
 
 

Plan of Work 101 
 

Training for State Users 



Topics 

Part 1: Background, Due Dates, & Policies 
 
Part 2: How to Navigate the POW Software & Associated Systems 
 
Part 3: Content Guidance for Plans and Annual Reports 
 
Part 4: National Outcomes & Indicators 
 
Part 5: The 5 Most Frequently Asked Questions 



Background, Due Dates, & Policies 

PART 1 



 AREERA Act & 2008 Farm Bill 

2008 Farm Bill (H.R. 6124)  
 
        Contains a provision which states in Section 7505 that “The Secretary shall work with university     
        partners in extension and research to review and identify measures to streamline the submission,  
        reporting under, and implementation of plan of work requirements…” 

Agricultural Research, Extension, and Education Reform Act of 1998 
(AREERA)  

 
Requires that states submit Plans of Work (POWs) in order to receive federal funding under the 
Smith-Lever Act, the Hatch Act, and the National Agricultural Research, Extension, and Teaching 
Policy Act of 1977. 
 
These acts are the funding authorities for Extension and Research activities.  
 
The AREERA POWs pertain only to the Hatch, Smith-Lever 3(b)&(c), Evans-Allen, and 1890 
Extension funds.  

http://www.nifa.usda.gov/business/reporting/planrept/pdf/areeraact.pdf


Plan of Work Software 
• No paper!  

– Electronic submission & approval system began in 2006. 
 

• Designed as an “update” system to accommodate a rolling 5 
year POW reporting cycle. 
– Information carries over from year to year, and states must 

only “fill-in-the-blanks” for the added “update” year. 
 

• States can modify any of the carried over information as well. 
 

• NIFA continually modifies and improves the software. 
– User input, Farm Bill requirements, POW Panel of Experts, etc. 



State Users can have one of three roles in the software: 
 
1. Director 
2. Contact 
3. State Contributor 
 
*All roles can input and save data. 
 
*Only Directors have authority to submit. 
 
*State Coordinators do not get auto emails generated by the POW system. 

Roles in the Software 



Rolling 5-Year Reporting Cycle 
• States submit a POW “update” each year; this adds on an additional year 

of approval to spend funds from what was approved the previous year.  
 
• In each yearly submission of an updated POW, the year on the front end 

drops off and a year on the back end is added.  
– Example: 

• In the current FY14, you are operating under your FY2014-2018 POW.  
You will soon be submitting your 2015-2019 POW for approval, meaning 
that the FY14 data has dropped out of the POW, and blank spaces for 
2019 data have been added.  When FY2015 begins, you will then have a 5 
year plan still in place because you’ve added data for 2019.   

 
• All other sections of the POW – text boxes for overviews, explanations, 

planned programs, etc. – can be modified yearly as well. 
      NIFA encourages editing based on your NIFA Liaison’s review from the 

previous year! 

 



Rolling Cycle – How it Works 
 In a given year, Annual Reports are submitted relating to the 

previous year, and Plans are submitted relating to the 
following year.  The red years below indicate the current fiscal 
year and what is due from the states. 

NOTE:  There is always a two year period between submitting any  
plan and then submitting the Annual Report of the same FY (e.g. 
the FY13 POW and FY13 AR are submitted two years apart, as 
indicated by the curved arrow above).   



Due from the States in FY14 

• 2015 – 2019 POW Update due April 1, 2013. 
– Referred as 2015 Plan or POW. 

 
• 2013 Annual Report of Accomplishments & Results due April 1, 2013. 

– Referred to as 2013 Annual Report or AR. 
 

• Some States may request and be granted extensions. 
– NIFA must receive a written request via email, sent to 

pow@nifa.usda.gov. 

mailto:pow@nifa.usda.gov


Recipients Description 

P&A Administrator, Director, Contact,  
NIFA Liaison 

Notification when Plan/Annual Report is available (released) 

P&A Administrator, Director, and Contact Notification when Plan/Annual Report is submitted 
NIFA Liaison Notification when Plan/Annual Report is submitted by State and 

ready for review 

P&A Administrator Notification when review is submitted (recommended for 
acceptance) 

NIFA Liaison, OEP, Director, and Contact Acceptance Notification (will include 2 attachments:  
Acceptance Memo and Review 

NIFA Liaison Notification to NPL when Review is submitted 
P&A Administrator and NIFA Liaison Notification when NPL requests for Plan/Annual Report 

unsubmission 

NIFA Liaison, Director, and Contact Notification when Plan/Annual Report is unsubmitted 
NIFA Liaison, OEP, Director, and Contact Notification when Plan/Annual Report is unaccepted (the earlier 

acceptance would have sent out the pdf attachments) 

P&A Administrator and NIFA Liaison Notification when NPL requests for Plan unsubmission 

Status-Driven Auto Emails   
(Auto emails sent by the software to Directors & Contacts only) 



Days to deadline 
(due date) 

Recipients Description 

15 NIFA Liaisons Notification to NIFA Liaison 15 days prior to review due 
date (If review is not yet submitted).  If any one NPL has 
submitted the review then the notification should only 
be sent to the delinquent NPL. 

