Life Cycle IAAs Job Aid

Instructions 
This Job Aid provides answers to key questions that you, as a user, might ask yourself when working with Type A, X, and N IAAs.  To maximize the effectiveness of this job aid, you can click below on the Type of IAA that you need help with.  The link will take you to the appropriate section in this document:
· Type A IAA
· Type X IAA
· Type N IAA (You are a BUYER)
· Type N IAA (You are a SELLER)
Once you get to the appropriate section, you will see the frequently asked questions (FAQs) for that type of IAA.  You can click on any of those questions to directly go to the answer for that question.  It is highly recommended that you read through all the answers provided for that specific IAA to understand the life cycle of that type of agreement.
If you need assistance at any point, contact the NIH IT Service Desk at http://itservicedesk.nih.gov/support or call 301-496-4357(HELP). 
If you need assistance with Treasury IAA Form 7600, please visit http://ofm.od.nih.gov/iaa/iaa_home.asp or contact David Heller at david.heller@nih.gov or Steven Berkowitz at steven.berkowitz@nih.gov.  Make sure that the subject of your email reads ““Treasury IAA Form 7600”.
Document (s) is/are 508 compliant.  If additional assistance is needed, contact the NIH Business System main phone line at 301-451-0004 or via e-mail to NBS508@mail.nih.gov. 



[bookmark: Type_A]TYPE A IAA
1. Am I a Buyer or a Seller?
2. Is this IAA with an external agency?
3. Is this IAA a new order or a modification to an existing order?
4. Where do I get the IAA number?  What do I do with it?
5. I am the budget officer, how do I generate the IAA number?
6. What CANs do I use?  How do I create them?
7. I have an agreement, an IAA number and a CAN, what do I do next?
8. How do I renew for the next year?
9. How does the IC Budget Office use the IAA Log from the first year to the next year?
10. I have many Projects/CANs to cite on a purchase with one agency.  How many requisitions do I create in the IAA Store?


	IAA Type A Life Cycle FAQ

	1. [bookmark: Buyer_or_seller_A]Am I a Buyer or a Seller?

	You are the Buyer when purchasing goods or services from another federal entity.  These Buyer IAAs are Type A.

	Synonyms for “Buyer” are “Customer” and “Requester”.

	Your first step is to prepare the form 7600 in collaboration with the Seller. 

	2. [bookmark: EXternal_agency_A]Is this IAA with an external agency?

	Type A IAAs are always with an external agency.

	Check the OFM Supplier List on the NIH Portal Budget & Finance Community.  You must have the external agency's DUNS (BPN on the form 7600.) 

	If the Supplier is not on the OFM list, complete the Customer/Supplier request form and submit to OFM.  

	The supplier list and forms are available on the NBS Portal/Budget/Finance Community: https://my.nih.gov/portal/server.pt/community/nbs_budget_finance


	3. [bookmark: Modification_A]Is this IAA a new order or a modification to an existing order?

	This choice of new order or modification affects how the second and third segments of the IAA number are incremented, but not the processing in the NBS.

	New orders represent new work. 

	 Modifications occur for Type A IAAs when the amount of funding is changed within the current fiscal year.

	4. [bookmark: Get_IAA_A]Where do I get the IAA number?  What do I do with it?

	Request the IAA number from your budget office.

	The IC's budget office provides an NIH IAA number and the external Seller agency will provide a second number.  Both are entered on the form 7600 and enable IPAC processing.  Only the number from your budget office will be used in the NBS IAA Store.

	5. [bookmark: Generate_IAA_A]I am the budget officer, how do I generate the IAA number?

	Please retrieve your IC's starting IAA Log spreadsheet from the NBS Finance SharePoint as described in the opening day communication. 

	Review the steps and screenshots in the spreadsheet’s User Instruction tab in the IAA Log.  The spreadsheet functions you will need to be familiar with are indicated under the "User" column as "IC".  These functions are: 1) Insert a New IAA, 2) Insert an IAA Modification, 3) Start a New Fiscal Year IAA, 4) Hide Closed IAA, 5) Create Expense Non-billing Accounts, 6) Add a Customer, 7) Create Account Combinations by File Upload, and 8) Type N and Type X Request Project-Manual.

	Of these functions, the ones related to providing an IAA number to the Type A Buyer are:
· Insert a New IAA: In the IAA Log insert a new row at the end of the Type A IAAs.  
· Insert an IAA Modification: In the IAA Log, find the existing IAA and insert a row below the last entry for this Type A IAA.

