ORDER


U.S. DEPARTMENT OF TRANSPORTATION
FEDERAL AVIATION ADMINISTRATION



Mike Monroney Aeronautical Center
Oklahoma City, Oklahoma
5/23/03
SUBJ:    U. S. SAVINGS BOND PROGRAM
1. PURPOSE.    This order establishes policy, procedures, and responsibilities for Aeronautical Center
participation in the U. S. Savings Bond Program.
2. DISTRIBUTION.    This order is distributed to managers, supervisors and above at the Aeronautical Center
and straightlined organizations.
3. CANCELLATION.  Order AC 3700.1 C, U. S. Savings Bond Program, is canceled.
4.       POLICY.   In full support of the policy stated in FAA Order 3700.3C, U. S. Savings Bond Program, the Aeronautical Center recommends that all employees participate in the Savings Bond Program through payroll allotment, to the maximum extent consistent with their personal financial situations.  No form of coercion or pressure tactics shall be used to encourage employees to participate in the Savings Bond Program.
5.        RESPONSIBILITIES:
a.
The Director, Aeronautical Center (AMC-1), has been designated as permanent Area Campaign
Chairperson for the Aeronautical Center. The Director's responsibilities are as follows:
(1) Designate a Center Campaign Chairperson to assist in the conduct of the annual campaign as
deemed necessary.
(2) Provide inter/intra-agency liaison for the Savings Bond Program.
(3) Provide leadership and initiative in sustaining a continuing overall interest and participation in the
program.
(4) Assure that designated coordinators are representative of the Center's employee work force and
coordinate their activities in conducting the annual Savings Bond Campaign.
(5) Provide periodic publicity and informational materials as appropriate in support of the campaign.
b.
Program Directors and Tenant Heads will:
(1) Promote the objectives of the Savings Bond Program within their organizations.
(2) Designate an individual to serve as Savings Bond Program Coordinator for their organization.
c.
Office of Human Resource Management (AMH) will:
(1)   Ensure that the Personnel Operations Division  (AMH-200) provides information concerning the Savings Bond Program in pre-employment packets.
(2) Discuss the Savings Bond Program with new employees on the first day of duty.
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(3) Provide Savings Bond Program information pamphlet SB-2349 and form SB-2362, "Authorization
For Purchase and Request For Change" to employees on an as-needed basis.
(4) Encourage employees to utilize Employee Express to start or stop bonds and to make changes to
existing bonds.
d.
Savings Bond Organizational Coordinators will:
(1) Conduct annual campaigns within their organizations for personal contact and to emphasize the
value of systematic savings through payroll allotments for the purchase of U. S. Savings Bonds.
(2) Designate assistant coordinators as necessary.
(3) Perform duties according to annual campaign instructions.
e.
Managers and Supervisors will:
(1) Provide assistance as necessary to Savings Bond Organizational Coordinators in the conduct of the
annual campaign.
(2) Provide assistance to employees in obtaining information about the Savings Bond Program and in
completing the forms.
f.     Employees will:
(1) Immediately report any changes to the address where bonds are mailed, in order to preclude the
loss of bonds.
(2) Complete and sign form SB-2362 and send the form to the Office of Financial Operations,
EA/NE/AC/IG/RSPA Payroll Branch, AMZ-430.
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Dorothy Tharnish
Program Director, Human Resource Management
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