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* The following instructions and information provided outlines the Federal Grain Inspection Service (FGIS)
online designation application process in DDR for currently designated applicant intending to apply for their
current designated geographic area.

* If you are a new applicant (not currently designated) who may be seeking designation in unassigned or
assigned geographic areas or a currently designated applicant seeking to apply for designation in a new
geographic area, see the “Applying for Designation (New Applicants)” training.

* Any person, State, or local government may apply for designation as an official agency to perform official
inspection and/or weighing services.

» Section 79(f)(1)(A) of the USGSA lists the conditions and criteria for designation, and Section 79(f)(1)(B) says
that an applicant must be better able to provide service than any other applicant for designation.



USDA Agricultural Marketing Service Federal Register NOticeS

’ U.S. DEPARTMENT OF AGRICULTURE

Monitor the Federal Register for Opportunity for Designation Notices

All Opportunities for Designation are published in the Federal Register and viewable by the general
public, whenever a geographic area is open for applications.

* In many cases, the application acceptance period will open the same day the opportunity is published
and will close following the date specified in the notice (usually 30 days). Some application periods will
open on a later date specified in the notice, usually when multiple opportunities under different
designation periods are consolidated into one single publication.

* The Federal Register may be accessed at the following link: https://www.federalregister.gov/

* The easiest way to ensure you are notified when an opportunity is published is to sign up for a
subscription using your e-mail account through the Federal Register and enter the keyword ‘FGIS’ in
your subscription preferences. This will ensure you are sent an e-mail notification whenever FGIS
publishes a notice.


https://www.federalregister.gov/
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Apply Online Using DDR

* Once the Opportunity for Designation you have been waiting for
has published, and the announced application period has started, Figure 1: USDA Approved Application

you must log into DDR and complete an online application.

Eusl:umer:l ) Grain Inspection Company, Inc, - © w |

* Alternatively, if you have the Organization Manager Role, you may | Iy

click on Designations in MyFGIS. This will take you to the DDR No Saved Applications found
home page.

Type Effective Date Status Action ——_
Designation  |4/1/2016 active || Edivview |[{ Copy N

* Click on My Information. This will bring you to your My FGIS
Information page.

* To apply for your current designation area, click Copy for the
designation application listed under USDA Approved (Fig. 1).
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Apply Online Using DDR
* You will be redirected to the first page of the form.

o Each of the pages within the_apElicatiQn is numbered. When you start or resume an application, a progress bar will appear at
the top of each page. To navigate to different pa%es within the form, click the appropriate circled number, or click Finish to
review all information. The circles also indicate the status of the information you are entering:

Grey circles indicate a page where you have not entered any data.
Grey with black border indicates the current page.
Green circles indicate a page where you have entered data that was saved into the form.

Red circles indicate partially completed pages or invalid data. You may only submit an application if you provide the
minimum required data.

» For additional navigation within the form, use the buttons at the bottom of the page:

= Cancel, to stop the application process and return to the My Information page without saving your data. This
?hptlfon Is only available on the first page of the form. Previous, to navigate back to a previously viewed page of
e form.

= Save and Exit, to save a partially completed application and return to finish it at another time. You will return to
the My Information page, where’your new application will be listed under Saved Applications.

= Save and Continue, to save the current page’s data and continue to the next page.

= Do notuse the back button on your browser to navigate through the form. Use the circled numbers, the control
buttons, or the left-hand Browse by Subject menu panel.




== fonoezeneeve  Apply Online Using DDR

Apply Online USing DDR — ContiI‘IUEd Figure 2: Application for Designation
The. info r.m ati(.)n from you r Cu rrent To Perform Official Functiun:FLT:;;':ot“hr:rU[.];!:ig:aﬁ:lnstandards Act, as Amended
designation will be populated on the 10 0.0.0.0.0.0.0.0.0.0. T
screens.

. ° Name of the Applicant {individual or firm):
Click Save and Continue and page
through each screen to review and
update your organization and
personnel information. You may also
click Finish (see fig. 3 on next page) to
view your application on one screen.
Carefully review your organization and
personnel information to make sure it is | |
Stlll accurate and up to date. |Cancel| ‘SaveandExlt| |Saveandﬂnntmue:=—:>
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Apply Online Using DDR - I —

continued e
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Apply Online Using DDR - continued

On screens 6,7, 8,and 9, you can manually add information by
clicking the Add New butfon. Once the information is added,
you can edit by clicking the Edit button and delete by clicking
the Delete button.

NOTE: Do not edit an existing officer, stockholder, trustee, etc.
if a previous individual has left and you are adding a new
!ng!v!gua{. Delete the previous individual and add a new
individual.