	Copy the contents of the row above to the new row.

	Edit copied values as relevant to define the new IAA uniquely from the row above.

	Click on the “Restore Formulas” macro to generate an IAA number.
· New: Change in IAA number is in 2nd segment. 
· Modification: Change in IAA number is in 3rd segment.

	Provide the IAA Number to the Buyer.

	6. [bookmark: Create_CANs_A]What CANs do I use?  How do I create them?

	No new CANs are required when you are buying from an external agency.  Use any existing CAN that is appropriate to pay for this purchase.

	7. [bookmark: To_Do_A]I have an agreement, an IAA number and a CAN, what do I do next?

	As a Buyer User, go to the NBS IAA Store and prepare a requisition using the information developed by completing the steps above.

	To facilitate automated billing, only the Buyer IC's Projects/CANs are cited on a Type A IAA.  

	If multiple ICs contribute to an external purchase, the other internal partners first execute a Type N IAA to consolidate all funding into the lead IC Buyer reimbursable fund.  The Buyer IC’s Project/CAN on the Type N IAA is then used on the Type A requisition.

	Attach documentation as appropriate.

	Create the PO and attach signed IAA.

	Approve the PO including document review.

	Monitor work performed by the external Seller.

	Adjust funding upward during the year: create a new requisition or modify an existing requisition.

	Reduce funding before year end: modify the purchase order to show the desired reduction.

	Attach documentation to the purchase order as appropriate for increases or decreases.

	Close purchase order at year end when all work has been performed.

	No renewal.  New year funding requires new IAA.  Repeat steps from "Create the PO and attach signed IAA" above.

	8. [bookmark: Renew_A]How do I renew for the next year?

	Type A IAAs do not renew across years within the NBS functions although the paperwork may be a technical renewal.  

	A new purchase order using a new type A order is issued to the partner agency annually for continuing work.

	9. [bookmark: First_Year_A]How does the IC Budget Office use the IAA Log from the first year to the next year?

	Type A IAAs for the new year may be entered in the IAA Log and the IAA number may be generated prior to the start of the new fiscal year.

	The IAA Log is perpetual.  Do not delete rows.  Do not change the fiscal year for any renewal--the first segment of the number retains the original year of establishment.  IAAs that renew from one year change the second segment or Order value by modifying the title in the Order Label column.   
When entering entirely new IAAs for the new year in the IAA Log, enter the fiscal year for IAAs in the fiscal year cell to generate a new GT&C.

	ICs may use optional IC columns to code and thereby filter out of view any closed IAAs no longer needing monitoring.

	10. [bookmark: Store_A]I have many Projects/CANs to cite on a purchase with one agency.  How many requisitions do I create in the IAA Store?

	If multiple ICs contribute to an external purchase, the other internal partners first execute a Type N IAA to consolidate all funding into the lead IC Buyer reimbursable fund.  The Project/CAN on the Type N IAA is then used on the Type A requisition.

	If the buying IC wishes to use multiple Projects/CAN from its own funds, then multiple CANS may be used on the requisition.  You create multiple lines on the requisition in the IAA Store when all the Projects/CANs are for one IC.





[bookmark: TYPE_X]TYPE X IAA

1. Am I a Buyer or a Seller?
2. Is this IAA with an external agency?
3. Is this IAA a new order or a modification to an existing order?
4. Where do I get the IAA number?  What do I do with it?
5. How does the IC budget office generate the IAA number?
6. What CANs do I use?  How do I create them?
7. I have an agreement, an IAA number and a CAN, what do I do next?
8. How do I renew for the next year?
9. How does the IC Budget Office use the IAA Log from the first year to the next year?
10. I want to track the work I perform in multiple sub projects.

	


IAA Type X Life Cycle FAQ

	1. [bookmark: Buyer_or_Seller_X]Am I a Buyer or a Seller?

	You are the Seller when receiving the external agency Buyer's authorization as an increase in reimbursable authority and providing goods or services using this authority.  These Seller IAAs are Type X.

	Synonyms for “Seller” are “supplier” and “servicing agency.”

	Prepare the form 7600 with the Buyer. 

	2. [bookmark: External_Agency_X]Is this IAA with an external agency?

	Type X IAAs are always with an external agency.

