and maintenance of paper directives.
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