For example, if you need to add a new trustee or stockholder,
click Add New. Add the trustee’s information, then click Add. If
a trustee or officer has left, click Delete next to the trustee’s
name. If you need to edit the name of a trustee or officer, click
Edit next'to the name.

You can also upload one or more files in Microsoft Word, Adobe
PDF, or Microsoft Excel file containing the required information.
To upload afile, click Browse, select the correct file from your
computer hard drive or local network, and click Upload File. To
view a previously uploaded file, you may click View next to the
file and to delete the file, click Delete.

Application for Designation
To Perform Official Functions Under the U.5. Grain Standards Aot as Amended

@@ @@ @O T~ ~8~10~Finish >

Lizl names of slockholdens and parcen of cvnership of @ach, Lisl names of Add Hew
oificens and directos for Test Company

Action Mare %o Ownership |
Edit Flantation Grains [ng. £0
Dielets
] Fee | |
Caneel

<< Prewious | Sawve and Exit Save and Continug >> I

Application for Designation
To Perform Official Functions Under the U.5. Grain Standards Act, as Amended

@.90.0.0.0.0.9.9.9.@®,  Finish >

List pwmership and trustees, if any fo | Gram Inspection Company, Ing. | Add New

Action Ownership/Trustes Mame
| Ed|1_| Dalata Trustaa John H Emith, Mr




= e Apply Online Using DDR

Apply Online Using DDR - continued

v'On screen 6, make sure your organization type is accurate, use the click Save and Continue,
then validate the information associated with that organization type is up to date

v'On screen 7, ensure your list of facilities requesting services is up to date.

v'On Screen 8, ensure your SSP locations are up to date in MyFGIS. All requests for new SSPs,
existing SSP informational changes, or existing SSP reactivations or deactivations must be
performed through the MyFGIS Service Point Module. Only individuals identified and
assigned as the OSP Manager role may submit SSP requests or changes in MyFGIS. To log into
MyFGIS, go to https://fgisonline.ams.usda.gov/ and click MyFGIS.

v'On Screen 9, ensure all non-licensed personnel are listed. This includes each non-licensed
owner, officer, stockholder, partner, trustee, board of director, manager, and/or employee.

Attach an updated completed Conflict of Interest Questionnaire, Form FGIS-100, for each of
these individuals.

v'On Screen 9, attach a signed updated drug-free statement (AD-1049). Certification Regarding
Drug-Free Workplace Requirements (Grants) Alternative | - For Grantees Other Than
Individuals (usda.gov)



https://fgisonline.ams.usda.gov/
https://www.ams.usda.gov/sites/default/files/media/FGIS100.pdf
https://www.usda.gov/sites/default/files/documents/ad-1049.pdf
https://www.usda.gov/sites/default/files/documents/ad-1049.pdf
https://www.usda.gov/sites/default/files/documents/ad-1049.pdf
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Apply Online Using DDR - continued [ s

v'On Screen 10, validate the grain program P | spplication”

3y : Scope of Sendce ready for

manager and responsible official e —— submission
information is accurate. T e
.« . . e \“EZ;‘LW e The numbers on
v'On the Finish screen, carefully review your T T T e | thelefsideol
. . . . . | lculior  ereme n 25 || screen refer to the
application information again. If any changes o= e e Rl
need to be made, click on the corresponding — s [
T e r—" information. Click
green screen number at the top of the page. M i § the green number
@ — e e it atthe ng to go to
v'To submit your application, click the e 7speciicseen
acknowledge box after the Certification e
statement at the bottom of the screen (see Fig. BT S
4 ) . Please cf.j'ck uTe ce.'f.'ﬁcflﬂon check box befonle submﬁ'ﬂj.'.j g the ép;iarcarJOn_

are frue and correct to the best of my knowledge and belief.

‘/ C l | C k S u b m it Ap p Iicatio n. << Previous | | Save and Exit | | Submit Application |
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Using DDR

Edit Application Online

o

Edit In Process Application Online Using DDR [—

Mplﬂ-ﬂu fa1 Dandgnatien
Perform Official Punctiond Usder e UL, Graen Tieaderds Aot s Amesded

v’ After you submit your application, you will see your My e —

Information screen that includes your submitted In Process

Th drded Stals of Alabsme, facipl ke 8xpit o Kdaliing
within ihi Shale

Seape ol Sendce
Official INSpOCtion: Ve Official Wesghing: Yes

application as well as your current USDA Approved
application.

