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1.                        NYASCOE POLICY HANDBOOK

A.   STATEMENT OF PURPOSE - This handbook in its first edition was 

     adopted by the NYASCOE Board of Directors on 11/4/87 for the

     clarification of the NYASCOE Constitution and By-Laws.  This 

     Handbook does not supersede the Constitution and By-Laws.

B.   MAINTENANCE AND REVIEW - Responsibility for publication and 

     all Handbook pages will be dated to insure proper administrative 

     control.  All page amendments to the First Edition as adopted by 

     the NYASCOE Board of Directors will be annotated where changed 

     and the page re-dated according to the change date.  The 

     parliamentarian, working in cooperation with the Treasurer, will 

     be responsible for maintaining an updated copy.

C.   DISTRIBUTION - Copies of the NYASCOE Policy Handbook will be 

     furnished to each county office, NYASCOE Officer, and NYASCOE

     Board Director.  The Parliamentarian, working in cooperation 

     with the Secretary-Treasurer, is responsible for distribution of 

     this handbook and amendment changes thereto.

D.   AMENDMENTS - to this handbook may be made by motion at a regular

     Board of Directors meeting.  The motion shall be voted upon at a

     succeeding meeting.

2.                         NYSACOE ELECTIONS

A.   NYASCOE NOMINATION COMMITTEE

1. Membership - The Alternate NYASCOE Area Directors shall 

    serve as members.  A Committee Chairperson shall be  

    appointed from this membership by the President.

     2.  Call - On behalf of the NYASCOE Executive Board, the NYASCOE 

         President shall be responsible for executing the annual call

         of the Nomination Committee to insure elections are carried 

         out in a timely manner.

         Note:  Constitution, Article IV, states this will be at 

                Least 30 days prior to the Annual Membership Meeting.

     3.  OBTAINING CANDIDATES FOR OFFICE - The Area Director and his/ 

         her Alternate will be responsible for polling their Area 

         membership for candidates prior to the annual call.  Names 

         of candidates should be presented to the Alternate Area 

         Directors at the annual meeting of the Nomination Committee.

     4.  NOTIFICATION OF CANDIDATES - The Nomination Committee 

         Chairperson shall be responsible for notifying all persons 

         who are selected by the Committee.

B.   MAIL BALLOTING

     1.  PREPARATION - The NYASCOE Secretary-Treasurer shall be 

         responsible for preparing ballots. Members shall 

         return voted ballots to the NYASCOE Secretary-Treasurer for 

         safekeeping until the Annual Membership Meeting.  The 

         NYASCOE Secretary-Treasurer shall mail a ballot to every 

         member who has paid their dues or authorized withholding by 

         August 1st of the NYASCOE dues year.  Ballots shall be 

         available to any Regular Member at the Annual Meeting who 

         has paid (or authorized withholding) dues by that date.

     2.  SECURITY - The NYASCOE Secretary-Treasurer shall be 

         responsible for insuring that adequate security measures are 

         taken to provide all voted ballots to the Annual Membership 

         Meeting without compromise.

     3.  COUNTING - Tellers, appointed by the President at the Annual 

         Membership Meeting, shall be responsible for counting all 

         returned ballots.  The Tellers, in consultation with the 

         NYASCOE Secretary-Treasurer will be responsible for 

         determining the integrity of all ballots.

4. ELECTION RESULTS - Tellers will announce the election 

    results at the Annual Membership Meeting.  The Secretary-

    Treasurer will sent a written congratulatory letter within 

    15 days of the election to all persons elected.

3.                       NYASCOE MEMBERSHIP

A.   DUES 

     1.  REGULAR MEMBERSHIP - Dues are assessed for all regular 

         appointments, full or part-time, at .0030 of the annual 

         gross salary as of July 1 (rounded to the nearest dollar).  

         Dues are determined by the members at the Annual Membership 

         Meeting for the succeeding year.  Dues for regular part-time 

         employees should be calculated based upon the adjusted gross 

         annual salary.

