[image: image1.png]


Professional Service Orders Procedures
Revised August 7, 2008

Professional Service Orders are used to reimburse speakers, certain advisors, committee members, and workshop participants when receiving an honorarium. 

If there is no honorarium, participants are placed on a government travel order by submitting a Non-Affiliated Travel package.

Responsibilities of the Requesting Office:
Program Staff/Requester
Step 1: 
5-weeks prior to meeting or as soon as a reviewer is identified – provide name, address, and DUNS # to the ARC.

Step 2:
No later than 5-weeks prior to the meeting, Requester provides to the DEAS staff all of the information below for preparation of the Professional Service Order Contract Package. (More lead time is necessary if meeting has a large number of attendees)   Package is to include the following:
· Person’s Name   --  has to be the same as in CCR
· Address  --  has to be the same as in CCR
· Phone Number
· Email Address

· Fax Number

· Secretary’s phone number & email address
· Social Security Number

· Statement of Work (sample attached)
· Meeting Site
· Date of Meeting/Event/Seminar

· Copy of the Letter of Invitation or email sent to participant that outlines Contract details  – (see note below)
· Ensure that all calculations are correct
· DUNS # -- Needs to match what is in CCR as Sole Proprietor.  Provide assistance in obtaining the DUNS # if needed. --  has to be the same as in CCR
                                            D&B 1-866-705-5711
· Inform participant to verify their banking information is current in CCR – incorrect information on file will result in a delay in payment.
· Invitation/Notification:  If the speaker/meeting attendee refuses to register in CCR or does not do so in a timely manner, the order for the speaker/meeting attendee cannot be entered into the NBS and he/she will not be paid for attending the meeting.  This MUST be spelled out and emphasized in the Invitation and/or email notification.
· Drug Free Workplace – if sent via email – submit a copy of the email with package.  If sent via fax – submit a copy of the fax confirmation .
Step 3:
Requester ensures that participant(s) register in the CCR system.  Provide assistance to ensure correct registration!   (CCR Tip Sheet attached; CCR website has a handbook, job aides and FAQs for assistance as well.)
Note:  Participants need to be registered as a Sole Proprietor.  If the CCR record list their business or university – the records needs to be updated to correct the entry. 

Step 4:
Requester verifies that information in CCR matches the information provided in the PSO package, if it doesn’t match, Requester informs participant to update their CCR record, OR, the package is corrected to match the CCR information
Everyone MUST be registered into CCR!
www.ccr.gov      1-888-227-2423

Step 5:
Requester is responsible for following up with participant and/or DEAS Staff on a regular basis to ensure that the package is on target for completion and submission to the ARC to meet the 5-week deadline.
Step 6:
Requester reviews and signs off on check list indicating that the package provided is complete and  the information is accurate.
Note:
If all of the above information is not provided or is found to be inaccurate, the package is considered to be incomplete and will be returned.
Step 7:
No later than 5-weeks prior to the meeting, Requester submits to the ARC, a complete, accurate package with necessary signatures.
Note:
No adjustments can be made to the PSO once it has been approved in the NBS system.
Step 8:
Requester sends/faxes a copy of the approved PSO Request form to the attendee and obtains their signature of agreement to the terms of the contract and provides a signed copy to the ARC prior to the meeting.
Step 9:
Requester presents and/or mails an OFM approved invoice to the attendee with only the amounts filled in.  The attendee completes the remainder of the form along with their signature. There are to be NO CORRECTIONS of any kind (white out, pen/ink, etc) on this form once it is signed!  The Requester signs the receiving section of the invoice.  An original is promptly given to the ARC for processing in NBS.  Receipts are not necessary since this is a firm-fixed contract.  
DEAS Responsibility
DEAS staff are responsible for completing the forms and assembling the package for review by the Requester.
Step 10:
Estimate costs using Government per diem rates
Step 11:
Obtain transportation information & other transportation costs from participant. Travel costs are considered reasonable based upon standard coach fares (air/train) and taxi rates.
Step 12:
Provide a copy of the CCR registration with the package

Step 13:
Terms and Conditions -- Drug Free Workplace -- if the Requester has already emailed this to participant, then all that is needed is a copy of the email.  If it has not been sent, then fax a copy to participant. Attach a copy of the fax confirmation with package.
Step 14:
Ensures that the package is completed and submitted to the Requester for review in a timely manner in order to meet the 5- week deadline.
Invoicing for Professional Services
Step 15:
DEAS staff prepares an OFM Approved PSO Invoice by completing the amount section ONLY and provides to Requester on or before the day of the meeting. (Copy attached).  Ideally the voucher would be prepared and submitted with the PSO for signature.
Note:
Please estimate costs as accurately as possible (i.e., call participant’s secretary for cost of his/her flight) as the person will be paid the estimated cost upon completion of services. Call the taxi company for an estimated cost.
Responsibilities of the Administrative Officer:
The Administrative Officer is responsible for entering the procurement information into the NBS System using the information on the request sheet or invoice, determining price reasonableness, and approving the actions.  A NBS generated copy of the contract is then signed by the Administrative Officer.

Step 16:
Provides a signed NBS contract to the Requester to obtain attendee’s signature of agreement to the contract terms.
Step 17:
Provide a signed copy to DEAS Staff to prepare invoice.

Step 18:
Answer payment questions from attendees if necessary.

PSO CHECKLIST
_____
Request for Professional Services Form

_____
Statement of Work
_____
Letter of Invitation or email invitation with the following:

· Drug Free Workplace email or fax confirmation
· Statement of non-payment

_____
Copy of CCR Registration
Date Submitted to DEAS for Preparation:____________
DEAS Initials:__________

Completed Package to Requester:______________
Requester’s Initials:___________
Completed Package to AO:______________________  AO’s Initials:_______________
I confirm that this package is complete and accurate:____________________________
                                                                               
     (Requester’s Name)

Copy of approved PSO contract to Requestor and DEAS ________________________

Post Meeting -- INVOICE

_____
Invoice w/Attendee’s signature


Submitted to AO:____________________

I confirm that this Invoice is complete and accurate:_____________________________

                                                                               
     (Requester’s Name)

NOTES:
· If receiving Honorarium – Attendee cannot receive a government contract rate on air fare or hotel.

· Air fare is based on standard coach fares.
· Regardless of cost to Attendee, they are only reimbursed at the approved amount on the signed PSO.

· Attendee must sign approved PSO Request form as acceptance of the terms and conditions and return signed PO to Program Staff prior to the meeting.  No changes will be made after the PSO is approved in NBS.

ARC Website:  http://home.ncifcrf.gov/dctd-arc
