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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.
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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/

* To be notified when an opportunity is published, sign up for a subscription at the link above using your
e-mail account and entering the keyword ‘FGIS’ in your subscription preferences.


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.
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Apply Online USing DDR — ContiI‘IUEd Figure 2: Application for Designation
The. info r'.m atio.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 >
screens.

N ® Name of the Applicant {individual or firm):
Click Save and Continue and page e
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 sureitis
Stlll accu rate and up to date. |Cancel| ‘Sa\reand Exit| |Save and Continue >>
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Apply Online Using DDR -

continued

v'"Make sure the service area
screen 2), is the designation
area you wish to apply for.

v'Ensure your scope of
services (screen 3), business
address (screen 4), and point
of contact regarding your
application (screen’5) is
accurate.

T

Application faa Dasgnatien
Ta Perfors Offical Funcbiond Usder B LS, Grar Taaderds A2t i Amesded

_Finish >
( {4 vtiame of Applicant Tast Company
= ish Bate wrwrw , beshoomparny. com
=
"\-\.;.f' Dosigpnatian
e Llahams
Beagraphe Asgd The ertre State of Alasama, suceg! thaee sxpen pon ecalisng
wihin iha Stale
iﬁ Scope of Sendce
afficial Inspaction: Yas Official Weighing: Yes
;'i'} Bulbisss
T | Bupner Addi 1000 E Elyay Orchand  Sardel Gy 30455
Wading Addewid 1000 E Elyay Qichid  Daida QA 0455
(5 ) Palnt of Contact
First Mawma: Dianwid
Lisdde [nitead A
Last Hama: Var Norden
Phiore: I02-1I3-458T7
Email G i LS L C Crpany _COe
.':-tﬁ Stechivelders, Officers and D ectors
Last First M. % Ovmership
Plantabon Grains Inc L]
Gullot Preskon 25
Facilities Requesting Service
[Name [Street Address [ Jcity |state zip
\ 1 file(s) uploaded.
DA_Customer_List.xlsx Viewe
Supporting Documentation
AD-1045 Certification Regarding Drug-Fr...pdf [Vigw
OA_ArticlesofIncorporation. docx [View
DA_BusinessPlan.docx view
@ Non-licensed Personnel
Title First M.I. Last Name
Officer Joe Smith
/Administrative Employee 3ane Doe
Board of Directors Kathy Jones
" = fila(s) uploaded.
FGIS 100_JaneDoe.pdf [View
FGIS 100_JoeSmith.pdf [View
FGIS 100_Kathylones.pdf [View
Grain Manager
Title: [oviner/Official Agency Manager
First Name: landy
Middle Initial:
Last Name: |Green
Phone: 111-111-1111
Email: landygreen@xyz.com
Responsible Manager
Title: [Agency Director
First Name: |James
Middle Initial:
Last Name: Madison
Phone: 111-222-3333
Email: m@xyz.com

Please click the certification check box befare submitting the application.

Certification: | certify that the answers given on this application
are true and correct 1o the best of my knowledge and belief. (]

<< Previous | | Save and Exit

Figure 3: Full
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.



== fonoezeneeve  Apply Online Using DDR

Apply Online Using DDR - continued

On screens 6,7, 8,and 9, you can manually add information by

clicking t'"('je. Abdd New butr;co n dQ Nee the mfa rnation is al'd (i'((?d, O e o P
you can edit by clicking the Edit button and delete by clicking 5000006 06t-u
the Delete button. 8 cractoes ot Enid Gram insgacion Company. In "‘:: :&i“?;;: F'"'::
NOTE: Do not edit an existing officer, stockholder, trustee, etc. itk G N
if a previous individual has left and you are adding a new B Pantation Grans inc 0
individual. Delete the previous individual and add a new fijl . |
individual. "=

For example, if you need to add a new trustee or stockholder, Conman |

click Add New. Add the trustee’s information, then click Add. If B —————
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.
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Apply Online Using DDR - continued TR

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

v'On screen 7, ensure your list of facilities e e
: : : D~ D@ @~E~E~D~ 8 = =10~ Finish >
requesting services is up to date. P