2. ASSOCIATE MEMBERSHIP - Dues are $20.00 per year.  This type 

    of membership is open to all persons who are or who have 

    been associated with FSA/ASCS.  
     3.  HONORARY LIFE MEMBERS - Must pay State Associate dues to 

         receive NYASCOE (state) and NASCOE (national) newsletters.

     4.  PAYMENT - Dues may be paid in cash or withholding from one's 

         salary per FSA Handbook procedures.  Dues or withholding 

         statements should be mailed to the NYASCOE Secretary-

         Treasurer.

5. DUES YEAR - The NYASCOE Dues Year runs from July 1 to June 

    30 of the following year.  To be a member 

    in good standing for the purpose of voting, your dues must 

    be paid in full or by withholding authorization by date of 

    the Annual Membership Meeting.  To receive a mail ballot, 

    dues must be paid before August 1st.

     6.  NYASCOE DAY - is the last Friday of the final pay period 

         before the start of the next dues year on July 1st.

B.   NYASCOE HONORARY MEMBERSHIP

     A person is eligible for Honorary Life Membership if the person 

     was a member of the state association since the 2nd year of 

     formation, or from the first full membership year of employment 

     until retirement and an annuity is earned or will be earned.

     If a person does not meet this criteria, NYASCOE may recommend 

     in writing to the NASCOE Membership Committee, who will make a 

     recommendation to the NASCOE Executive Committee for approval of 

     a NASCOE Honorary Life Membership.

     Honorary Life Members do not have voting rights and are not 

     eligible to hold a State or National office.  Honorary Life 

     Members must also be a State Associate member to receive the 

     NASCOE newsletter.   

C.   NASCOE POLICY ON 100% MEMBERSHIP

     A 100% membership state has all regular employees as of July 1st 

     enrolled as members and timely submits dues to NASCOE.  Trainees 

     are not included in determining the percentage of NASCOE 

     members.  Employees who retire or otherwise discontinue work 

     after July 1 and before December 31 also shall not be counted 

     when computing the percentage of membership in a state.

4.                          NASCOE MEMORIALS

     Upon notice of a deceased member or spouse, associate member or 

     spouse or other deemed appropriate by the NYASCOE President, the

     President will direct the Secretary-Treasurer to send a memorial 

     gift of $20.00 to a charity designated by the family on behalf of 

     NASCOE. The Executive Board may change the amount as deemed appropriate. Area Directors are responsible for informing the 

     President.  If no charity designation is made, $20.00 will be 

     donated to the NASCOE Scholarship Fund in the name of the 

     deceased.  The Secretary-Treasurer will notify the family of the 

     memorial gift.

5.                    NYASCOE PERSONNEL APPEAL/MEDIATION PROCEDURES

A.   AUTHORITIES - Neither NASCOE or NYASCOE has the authority to 

     engage in any activity which infringes upon FSA management 

     officials rights to:
     1.  Direct and supervise employees.

     2.  Hire, promote, transfer, remove, assign, suspend, demote, 

         discharge, or take disciplinary action against employees.

     3.  Relieve employees from duties because of lack of work or 

         other legitimate reasons.

     4.  Maintain and improve the efficiency of FSA operations.
     5.  Determine the methods, means, and personnel by which 

         operations are conducted.

     6.  Take whatever actions may be necessary to carry out the 

         mission of the Agency. 
B.   APPEAL/MEDIATION PROCEDURES - Those FSA employees serving under
Regular appointment may request NYASCOE to be present during an appeal/mediation hearing.  The NYASCOE representative selected shall be a NYASCOE officer, appointed by the President.  The NYASCOE representative is limited to being active only as an observer in the hearing. A written request must be filed by the appellant with the NY State FSA Committee for a representative to be present.

6.              REQUEST FOR WAIVER OF CED QUALIFICATIONS

     NYASCOE will not honor or involve itself in request for 

     assistance in obtaining waivers from CED qualifications.