30 Director and Contact Notification to Director & Contact 30 days prior to plan 
due date (If Plan/Annual Report is not yet submitted) 

30 NIFA Liaison Notification to NIFA Liaison 30 days prior to review due 
date (If review is not yet submitted).  If any one NPL has 
submitted the review then the notification will only be 
sent to the delinquent NPL. 

7 Director and Contact Notification to Director & Contact 7 days prior to 
Plan/Annual Report due date (If Plan/Annual Report is 
not yet submitted) 

7 NIFA Liaison Notification to NIFA Liaison 7 days prior to review due 
date (If review is not yet submitted).  If any one NPL has 
submitted the review then the notification will only be 
sent to the delinquent NPL. 

On the 7th day after due date 
and thereafter every 14 days 
after due date (until status = 
submitted) 

Director and Contact Repeating notification:  Notification to Director & 
Contact on the 7th day after deadline and thereafter 
every 14 days (If plan is not yet submitted) 

NIFA Liaison Notification to NIFA Liaison on review due date (If the 
review is not yet submitted) 
If any one NPL has submitted the review then the 
notification will only be sent to the delinquent NPL. 

Time-Driven Notifications 



What Happens after Submission? 
 
 
 

• You will receive email confirmation. 
• NIFA Liaison will be notified you’ve submitted; 

he/she can then start the reviews. 
– Reviews are due 60 Days from April 1 or from date of 

submission (whichever is later). 
 
– Early Reviews are encouraged; Liaison may contact you. 
 
– States receive email notification of review results 

w/attachments: approval letter and reviewer comments. 



 
 
 
 
 
What We Tell Your Reviewers: 

• Focus should be on negotiating to achieve 
acceptability. 

• Reviewers may, and should, communicate directly with 
designated state contacts if significant issues requiring 
more in-depth information are surfaced.  

• Negotiation should occur early in the review process.  
Initial contact for more information should occur in the 
first 30 days.   



How to Navigate the POW System & 
Associated Software 

PART 2 







In “Edit Account” you 
have full access to edit: 
 
1. Name 

 
2. Email 

 
3. Phone Number 

 
4. Password 

 
You do not need to  
contact NIFA to change  
these! 
 



POW Home Screen: 
 
Your home screen 
shows any active Plans 
and ARs to which you 
are assigned; links are 
shown in blue. 
 
Here, you can choose 
to edit a Plan/AR or 
produce a PDF or Word 
document. 
 
Official:  Shows only 
entered/chosen data. 
 
Full Draft:  Shows all 
screen options/check 
boxes.  



The menu bar will 
always tell you 
where you are in 
green text. 

You can navigate through 
screens by clicking “save” or by 
using links on the top menu 
bar. 

The help buttons are 
great tools for learning 
about specific data 
sections in the POW/AR. 



Example of Screen Navigation 1. Move to next screen via 
menu bar (no save) 

2. Save and move to next 
screen. 

3. Cancel will tell you the page 
was not saved. 



The Planned Programs (PP) Screen  
What can you do 
at this screen? 
 
1. Add a new 

program. 
2. Edit an existing 

program. 
3. Delete a 

program. 
4. Change order. 
5. Generate 

documents of 
individual PPs. 

6. Click done if no 
changes are 
needed. 

 



Creating a New Planned Program 

Note: Radio Buttons are 
automatically generated 
for the NIFA Priorities.  
Only those you haven’t 
used in your current 
Plan/AR will show up on 
this screen. 
 
Clicking the “other” radio 
button allows you to 
name your own PP.   



Editing an Existing Planned Program 
Changing the Program Name: 
 
1. Current name will show in gray if it is a NIFA Priority – you 

must click “other” to change the name. 
 

2. If it is already an “other” program, text will show in black, and 
you can edit the name as needed. 

Any other section of the PP can be edited as needed, just as you would 
normally enter information for a brand new PP.   



When you are done 
entering/editing all 
your PPs, you can 
click “done” at the 
PP main screen. 
 
If you are a Contact or 
State Contributor: 
If there are any, you will 
get a list of any missing 
fields. 
 