	Check the OFM Supplier List on the NIH Portal Budget & Finance Community.  You must have the external agency's DUNS (BPN on the form 7600). 

	If the Supplier is not on the OFM list, complete the Customer/Supplier request form and submit to OFM.  

	The supplier list and forms are available from :  
https://my.nih.gov/portal/server.pt/community/nbs_budget_finance


	3. [bookmark: Modification_X]Is this IAA a new order or a modification to an existing order?

	This choice of new or modification affects the IAA numbering and the choice of Project/CAN.

	A new Type X Order is characterized by a new scope of work.

	Modifications occur for Type X when the amount of funding is changed.

	A yearly renewal of the same work is a modification to the IAA. 

	New orders and annual modifications are individually funds controlled.  However the modification permits use of the same Project/CAN to continue across years while a new Order results in a new Project/CAN being created.

	4. [bookmark: Get_IAA_X]Where do I get the IAA number?  What do I do with it?

	Your budget office provides an NIH IAA number and the Buyer will provide a second number for the buyer agency.  Both are entered on the form 7600 and enable billing processes.  Your IAA number is used to request the Project/CAN and to track the IAA in reporting systems.

	5. [bookmark: Generate_IAA_X]How does the IC budget office generate the IAA number?

	Please retrieve your IC's starting IAA Log spreadsheet from the NBS Finance Sharepoint as described in the opening day communication. 

	Review the steps and screenshots in the spreadsheet User Instruction tab.  The spreadsheet functions you will need to be familiar with are indicated under the "User" column as "IC."  These functions are: 1) Insert a New IAA, 2) Insert an IAA Modification, 3) Start a New Fiscal Year IAA, 4) Hide Closed IAA, 5) Create Expense Non-billing Accounts, 6) Add a Customer, 7) Create Account Combinations by File Upload, and 8) Type N and Type X Request Project-Manual.

	Of these functions, the ones related to providing an IAA number for the Type X Seller are:
· Insert a New IAA: In the IAA Log insert a new row at the end of the Type X IAAs.  
· Insert an IAA Modification: In the IAA Log, find the existing IAA and insert a row below the last entry for this Type X IAA.

	Copy the contents of the row above to the new row.

	Edit copied values as relevant to the new IAA.

	Click on the Restore Formulas macro to generate an IAA number.
· New:  the new IAA number has a new 2nd segment.  
· Modification:  the new IAA number has a new 3rd segment.

	Enter the IAA number in the form 7600.

	6. [bookmark: Create_CANs_X]What CANs do I use?  How do I create them?

	Each new IAA Order requires a new Project/CAN to control funding for the order.

	Send 11 digit IAA Value from the IAA Log and its description to OFM GAB (Deborah Moore, Paula Kinard).

	Wait for notification from OFM that the value is in the NBS.

	Upload the code combination to the NBS using the Export All macro in the IAA Log.

	Use the Project Request macro in the IAA Log to obtain a report showing all codes needed to request the Project/CAN.

	As Seller User, open the Project menu in the NBS.

	Select Template T3 (T: IAA External Monthly Billing) [Use template T4 (T: IAA External Advance Payment) if an advance is involved and also notify OFM GLB.  Coordinate receipt of the advance closely to ensure deposit is created before IAA is funded.]

	Provide identifying information in the Quick Entry form.  For Project description, start with the 11 character IAA value and then any text desired.

	Enter the GL Codes from the Project Request report.

	Pick yes/no to indicate a cancellation.

	Enter the Buyer's fund expiration date.  This will normally be the end of the current fiscal year.  However, if you have received multi-year funding, be sure to enter the expiration date of the multi year fund.  This date does not have system functionality but is important for reporting that will focus on situations where IAA multi-year authority needs to be re-apportioned from one year to the next.

	In the Customer detail region, select the external customer.  If the customer is not available to choose, send 11 digit IAA Value from the IAA Log and its description to OFM GAB (Deborah Moore, Paula Kinard).

	Review the Classification detail region and change the statutory authority if not Economy Act.

	Add any other Project Classification codes desired such as PCC130 values for IC level coding.

	Attach documentation as appropriate.

	Save and change status to "Submit" to forward request to OFM for approval.

	Receive notification by automatic email from OFM that the Project/CAN is approved. (If rejected, correct and resubmit.)

	7. [bookmark: To_Do_X]I have an agreement, an IAA number and a CAN, what do I do next?