Fiamest st of nama s and mailling addresses (Inchusing Tip cooes) of D iies A Bhpw

resuesting Servite fof Test Comban
Ackian Fimmee Address

o facilties records Found

You may upload files 1o submit thes micrmation
(Microsoft Word, Microsoft Excel, or Adobs POF formats only, up to 4 MB per file.)
I | File I Dete and Tame
Delete Wil QA_Cwnto mar_Latales /2172024 1291002 DM

File:| Choose Files | No file chosen Upload File

<< Prévious Swve and Exil | Eave and Continge >»
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Apply Online Using DDR

Apply Online Using DDR - continued o o B

9 ="10'="_ Finish >

v'On Screen 8, attach a signed updated drug-free EEaenea Swat.
statement (AD-1049). Certification Regarding Drug-Free e,

Workplace Requirements (Grants) Alternative | - For S R e

Grantees Other Than Individuals (usda.gov). S i R

v'On Screen 9, ensure all non-licensed personnel are
listed. Thisincludes 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-  |[s=imiismmnanl o
100, for each of these individuals. o

Application fan

To Ferfern Oficsl Fanchons Dnder the U5, Green Sandands A as Rerraded

v'On Screen 10, validate the grain program manager and o o

responsible official information is accurate.

Disata
Digfata
Dhaiate

IMsCrosoft Word, Micr

Board of Duracion

wathr Jonan

You Sy upsodd Tiles Db Sabeiil s, ffoimate

ool Exced. or Adobe PDF lormats oaly, up (o 4 M per e}

Fibe Diarte and Time
i \‘lse_“ 0 _le~plca po S04 111180 PN
I v,rﬂ FOCE L0 lomlithoadd .= FLDISE JadL Rl P
u"r“_ FOCE D00 _sDathy o rene g 3 L] 1 AE P
Fidec| Chooss Files | Mo file chagen Ugpload File

<« Previows | | Save and Exlt | | Save

and Continug >>



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
https://www.ams.usda.gov/sites/default/files/media/FGIS100.pdf
https://www.ams.usda.gov/sites/default/files/media/FGIS100.pdf
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Apply Online Using DDR

Apply Online Using DDR - continued
v'On the Finish screen, carefully review your application

information again.olf’any changes need to be made, click |~
on the corresponding green screen number at the top of &

the page.

v'To submit you r.ap{).lication, click the acknowledge box
after the Certification statement at the bottom of the
screen (see Fig. 4).

v'Click Submit Application.

v'Once your application is submitted, 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://feisonline.ams.usda.gov/ and click MyFGIS.

Applicatian for Designation
Ta Porform Offclsl Functions Under the U5, Grewn Standerds Aot 53 Amended
~ Finish >
:""")._lJ i &l Agslican TaEl Cormpary
= \oh Bite wwrw e hoompany . com
> ) Dasignation
Mame:  alabama
ﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ The @ntire Stste of Alabams, oxcept thoee sxpor por localions
weithin the Siste
a,__, Seaps ol Sendes
Official Inspection; Yes Qfficial Waighing: Yas
i Aaddress
Byginaas Addrosn; 000 E Ellyey Orchard & G 3045
Wallirg Addes 000 E El Diri:hard i GA J0AEE
5y Peim of Contact
T FirstMame: David
Middla [rutial
Latt Name: Hardaen
Dhorea: -123-45
Email Qi tEETCOmpany .C
‘) stachhisld Officai il [Higctors
Las! irst M.I. % Ownership
Pl i Tz L% ]
Guillot Prasto 25
73 Faciliies R eguestin g Service
M |Streat Address |ty =t
filsls} up
oA -
8 g pOTiny g Documantatisn
" |ap-1 wpdf
o ]
oa
Bl Honlicensed Peracnnel
= s o Lt M
o Srith
..... Do
BoardofDirecters Jemhy | [onas
Eio Grain Mana ger
| har Agancy
[ —
Hiddla Imitisl:
R —
IPhone:  l1iresagenzan
..........................
Ao aponsible Manages
 Eagoersd .l'll i
-----------------
..............
|Last Nanses on
[ — 22-333
:::::: T.com
rtification bl lica
| certify th T on tl tion
rrect to t m wiledge
us | [ Sa Exit | [ Submit Applica |

Figure 4: Full
application
ready for
submission

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.


https://fgisonline.ams.usda.gov/
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Using DDR

Edit In Process Application Online Using DDR

v’ After you submit your application, you will see your My
Information screen that includes your submitted In Process
application as well as your current USDA Approved
application.