7.              NYASCOE/NASCOE REIMBURSEMENT OF COSTS

A.   EXECUTIVE COMMITTEE MEETINGS - Officers, Directors, Committee 

     Chairpersons, and others invited by the President to attend 

     these meetings shall receive the following compensation:

1. Mileage - at the established FSA mileage rate from their 

    home and return. (The sharing of rides is encouraged.)

     2.  Lodging - Reimbursement for lodging shall only be available 

         if one-way distance to the meeting exceeds 150 miles.  

         Reimbursement will be at the single room rate not to exceed 

         the actual cost.  The Executive Committee may authorize 

         lodging in case of inclement weather.

     3.  Food - All food costs will be at the representative’s expense 

         unless otherwise approved by the Executive Committee.

     4.  No travel of lodging expenses will be paid to the agency.

B    NYASCOE MEETINGS WITH STATE FSA - Lodging, meals, travel, and 

     other expenses will be paid by NYASCOE to NYASCOE 

     representatives attending Appeal Hearings, Negotiating Meetings, 

     or other meetings related to NYASCOE with State FSA 

     representatives.  This policy will not apply when FSA 

     reimbursement is available.

C.   NYASCOE ANNUAL MEMBERSHIP MEETING - Officers, Directors, 

     Alternates, Committee Chairpersons, and members shall attend the  

     Annual Membership Meeting at their own expense.

D. ATTENDING NATIONAL CONVENTIONS - Two delegates as selected by 

the NYASCOE Board of Directors shall be reimbursed for travel, 

     lodging, meals, and other documented expenses incurred in 

     fulfillment of their responsibilities.  NYASCOE will make up the 

     difference when NASCOE reimbursement is furnished and expenses 

     are not covered by the reimbursement.

E.   ATTENDING OTHER NATIONAL MEETINGS - Delegates, as appointed, 

     shall be reimbursed according to NYASCOE reimbursement policy.

F.   DOCUMENTATION OF COSTS INCURRED FOR NYASCOE - NYASCOE members 

     must file a request for reimbursement with the NYASCOE    

     Secretary-Treasurer to receive compensation for costs incurred.  

     Requests for reimbursement must be itemized on the NYASCOE 

     Expense form.

     Attach reimbursement form.

G.   TRAVEL ADVANCE FOR NYASCOE MEETINGS - Persons needing an advance 

     of funds for costs to be incurred as a NYASCOE representative 

     should contact the NYASCOE Secretary-Treasurer at least 15 days 

     prior to the meeting.  The NYASCOE Secretary-Treasurer may 

     advance funds according to an estimate of costs to be incurred, 

     after approval by the President.

H.   NAFEC MEETINGS - NYASCOE Board of Directors must approve any 

     reimbursement for a delegated NYASCOE representative attending a 

     NAFEC (National Association of Farmer Elected Committeepersons) 

     or NYAFEC meeting.

8. NYASCOE COMMITTEE RESPONSIBILITIES

A.   GENERAL RESPONSIBILITIES OF NYASCOE COMMITTEE CHAIRPERSONS

     1.  Obtain records from past Chairpersons.

     2.  File written reports of committee activities at each 

Executive Committee Meeting. As called by the President or                  Executive Board.
     3.  Establish and maintain contact with Northeast and National

         Committee Chairpersons.

     4.  Keep the State Newsletter editor informed of committee 

         activities.  Provide an article for each edition.

     5.  Select committee members if additional people are needed to 

         carry out committee responsibilities.

     6.  Committee Chairpersons shall provide a written report to the 

         NYASCOE Secretary-Treasurer at the Annual Membership 

         Meeting.  This report should summarize the work and 

         activities of the Committee over the past year.

B.   MEMBERSHIP

     1.  Strive for 100% membership.

     2.  Send letters to non-members urging them to join.

     3.  Work closely with the Secretary-Treasurer regarding 

         membership dues and records.

