
Submission of requests for approval. An employee seeking to engage in employment for which advance approval is required shall submit a written request for approval to the employee's supervisor a reasonable time before the employee proposes to begin the employment. Upon a significant change in the nature of the outside employment or in the employee's official position, the employee shall submit a revised request for approval. The supervisor will forward written requests for approval to the agency designee, through normal supervisory channels. 

All requests for prior approval shall include the following information:

1. The employee's name, organizational location, occupational title, grade, and salary;

2. The nature of the proposed outside employment, including a full description of the specific duties or services to be performed;

3. A description of the employee's official duties that relate in any way to the proposed employment;

4. The name and address of the person or organization for whom or with which the employee is to be employed, including the location where the services will be performed;

5. The method or basis of any compensation (e.g., fee, per diem, honorarium, royalties, stock options, travel and expenses, or other);

6. A statement as to whether the compensation is derived from a USDA grant, contract, cooperative agreement, or other source of USDA funding;

7. For employment involving the provision of consultative or professional services, a statement indicating whether the client, employer, or other person on whose behalf the services are performed is receiving, or intends to seek, a USDA grant, contract, cooperative agreement, or other funding relationship; and

8. For employment involving teaching, speaking, writing or editing, the proposed text of any disclaimer required by 5 CFR 2635.807(b).