If you are a Director: 
You will have the option 
to submit the Plan/AR. 
You will also get a list of 
missing fields. 



Example of Missing Fields List: 

Only non-required fields will show on this list.  You can still submit 
the Plan/AR if these fields are left blank. 



Directors have two ways to submit: 
 
1. After reviewing the final planned 

program, click the “done” button. 
 

2.    Click “submit” at your home screen.   
 
Both options bring you to your submit 
screen as shown here. 

Submitting a Plan/AR 



Note about text boxes: 
• You can copy and paste from Word 

documents directly into the software. 
– To do this, make sure to use the “paste 

from word” button in each of the text 
boxes.  Here is a screenshot of the 
button: 
 

 
 

• Software is designed to retain text 
formatting. 



Systems Associated with POW 

• REEIS - Research, Education & Economics 
Information System 
– You can get PDFs of any accepted Plan/AR from any state here. 
– Also provides various financial reports and organizational data.   
 

• LMD – Leadership Management Dashboard 
– You must register through the NIFA Reporting Portal. 
– Provides more detailed financial information and ability to 

filter/customize data. 

 
 

http://www.reeis.usda.gov/portal/page?_pageid=193,1&_dad=portal&_schema=PORTAL
http://www.reeis.usda.gov/portal/page?_pageid=193,1&_dad=portal&_schema=PORTAL


This is the REEIS home screen: 



You can get PDFs of POWs & Annual Reports out of REEIS! 



To access LMD, register through the NIFA Portal: 





On the “Analyze” page in LMD, you have the ability to 
create your own reports and charts. 

The “help” button provides videos of how to navigate 
LMD and search for specific criteria.    



Content Guidance 
PART 3 

1. Language & Writing Style 
2. Writing Better Outcomes 
3. “Not Reporting” on Programs 



Your NIFA Reviewers ask themselves: 
• Is there evidence of expected future accomplishments in the Plan 

of Work? 
– Likewise, does the Annual Report contain well-written outcomes that explain 

how success was achieved; does is contain quantitative, measured results? 

• Does what they expect to accomplish appear feasible? 
• Does the Plan of Work Update address issues from your review 

last year? 
• Are there any significant changes in the Plan from last year? 
• Does the Annual Report sufficiently explain the HOW of:  

– The Merit Review Process? 
– Collection of Stakeholder input? 
– Evaluation Activities?  

 



Language & Writing Style 
• Be direct and to the point - NIFA encourages 

brevity! 

• Don’t make language overly formal to the point of 
being obscure. 

• Using the first person is okay.  

• Using quotations to make a point is okay – Some 
states quote participants in studies as part of their 
outcome statements. (Quantifiable results are still desired, but 
anecdotal data can help support the quantitative outcome statement.) 

 



Writing Better Outcomes 
• For detailed training on this, click here. 

• Make sure you are describing a clear and obvious 
progression between the “issue” “done” and “results” 
sections. 

• In the results section: what positive changes in 
knowledge, conditions, or actions occurred? 

• Include specific numbers that capture the positive 
changes. 
– percentage increases, dollars saved, dollars earned, value 

increases, etc. 
• If you identified changes in how you could better collect data to support more 

well-defined and measure outcomes, make sure to describe this in the 
“evaluation” section! 

 

 
 

http://www.nifa.usda.gov/business/reporting/planrept/plansofwork.html


Example of Needing Improvement  

     “Although it is commendable that invasive species were removed 
from 32 acres of parkland, what issue does that address, and what 
benefit does that have for the parklands and environment?  There is 
no connection between the issue, activity, and results.  Will the 
people trained continue to use the information to change something 
in particular?  Is invasive species a problem (economic in nature) in 
the current area?  If the impact of this work on the environment 
could be reported, this would be a solid outcome statement.” 

 

Regarding an outcome statement in which it was described that 
students were taught a class on invasive species and then 
volunteered to remove invasive species from 32 acres of parkland: 
 



Example of a Well-Written Outcome 
(Here, the issue is directly related to numbers given on economic impact.) 

   During the past five years, Colorado wheat farmers have planted an 
average of 20% of their fields to newly released and improved wheat 
varieties.  This is a faster adoption rate of improved wheat varieties than 
for growers from comparable states. The Colorado State University 
(CSU) Extension Wheat Improvement Work Team provides 18% of the 
total investment in developing and promoting CSU wheat varieties.  
Plantings of improved wheat varieties increased Colorado farmers' farm 
gate income by $12,840,000 in 2008. Extension's share (18%) of this 
impact for the Colorado wheat industry is $2,311,000, or about $13.70 
returned for each $1.00 invested. 