     4.  Conduct the annual membership drive.

     5.  File written reports on membership with the Executive Board.

     6.  Work with Area Directors to increase membership.

     7.  Send a list of non-members to Area Directors after NYASCOE 

         Day.

     8.  Contact retirees and Associate Members, urging their 

         continued support.

     9.  Assist NYRASCOE with its membership efforts.

C.   PUBLICITY

     1.  Publish at least four state newsletters per year (December, March, June and September).  Articles due by the first of the month (December 1st, March 1st, June 1st and September 1st.
     2.  Incorporate photos in the state newsletter.

     3.  Solicit information/news for the state newsletter.

     4.  Maintain contact with Area Directors and Committee 

         Chairpersons.

     5.  Supply information for the national newsletter.

     6.  The newsletter will be posted on the NYASCOE website.
D.   AWARDS

     1.  Inform the membership to make nominations by Sept 1st each 

         year.

     2.  Solicit nominations by working with Area Directors.

     3.  Work with the nominator on the final write-up.

     4.  Obtain a list each year from the STO of those members who 

         have been authorized for training.

     5.  Encourage the membership to take advantage of outside 

         training.

     6.  Serve as NYASCOE representative on the State Awards 

         Committee.

7.  Work with the Secretary-Treasurer to recognize employees who   have accrued sick-leave according to increments recognized by NASCOE Policy (1000 hours, 1500 hours, etc.)

E.   LEGISLATIVE

     1.  Maintain a network by which legislative contacts can be 

         made.

     2.  Establish and maintain a working relationship with 

         Congressional Representatives.

     3.  Attend National Legislative Meeting and coordinate 

         Congressional contacts.

     4.  Provide guidance and encourage NYASCOE members to write/talk 

         to their Congressional Representatives.

F.   BENEFITS

     1.  Work to protect employees benefits.

     2.  Coordinate efforts with the Legislative Committee 

         Chairperson on common items.

     3.  Develop a list of reference people in the following areas:

         a. retirement
         b. health insurance

         c. change of station

         d. others areas as needed

4.  Work on behalf of NYASCOE members to acquire new employee benefits.

G.   HISTORIAN

     1.  Record the history of NYASCOE.

     2.  Save pictures, agendas, etc. for an ongoing NYASCOE 

         scrapbook.

     3.  Retain a master file of all state newsletters.

H.   SCHOLARSHIP

     1.  Publicize and distribute applications for National 

         Scholarship Awards.

     2.  Review and forward scholarship applications to the NE Area 

         Scholarship Chairperson according to established deadlines.

     3.  Notify scholarship award winners.

     4.  Publicize State Award winners.  

9.                NYASCOE AREA DIRECTOR RESPONSIBILITIES

A.   File written reports for Executive Committee Meetings.

B.   Promote 100% membership of employees as well as Associate 

     Membership for retirees, and others who are eligible in the 

     area.

C.   Assist Committee Chairpersons in disseminating their reports.

D.   Promote area-wide NYASCOE activities.
E.   Review responsibilities as outlined in the By-Laws.

F.   Contact the Alternate Area Director when a substitute is needed 

     to attend an Executive Board Meeting.

G.   Keep the President informed of special events occurring in the

     Area. 

H.   Submit an article for each issue of the State Newsletter.

I.   Perform other duties as requested by the President.

J.   Inform the Secretary-Treasurer of any retirements and determine 

     eligibility for Honorary NASCOE Life Membership.  Work with the 

     Secretary-Treasurer to insure timely notification and 

     presentation of the Life Membership Card.

10.       RESPONSBILITIES OF NYASCOE ALTERNATE AREA DIRECTORS

A.   Serve in the absence or inability of the Area Director.

B.   Serve as a member of the Nomination Committee.

C.   Assist the Area Directors in their responsibilities.

11.                   NYASCOE TRAVEL POLICY

A.   No more than two members of the executive committee can be 

     compensated by NYASCOE for expenses to attend state or Northeast Area meetings in any one year.