o
Buden ot Addrie

Huldias
1000 E Elyey Qrchard  Sarde GA 30455

ey 1000 E Efjay Qrchard  Sardes G 30456

Custurner:l . Grain Inspection Company, Inc. - 9 Vl — Mafing
) . Folnd of Contaci
First Moo Diawid
e s
T? pe Stﬂtus A.EtiD n Last Mama: Var Nondan
Dhaore: J02-123-4567
Application for Designation Submitted | View | Email G LS LC oMy O
:'s_‘_: Steckivslders. Officers and Hisctars
Last First M. % Owmership
Plenk sbon Grains bno ]
Gaslilot Praston 5
Type Effective Date Status Action [ [ Faclisies Raquenting Servcs
Mama Birest Address City Gtata Zip
Designation 4/1/2016 Active | Edit/View | | Copy | Guilot Banks Farm 1574 Jat-Em-Down Rd Sards  Ga 0455
':i_: Sendce Faimts
Nama Availability Scope of Service Class Stroot Address  City State Zip
1 File ) updasdes.
.‘C:i::;- Hon licamssd Parvamnil
Titha First P Last MNarrm
M M M M M M 1 fibe(s) wploaded,
v To View your In Process application, click View. You will see = R

Title

your submitted application (see fig. 5). From this screen you

Fodl Mo

ARy Carec 1w
dmrrart

can, withdraw your application by clicking Withdraw i e
Application OR edit your application by clicking on the R — T —
corresponding green screen number at the top of the page. T ——

Emal ety 31|'I‘-¢Dmolﬂ.-' i)

v Once changes are made, click the the acknowledge box after
the Certification statement at the bottom of the screen (see
Fig. 5). The Re-Submit button will become active, then click
Re-Submit.

Flease click the certification check box before submitfing the application.

Certification: | certify that the answers given on this application
are trug and correct to the best of my knowledge and belief. (]

Withdraw Application

Figure 5: Edit
or Withdraw
In Process
Application

The numbers on
the left side of this
screen refer to the
screen number
where you can
update this
information. Click
the green number
atthetoptogoto
a specific screen.
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Edit USDA Approved Application Using DDR

v To edit you USDA Approved application, click Edit/View under
USDA Approved.

Customer: | " Grain Inspection Company, Inc. - 9 Vl
Type Status Action
Application for Designation Submitted | View |

USDA Approved

Type Effective Date Status Action
Designation  [4/1/2016 pcive || EditView || Copy |

v Click on Modify Application (see Fig. 6).

v Make the edits, then click on the acknowledge box on the Finish
screen after the Certification statement at the bottom of the
screen, then click on Submit Changes.

NOTE: If you edit a USDA Approved application and you submitted
a new application listed under In Process, make sure you make the
sangeg {ts in both applications, so your most recent application is
up to date.

Application for Designatio

ignation
To Perform Official Functions Under the U.S. Grain Standards Act, as Amended
@ Name of Applicant: "~ . Grain Inspaction Company, Inc.
Agency Type: Private
Web Site: -
2 Drsignatian
faTE alahams
Deigraphec Arga The ardrs Stale of Aldbdme, fadipl the b dxpit o edaliing
within The State
CE_} Seape ol Sendce
Dfficial Inspaction 1 Yes Dffecial Wesghing- Was
Y Sulebiais
T [Busner Addern 1000 E Eflsy Crchand  Sardes GA 30455
Wlading Addeein 1000 E Efjay Qrchard  Sardie G 0455
B ) Foind of Contact
" [First Mama: Diawid
Shccde [niteal
Lozt Mamas War Nordan
Fhore D02 12F-45AT
Emai Clavediy tastCompany Coer
(B Steckivalders, Officers and [aectars
Last First M., %b Owmership
Plantston Grame bnc 50
Gullot Freston 25
|I‘;i: Facilimies qulrlﬂlg Sereice
T Nama Btreot Address City Stata  Zip
Gullot Banks Farm LET4 Jok-Em=-Down Bd Sards  GaA FOASE
fi} Sendce Falmts

Name Availability Scope of Service Class Stroet Address  City State Zip
1 M) uplaaded,

(8 Haon licsmmed Permannsl

A
T itk First M. Last Mame
1 fle{s) wplaadad,
Eﬁ} Grain Mamages
= |Titla Ay DR o
[Fat S jETe—
Wiy [ritepl
Lasl Mame Figris
Shorse; L0E/320-45087
Emai JorasB1estoompany . com
o __Roapunalis Menaper
Titla A gy D e
Firsk Mo ety
Mgl Loitgd |
........ Fwrce
Phors 05 12-4567
Email Bl i U O Ty S0

Please click the cerffication check hox before submifing the application

Certification: | certfy thaf the answers given on this application
are true and correct fo the best of my knowledge and belief.

‘ Madify Application ‘ ‘ Cancel ‘

Figure 6:
Modify USDA
Approved
Application
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