 
    To learn more about writing outcomes, use this presentation listed on 

the AREERA web page: 
http://www.nifa.usda.gov/business/reporting/planrept/pdf/2012_writing_b
etter_outcomes_web.pdf 

 

http://www.nifa.usda.gov/business/reporting/planrept/pdf/2012_writing_better_outcomes_web.pdf
http://www.nifa.usda.gov/business/reporting/planrept/pdf/2012_writing_better_outcomes_web.pdf


Not Reporting on this Program 
 “Not reporting” on a previously planned program and/or 
 associated outcomes is allowable in the Annual Report!  

Common reasons for use:  Combining of programs, no longer performing work in 
the topic area, activities have moved under a different program, etc. 
 
NOTE:  Mandatory to give reason if choosing “Not reporting on this program.” 



Not Reporting on this Program  

Choice of “reporting” or “not reporting” can be changed in the 
KA section at any time without losing any data you’ve entered. 



National Outcomes & Indicators 

Part 4 



Background on National Outcomes 
• Each year, NIFA reports outcomes to USDA, the Office of Management 

and Budget (OMB) and Congress in our budget documents.    
• OMB has stated they would like to see more national outcomes reported 

in our budget documents.   
• Currently, we submit primarily single university outcomes as examples 

of evidence of past performance because that is what we get in our 
reporting systems (CRIS and Plan of Work).   

• Including the national outcomes we receive through the Annual Report 
for the four formula grants will help OMB and Congress see the value of 
that funding. 
 

“The panel supports an existing effort to develop national outcome indicators for the NIFA priority 
areas and other common national programming efforts for institutions to voluntarily adopt.” 

 
“The panelists believe that measureable outcomes can be developed so that the system can document 
the continuous need for…capacity building with the purpose of sustaining a vibrant food and agricultural 
infrastructure in a measurable way, and which can be communicated to stakeholders.” 

The 2010 Panel of Experts made the following statements: 



Results 
Report is published on 
the AREERA Website. 
 
Newsletter announcing 
the report availability 
was sent out to the 
POW email list on 
August 12, 2011.   
 
Direct link:  
National Outcomes & 
Indicators Report  

http://www.nifa.usda.gov/business/reporting/planrept/plansofwork.html
http://www.nifa.usda.gov/business/reporting/planrept/pdf/11_out_ind_grants_v6.pdf
http://www.nifa.usda.gov/business/reporting/planrept/pdf/11_out_ind_grants_v6.pdf


National Outcomes & Indicators (NOIs) 
NIFA provides TWO options for reporting NOIs: 

1. Use tab provided in AR to access and submit via 
Google Forms. 

2. Use Word Form provided via email from PARS and 
submit back via email to pow@nifa.usda.gov. 

mailto:pow@nifa.usda.gov


National Outcomes & Indicators in the POW System: 



National Indicators Reporting 
• Links not accessible after submitting AR. 

– Alternative: use links in email or contact POW Staff. 
 

• You may submit multiple times for different data; you 
will not receive email confirmations. 
– Example:  On Climate Change form, one submission for Indicator 

1A but then another submission 5 days later for Indicator 3C.   

 
• You may retract submissions but must request 

retraction via email (pow@nifa.usda.gov). 
– List your institution and time of submission. 

mailto:pow@nifa.usda.gov


Top 5 Most Frequently Asked 
Questions 

Part 5 



Number One FAQ: I just updated my Plan with new Planned 
Programs last year, so why aren’t they showing up in my 
Annual Report this year? 

• Remember that ARs are pre-populated by the 
software based off the POW of the same FY.   
– Example:  The 2012 AR you see this year was generated from your 2012 

POW, which you submitted in April 2011; it is going to have whatever PPs 
were in the Plan that you submitted in 2011.   

– If you submitted new PPs as part of your 2013 POW (submitted in April 
2012), then those new PPs will not show up until your 2013 AR (which you’ll 
be submitting in April 2014).   

– In the meantime, you can manually change the PPs in your AR by 
editing/renaming them and/or clicking “add previously unplanned program.”  
You may also choose to use the new feature “not reporting on this planned 
program.” 



If you need to 
manually add/edit 
the PPs in your 
Annual Report to 
match up to what 
you changed in the 
POW the previous 
year, go to your 
home screen, and 
click the Annual 
Report you need to 
change.   



Next, click on “Planned Programs” on your top menu bar.   

Here, you can: 
 
1. Rename/Edit PPs 

 
2. Change order of 

PPs 
 

3. Add previously 
unplanned PP 

 
***Note that you 

cannot delete 
previously PPs. 



FAQ #2: How can I obtain and distribute copies of 
my institution’s Plan and AR to colleagues?  

