November 7, 2011

Guidance for the new NCI Inter/Intra Agency Agreement Process
An NCI ARC will enter into an Inter/Intra Agency Agreement with another Federal Agency or IC as either a buyer or seller.   Upon setting the parameters of the agreement the ARC will begin preparing the 7600 form.  
The ARC will provide OBF the following information if NCI is a buyer:
· Seller IC or Agency
· Seller DUNS

· GT&C and Order Label
· Indicate whether this is a  mod to an existing agreement or a new agreement (initially in FY12 all will be “new”)
OBF will then enter this information into our “IAA Log”.  When NCI is a buyer in an “A” agreement, this log creates the IAA number. It is now the responsibility of OBF to notify the ARC that the log entry has been created, and send the ARC the new IAA number.  For NCI buyer “N” agreements, the selling IC will create the IAA number but it will be the responsibility of the ARC to provide OBF with a signed copy of the 7600 so that OBF can track the transaction.
The ARC will provide the OBF the following information if NCI is the seller:
· Buyer IC or Agency
· Buyer DUNS
· GT&C and Order Label
· Indicate whether this is a  mod to an existing agreement or a new agreement (initially in FY12 all will be “new”)

OBF will then enter this information into our “IAA Log”.  When NCI is a seller for “N” or “X” agreements a log entry generates the IAA number and creates a customer register. It is now the responsibility of OBF to notify the ARC that the log entry has been created, and send the ARC the new IAA number.  Then, after the 7600 is completed and signed, the ARC will send the 7600 and a completed CAN request to OBF, and OBF will create a new reimbursable CAN for that agreement.  It is now the responsibility of OBF to notify the ARC of the new CAN for the agreement. 
The ARC will now:

· Create/approve requisition in iProcurement which will commit the funds.  

· Attach the signed 7600 and any supporting documentation.

· Create purchase order.

· Notify the Buyer/Seller Approver that an order is ready for review/approval.
At this point the Buyer/Seller Approver opens the requisition in NBS, reviews and approves it, creating the obligation.  
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