November 7, 2011

NCI IAA FAQs*
NBS System Questions

Approving PO: When I try to approve a requisition number, I cannot do it.  I cannot even find the requisition number. 
Make sure the requisition has been created and approved.  The Buyer User needs to go to “Autocreate IAA Purchase Orders” to create the PO.  If the PO has not been created, it cannot be approved.  When you get ready to approve this new PO, clear your Find PO screen before you type the new requisition or PO number; if you do not clear the screen, the screen will default to your name as Buyer.

Finding Customers: I have a Type X IAA and I cannot find my customer.  The DUNs# was not in the customer list; the name of the customer is in DTRA but none of the DUNs numbers there match the one I have. 
There are two possible actions:

1) Tell the customer about the existing information we have in DTRA and let them choose the number they want to use to work with you.

2) Inform the customer they need to reactivate their DUNS and ALC numbers in FedReg. This is the customer responsibility.  Below are points of contact that you can share with your customer:

Online help documents:

https://www.bpn.gov/BRS/Help/BRS_Help_Registrant.htm
https://www.bpn.gov/BRS/Help/BRSHelp.pdf
Contact Phone: 269.961.4567

FedReg: https://www.bpn.gov/far/
Unless the customer has valid and active DUNs and ALC numbers, you cannot add the customer to the Project/CAN.  

OFM says: “The IC requestor must confirm that the DUNs or DOD (BPN) number they are doing business with is registered in the Federal Agency Registration site called FedReg which is found under: https://www.bpn.gov/far/Search.aspx.   If the DUNs or DOD (BPN) number does not exist in FedReg with an active registration, the IC must contact the Federal Agency to either have the DUN registered in FedReg or to obtain one that is currently registered and active in FedReg.”

FedReg info on the NIH portal (https://my.nih.gov/portal/server.pt/community/nbs_budget_finance/659):
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Cross-(CAN)-citation: I have a Type N IAA with 10 ICs. What do I do in the system?

As a seller, you have to do everything on behalf of the buyer.  You first act as a buyer to create the requisitions and purchase orders and approve them.  Then, as a seller, you create Projects and create the funding in the Customer Register.  Finally, you release the funding and the IC may begin performing on the IAA.  Thus, sellers act on behalf of the buyer (cross-citation), performing all the tasks.
Project Customer: What should I put in the Relationship field in the Project Customer form?  

In Project Customer, there are two fields to pay attention to: Relationship and Contribution.  Relationship should always be “Primary” and Contribution should always be “100%” for X type projects.

Finding Requisitions

Note: Some Buyer Approval Users received an error message when they tried to find requisitions to approve.  The Buyer User must have created and approved the PO before the Buyer Approval user can approve it.  If you encounter this error, contact the Buyer User and instruct them to approve the PO.

Project End Dates: Should I end all my projects one year after I start?  

The standard date to finish projects is October 6. If you need to continue with your project, in the months preceding the new fiscal year, extend that project end date and the anticipated task end dates (your IC partners) to October 6 of the next fiscal year.  Those projects whose end dates are not extended will naturally expire with the end of that fiscal year.   Those that are extended will be available for an IAA modification in the new year and thus you will be able to continue using the same project across multiple years.

When to Attach Signed 7600 Form in NBS
The signed 7600 form is required to be attached to the purchase order before the Buyer Approver approves the Purchase Order (PO) and attached to the Project before the Seller Approver releases the IAA budget authority.
Attachments: When I am in the system and I try to attach attachments, I can't.

In order to attach documents, you must make sure that you are in the Project screen, not the Customer Register.  Once you are in the Project screen, you will attach documents like you would in any other regular email message.  
7600 Questions

Should we check "new" in block 4 on 7600A and in block 25 on 7600B even if the agreement isn't actually new (i.e., it is a mod of a previous year’s agreement but this is the first time we are filling out the GT&C and the Order Section)? 

Although this business may be a continuation of a previous IAA, everything should be “new” in FY2012.

7600B Block 28 Information:
ALC (agency location code): 75-08-0031

Treasury Agency Code: 75

Trading Partner Code: 08

TAS: 75-08-0849

BETC: requesting agency – DISB; servicing agency – COLL

BPN: 927645168 (DUNS number)

Additional Accounting Information: CAN number

What is the difference between TAFS numbers and TAS number on the 7600 form (Block 28)?
The TAS number has the bureau number in the middle, and the TAFS number has the FY number in the middle. Although NBS doesn’t use this block for system processing, it is recommended for now to use the TAS number on the form. NCI’s TAS number: 75-08-0849
Billing: In section 32 on 7600B, what should we select? 

Internal or type N orders will always be “other” in section 32 and "upfront bill and collect” in section 33 and 34 (type in). Otherwise for all other IAA type A and X you should usually select Servicing Agency Initiated IPAC.