• Use REEIS for obtaining a PDF of any 
Plan/AR that has already been accepted by 
NIFA. 

• Use the POW system to get Word 
documents and PDFs. 
– Can access limited previous years’ POWs/ARs. 

– Can generate the current version of your “new” 2013 
POW or 2011 AR. 

 

http://www.reeis.usda.gov/portal/page?_pageid=193,899531&_dad=portal&_schema=PORTAL&smi_id=44


You can get PDFs of POWs & Annual Reports out of REEIS! 



FAQ #3: We have new users joining our POW staff - 
Is there training for them to learn the ropes?  

• NIFA’s AREERA Website contains many resources for new users. 
– It is the most central location for anything having to do with the POW – links 

to other systems, documents, updates, newsletters, etc. 

• POW Software Training Site 
– Useful to someone who wants to see the POW/AR step by step and to read 

all the “help” screens.   
– A new user can log into the training site but not necessarily have access to 

the Production site. 

• Let the NIFA staff know of new folks and their contact information; we will 
add them to the POW software and email distribution lists. 

 
 
 

http://www.nifa.usda.gov/business/reporting/planrept/plansofwork.html


URL: http://www.nifa.usda.gov/business/reporting/planrept/plansofwork.html 

Here, you can: 
• Read AREERA 

• Get updates 

• Read newsletters 

• Access Training   
slides and other 
materials 

• Get links to RWC 
website, REEIS, & 
LMD 

• Get summary reports, 
and outcome  
statements. 

http://www.nifa.usda.gov/business/reporting/planrept/plansofwork.html


FAQ #4: We finished & submitted our Plan/AR but why are 
we still getting emails saying we’re late? 

• BOTH Directors must log in and click submit; submission is not 
complete until you’ve received an email confirming it and can see 
a submitted date under “status” at your home screen.  If in doubt, 
contact pow@nifa.usda.gov, or call Katelyn Sellers at                
202-401-5482. 

mailto:pow@nifa.usda.gov


FAQ #5: We submitted our Plan/AR but we 
made a mistake – Can we get it back? 

• Yes, any Plan or AR can be unsubmitted and 
sent back to the state at any time. 

• How do I unsubmit? 
– You must send an unsubmit request to NIFA at 

pow@nifa.usda.gov (email asking for unsubmission) 

– Unsubmissions are typically done the same 
business day.   

mailto:pow@nifa.usda.gov


Questions? 

• Contact Katelyn Sellers, POW Business 
Manager in the Planning, Accountability 
& Reporting Staff at NIFA 
– pow@nifa.usda.gov 
– ksellers@nifa.usda.gov 
– 202-401-5482 

mailto:pow@nifa.usda.gov
mailto:ksellers@nifa.usda.gov

	Plan of Work 101��Training for State Users
	Topics
	Background, Due Dates, & Policies
	 AREERA Act & 2008 Farm Bill
	Plan of Work Software
	Slide Number 6
	Rolling 5-Year Reporting Cycle
	Rolling Cycle – How it Works
	Due from the States in FY14
	Status-Driven Auto Emails  �(Auto emails sent by the software to Directors & Contacts only)
	Time-Driven Notifications
	What Happens after Submission?���
	�����What We Tell Your Reviewers:
	How to Navigate the POW System & Associated Software
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Note about text boxes:
	Systems Associated with POW
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Content Guidance
	Your NIFA Reviewers ask themselves:
	Language & Writing Style
	Writing Better Outcomes
	Example of Needing Improvement 
	Example of a Well-Written Outcome�(Here, the issue is directly related to numbers given on economic impact.)
	Not Reporting on this Program�	“Not reporting” on a previously planned program and/or 	associated outcomes is allowable in the Annual Report! 
	Not Reporting on this Program 
	National Outcomes & Indicators
	Background on National Outcomes
	Results
	National Outcomes & Indicators (NOIs)
	National Outcomes & Indicators in the POW System:
	National Indicators Reporting
	Top 5 Most Frequently Asked Questions
	Number One FAQ: I just updated my Plan with new Planned Programs last year, so why aren’t they showing up in my Annual Report this year?
	Slide Number 50
	Slide Number 51
	FAQ #2: How can I obtain and distribute copies of my institution’s Plan and AR to colleagues? 
	Slide Number 53
	FAQ #3: We have new users joining our POW staff - Is there training for them to learn the ropes? 
	Slide Number 55
	FAQ #4: We finished & submitted our Plan/AR but why are we still getting emails saying we’re late?
	FAQ #5: We submitted our Plan/AR but we made a mistake – Can we get it back?
	Questions?