B.   NYASCOE has the option of inviting the Area 

     Executive Committeeperson or Alternate to attend the NYASCOE 

     Annual Meeting.  

C.   NYASCOE, when able to pay, shall pay 50% of the cost 

     of visits by NASCOE representatives to the State Annual 

     Meeting.

D.   NYASCOE reimbursement of cost in no way affects 

     their right to invite whomever they wish or to invite additional 

     persons at NYASCOE expense.

12.                      NYASCOE FUNDS MANAGEMENT

A.   Policy - The NYASCOE Secretary-Treasurer shall invest NYASCOE    

     funds according to the direction of the Executive Board.  

     Sufficient funds will be kept available out of investment to 

     provide capital for the day-to-day operation of the Association.  

     the Secretary-Treasurer shall maintain a checking account in the 

     name of the Association for this purpose.

B. Investment of NYASCOE Funds - The Secretary-Treasurer will 

     report at each Executive Board Meeting the amount of funds 

     invested, the name of the investment fund, and earning rate of 

     the fund.  This information will be recorded as part of the 

     minutes of the meeting.

C.   Financial Records - The NYASCOE Secretary-Treasurer shall 

     maintain the financial records of the state association for the 

     statutory limits to comply with Internal Revenue Service 

     regulations.  The annual submission of the IRS forms as 

     requested for the Association shall be the responsibility of the 

     Secretary-Treasurer.

D.   Annual Audit of Treasurer Records - President will appoint an 

     Audit Committee for the purpose of verifying the proper 

     maintenance of Association funds.  A written report of this 

     audit shall be furnished to the Executive Board and the 

     NYASCOE membership.  The Association Secretary-Treasurer will 

     cooperate with this annual audit by furnishing all Association 

     financial records.

E. Annual Meeting Fund - The Secretary-Treasurer is authorized 

     to furnish "up-front-money" to the Convention Chairperson.  The 

     Convention Chairperson shall furnish a detailed record of all 

     income and expenses along with a copy of all bills, receipts, 

     and NYASCOE monies (cash/checks) to the Secretary-Treasurer 

     within 30 days after the convention.

13.                REQUIREMENT FOR ANNUAL MEETING

     NYASCOE By-laws state that Annual Meeting is to be held for 

     its members.  Guidelines are as follows:

A.   Meeting to be held after the NASCOE National Convention.

B.   When possible, hold in conjunction with the NYAFEC and NYRASCOE Annual Meetings.

C.   Attendance will be encouraged.
D.   Election results announced.
E.   Awards presented. 

F.   Provide sufficient lead time for members to fit annual meeting 

     into their schedules.

14.          RESPONSIBILITIES OF THE IMMEDIATE PAST-PRESIDENT

     The immediate Past-President shall serve until an election is held and there is another Past-President.

     The Past-President shall:

     a.  Serve on committees at the President's discretion and offer 

         advise or guidance in matters before the Executive 

         Board.

     b.  Serve as the NYASCOE Parliamentarian.

     c.  Shall serve as the NYASCOE representative on the Employee 

         Grievance Committee.  If there is a conflict of interest, 

         the President shall appoint a NYASCOE Officer or Area 

         Director.

15. RECORD OF AMENDMENTS TO NYASCOE CONSTITUTION/BY-LAWS & NYASCOE 

    POLICY HANDBOOK (Starting November 1997)

    NYASCOE CONSTITUTION/BY-LAWS

    updated 11/13/97  Article I Section 1.  "shall be known as the

         New York Association of Farm Service Agency County Office

         Employees (NYASCOE)."

    updated 3/30/01  Article IV, Section 1.  The officers shall be a 

         President, Vice-President and Secretary-Treasurer.

    Updated --------------------------------------
NYASCOE POLICY HANDBOOK

    UPDATED 11/13/97 Section 3 A 1.  " Dues are assessed for all 

         regular appointment, full-time or part-time, at .0030 of the 

         annual gross salary as of July 1."

   REVEIWED and UPDATED 1/18/05 
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