	An IAA is funded (reimbursable authority is established) through the Customer Register.  

	As Seller User Select Customer Register and enter: IAA project number, date allocated, amount, mod number, partner's TAS, BETC, additional classification information from form 7600 block 28, partner's purchase order number.
Include partner's additional accounting classification information by cutting and pasting from the form 7600 to avoid typos.  In particular, be sure to provide DOD additional classification entries to facilitate smooth billing processes.

	As Seller Approval User, review documentation.

	Release funding.

	Monitor work performed by your partner.

	Adjust funding upward during the year: create a modification to add funds in the Customer Register.

	Reduce funding before year end automatic adjustment:  enter the desired reduction as a negative amount in the Customer Register.

	Attach documentation to the IAA Project/CAN as appropriate for the increase or decrease in funding.

	Year end closing automatically returns unused authority to the Buyer when the Buyer's fund reaches the end of its period of availability.

	8. [bookmark: Renew_X]How do I renew for the next year?

	IAAs may renew annually.  New year funding requires a new IAA to be executed between partners and attached to the same NBS records as when the IAA was first established.

	Renewal of an IAA is processed as a modification to retain the same Project/CAN in the new year.

	Each summer, the Seller User identifies IAA Projects/CANs that should continue into the new year.  As Seller User, extend the Project End date as well as the Task End dates for each partner continuing into the new year.  All projects not extended will move to Pending Close status as the new year opens.  These Projects/CANs will allow disbursements for 5 years but no new obligations.

	When the Buyer's fund is more than annual, the funding is reapportioned by OFM as the new year opens.  IC should confirm to OFM of the reapportioned funding amount.  The Seller then creates a modification (for the reapportioned funding amount) to the existing IAA from the base year and creates the funding in the new year's customer register.  In this situation, the Project/CAN used in the base year continues in use across fiscal years. 

	9. [bookmark: First_Year_X]How does the IC Budget Office use the IAA Log from the first year to the next year?

	The IAA Log is perpetual.  Do not delete rows.  When entering new rows and editing the data for the new IAA, enter the new fiscal year for new IAAs.  Do not update the fiscal year for any renewal --the IAA number retains the original year of establishment.  ICs may use optional IC columns to code and thereby filter out of view any closed IAAs no longer needing monitoring.

	10. [bookmark: Track_X]I want to track the work I perform in multiple sub projects.

	External IAAs cannot be subdivided into multiple Projects/CANs.  You must write a unique IAA Order for each project ordered by your external buyer.  If the work among several IAAs is related programmatically, you may use standard coding functionality such as PCC130 to provide codes for the projects for one effort.

	Request OFM to create a new PCC 130 value, if needed.

	As Seller User, open the project, navigate to Classification detail, query the PCC130 classification and select the new value.





[bookmark: Type_N_B]TYPE N (You are a BUYER)

1. Am I a Buyer or a Seller?
2. Is this IAA with another NIH organization?
3. Is this IAA a new order or a modification to an existing order?
4. Where do I get the IAA number?  What do I do with it?
5. Does my IC’s budget office track this Type N Buyer side action in the IAA Log?
6. What Projects/CANs do I use?  How do I create them?
7. I have an agreement, an IAA number and a Project/CAN, what do I do next?
8. How do I renew for the next year?

	IAA Type N Buyer Life Cycle FAQ

	1. [bookmark: Buyer_N_B]Am I a Buyer or a Seller?

	You are the Buyer on a Type N when you are paying another IC for goods or services such as supporting a research program. 

	Synonyms for “Buyer” are "customer" and "requester".

	Provide the form 7600 information to the Seller. 

	2. [bookmark: External_N_B]Is this IAA with another NIH organization?

	If the IAA involves NIH entities on both the Buyer and Seller side, it is a Type N.

	3. [bookmark: Modificationl_N_B]Is this IAA a new order or a modification to an existing order?

	Each internal partner after the first IC to join a trans NIH effort is a modification to the Seller's Type N IAA.

	4. [bookmark: Get_IAAl_N_B][bookmark: Get_IAA_N_B]Where do I get the IAA number?  What do I do with it?

	The Type N Seller IC will inform the Buyers of each one's modification number.

	Both Buyer and Seller use the same base IAA number. 