Signatures:

Section 37: This is a question we need to decide at the NCI level. Previously, the signatory depended on the agreement; each division or ARC had a different signatory. But we may reconsider that. For now, and until we get a decision, Jim Dickens will sign for OD/OM as the Acting Deputy EO. For other divisions, the signatory should be whoever used to sign the 1742. 

Section 38: ARC Managers should be signatory for Financial Official.

Section 39: Use NCI budget office contact information: 9000 Rockville Pike, Bldg 31 Rm 11A16, Bethesda, MD, 20886. Vicky Perez or Luke Taylor can be the POC.

How to get multiple signatures on the GT&C (7600A) form between multiple agencies

A separate attachment for signatures could be included with the 7600 form but with a clear indication that this attachment is linked to the 7600 form.  Also, on a separate GT&C the seller has to sign off on the form before sending it off to the rest of the signatures.
Either each party to the agreement should sign the 7600A or separate attachment for signatures may be included with the 7600A form but with a clear link that this signature attachment is linked to the 7600A form.  Also, the seller should sign the 7600A and 7600B before sending it off for the rest of the signatures.  A recommendation was also made to make the agreement for 10-15 years in block 5 if the agreement is to last indefinitely, which would allow each IC to sign the GT&C only once at the beginning of the 10 or 15 year period.
Electronic Signatures: 

Electronic signatures are accepted within NIH.  If you are working with an external partner, check their policy on signatures. 

In general, follow these recommendations: (1) Contact CIT since this is a technical issue; (2) Download the most current 7600 form from the Treasury Website; (3) Use written signatures until the issue with electronic signatures is resolved.

Can a form alternate between electronic and physical signatures? 

There should be no problem between alternating two different types of signatures on the same form. 

Do we need a D&F for Type N orders?

The FAR requires a D&F for Economy Act orders with other Agencies.  The OFM and others have asked Diane Frasier (OALM) whether each IC is a separate Agency for this purpose.  Once we have a response, we will communicate with the community.

Are outside agencies familiar with the 7600 form and the upload process?

The 7600A and 7600B are government wide forms, so other agencies should be implementing the required Treasury forms.  Other agencies would not be uploading the forms directly into the NBS system (an NIH-only system). 

We were wondering how the severable IAA and Non Severable IAAs will be tracked. Will this be the same approach as SAIC contract? We wanted to make sure there was no new tracking process for the IAA as severable and non severable agreements which would require funding broken out like SAIC funding. 

We don't need anything as elaborate as SAIC. 

severable = 12 months of money at a time (most IAAs are severable)

nonseverable = fund a contract to completion up front

Other Questions and Helpful Links
Which agency is responsible for IPACing on agreements?

The agency providing the services is responsible for IPACing the buying agency.

Fellowship Payments

Some of the fellowship payments may not be working because they are still getting transitioned to the ADB system.  Currently, the ADB does not accept NBS Reimbursable CANs (ACS Segment 6 = R) because the program limits values to I and E.  These Reimbursable CANs are required for the ADB functions, e.g., FPS.
The only codes we appear to be using in the ADB for NCREC-TYPE are I and E for NCREC-TYPE, which designates that CAN as for intramural use or extramural use.  In addition to allowing the program indicator of “R”,  the can type indicator of “R” will be converted to “I” (intramural) in ADB.  This will allow the CANs to be used in FPS, as NHGRI is currently attempting to do.  Based on the NBS RA changes, the R value is required now for the ADB to load the Reimbursable CANs into the ADB CAN table.

Helpful Links

· Budget and Finance Portal: The portal contains all the materials that will help you understand the NBS system, how the different parts are integrated, and your responsibilities when working with the system.  You will find a catalog of all the RA training material, which includes Student Guides, Navigations, Job Aids, Computer Based Training (CBT), RA Training Overview Presentation and other support materials at: 

 

· http://ofmsps.od.nih.gov/hfmi/SitePages/Home.aspx 

 

 

· New Job Aids: Attached you will find two new job aids: 

· NBS FMLOB 7600 Form Crosswalk: This document captures the key sections of the 7600 form and where they need to be incorporated in NBS. 

· NBS User Tool: These tables guide the users step-by-step when working with Type A, X, and N IAAs.   

       

· NIH IT Service Desk: Your first step for support and assistance is the NIH IT Service Desk. Contact them at http://itservicedesk.nih.gov/support or by phone (301-496-HELP).

· 7600 Form Help: For information on the Treasury IAA Form 7600, visit http://ofm.od.nih.gov/iaa/iaa_home.asp.  You are also welcome to contact Steven Berkowitz (steven.berkowitz@nih.gov) or David Heller (david.heller@nih.gov) at OFM. 

*FAQs compiled from information obtained in NBS daily phone meeting minutes and answers to NCI staff questions directed to OFM or NBS.
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