Customar: | Grain Inspection Company: Inc. - 9 b |

Type

Application fer Designation Submicted

UsSDA Approved

Action
Edit/\Views | | Copy

Type Effective Date Status
4/1,/2016 Active

v To View your In Process application, click View. You will see
your submitted application (see fig. 5). From this screen you
can, withdraw your application by clicking Withdraw
Application OR edit your application by clicking on the
corresponding green screen number at the top of the page.

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.

Applicatisn for Designation
Ta Perfarm Offisial Functions Under the ULS. Gran Standsrds Aot 53 Amended

_ Finish
'| Ty Marme of Apalicar | TREL Compary
“Wah Sde wwrw . teshoompany . com
f" w 2
2 ) Dasignation
_Ha"nn labama

Geographic Asea
wilhin the Siste

Thee @ntire State of Alabama, except thoee expor por locations

) Seape of Sendes
official Inspection: Yes Qfficial Waeghing: Yes
54",_ Addrass
Bupinass Addrase: 1000 E Eilgey Orchard  Sardia (A 30455
Wailing Addwis 1000 E Ellgay Orchard  Sandie GA 304EH
B Paint of Contact
T First Name: David
Middla [rutial la
St Mama: Wan Marden
iPhona: [202-123-4567
Email david B estoompany . Com
f-‘:) Stackhaldeis, Officeie and [Hiscters
Last First M.I. % Ownership
Plantaton Grains Ins S0
[Guillat Praston 25
ko Facilities Requasting Service
T |Street Address | leiy it Zi
|oa_cuntom -
s Sugportin g Dodumantat i
= D1 g P g
A
8 Mo license d Parscnne [
= [ tle [First M. Last Name
o - | i
[Har ™
D= sthy | Jonas
aduid
E
ra1
R
}-;:_16‘_3 ‘Grain Manag:
| et rCeif ey
*i
. & I
Last Wamsas [Gessn
Phana: 111
................ Byeanm
A0 Rusponsitle Manages
[Tiakas S—
|Flest Namsa  |lsmas
Mididie faitials
|Last Nansss
e a— 1-222-33
|Emadls lim @y com

Flease click the certification check box before submitting the applicatio

Certification: | certify that the answers giv. n this applicatios
are true and correct to the best of my knowledge and belief. |:|

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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Application for Daslgnation
o o o o Ta Parform Ofcisl Punctions Under the LS. Gran Standssds Aot 53 Amended
Edit USDA Approved Application Using DDR —
(74 ) Name of Apglicard | Tagt Compary
""'- “Wab Sie www tastoompany . com Figu re 6'
. . . . ° ° :_?:' . Designation .
v To edit you USDA Approved application, click Edit/View under S e e
i the State
USDA Approved . | | . (3 Seopa of Serdes USDA
Customer: | . Grain Inspection Company, Inc. -9 ' i Official nspection: Ve Official Weighing: Yes
i - . e Approved
= Buniness Addrasn: 1000 E Eilgey Orchard  Sardia GA 30456 Application
Wailing Addreis 1000 E Ellgay Orchard  Sardie GA 30456
Type Status Action 8D Paint of Contact
First Mama: Diawid
Application for Designation Submitted | View | Maidddle Tnitial
LaEt Nama: Yan Mardoen
\hona: 202-123-4567
Email davidi iesICompany  Com
6 Stackhoeldors, Officers and [Hreciors
Last First M.I. % Ownership
Plantabon Graling Ine 50
Type Effective Date | Guillot Praston 26

Facilithes Requasting Service
| leiy Gtats Fip

Inuignaﬁm ‘#uznzs

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

v’ Make the edits, then click on the acknowledge box on the Finish — P' """" ===

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

Eenail: limgooyz.com

Sa me e its in bOth applicationS, SO you r mOSt recent a pplication is I PJeasecifckthecem%."carfcn check box before submitting the application
u p tO d a te . Certification: | certify that the answers given on this application

are true and correct to the best of my knowledge and belief.
| Modify Application ‘ | Cancel |
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