	The NIH Seller's budget office generates the IAA number.  The Buyer uses this number on the form 7600.  You can use the IAA number to track activity in reporting systems.

	5. [bookmark: Track_N_B]Does my IC's budget office track this Type N Buyer side action in the IAA Log?

	No, the Buyer side on a Type N does not create an IAA Log entry or generate an IAA number.

	The NBS Customer Register provides a log of all Buyer actions initiated by the Seller ICs.  This register may be accessed by the buying IC’s Seller User or Seller Approval User to review all NIH agreements on which the IC is a Buyer.

	ICs may have optional internal processes for tracking Buyer side Type N actions, but these are not needed for NBS processes.

	6. [bookmark: Create_CANs_N_B]What Projects/CANs do I use?  How do I create them?

	No new Projects/CANs are needed when you are buying from another IC.  Use any existing Project/CAN that is appropriate to pay for this purchase.

	7. [bookmark: To_Do_N_B]I have an agreement, an IAA number and a Project/CAN, what do I do next?

	The Seller performs the NBS IAA creation functions on behalf of the Buyer.  The seller IC thus functions as a Buyer user and Buyer Approval User citing the other IC’s accounts as authorized by the completed form 7600.  To avoid double commitments or obligations, confirm with the buyer IC who will create the requisition and purchase order.

	Buyers should monitor the Seller's actions for accuracy.

	Buyers should monitor the Seller's performance on the IAA and ensure authority is used or returned to Buyer before year end in the case of underperformance.

	8. [bookmark: Renew_N_B]How do I renew for the next year?

	Type N IAA renewals are initiated by the Buyer or Seller IC depending on circumstances of the collaboration.  However, when the Buyer initiates as may be the case with Common Fund, the Buyer will obtain the IAA number from the Seller ICs.  Seller ICs control the Type N IAA numbers.

	A new purchase order is created by the Seller IC for the partner IC annually for continuing work.




[bookmark: Type_N_Seller]TYPE N (You are a SELLER)
1. Am I a Buyer or a Seller?
2. Is this IAA with another NIH organization?
3. Is this IAA a new order or a modification to an existing order?
4. Where do I get the IAA number?  What do I do with it?
5. How does the IC budget office generate the IAA number?
6. What CANs do I use?  How do I create them?
7. I have an agreement, an IAA number and a CAN, what do I do next?
8. How do I renew for the next year?
9. How does the IC Budget Office use the IAA Log from the first year to the next year?
10. I want to track the work I provide in multiple sub projects

	IAA Type N Seller Life Cycle FAQ

	1. [bookmark: Buyer_N_S]Am I a Buyer or a Seller?

	You are the Seller when you are collecting funds, increasing your reimbursable authority and providing goods or services.

	Synonyms for Seller are “supplier” and “servicing agency.”

	Initiate the form 7600 with Buyer. 

	2. [bookmark: External_Agency_N_S]Is this IAA with another NIH organization?

	If the IAA involves NIH entities on both Buyer and Seller side it is a Type N or internal agreement.

	3. [bookmark: Modification_N_S]Is this IAA a new order or a modification to an existing order?

	This choice of new or modification affects the IAA numbering and the Project/CAN.

	A new Type N order is characterized by a new scope of work and requires a new Project/CAN be established.

	Modifications occur for Type N when the amount of funding is changed.  Modifications use the same Project/CAN as the original IAA.

	A yearly renewal of the same work is a modification to the IAA.  Thus the same Project/CAN is retained for the life of the effort.

	New orders and annual modifications are individually funds controlled by combining the functions of Projects and the annual Customer Register.  Modification permits use of the same Project/CAN to continue across years while a new Order results in a new Project/CAN being created.

	4. [bookmark: Get_IAA_N_S]Where do I get the IAA number?  What do I do with it?

	The NIH Seller's budget office generates the IAA number.  The Seller uses this number: 1) to complete requisitions on behalf of the partners, 2) to request the reimbursable Project/CAN, 3) to track the IAA in reporting systems.

	5. [bookmark: Generate_IAA_N_S]How does the IC budget office generate the IAA number?

	Please retrieve your IC's starting IAA Log spreadsheet from the NBS Finance Sharepoint as described in the opening day communication. 

	Review the steps and screenshots in the spreadsheet User Instruction tab.  The spreadsheet functions you will need to be familiar with are indicated under the "User" column as "IC."  These functions are:  1) Insert a New IAA, 2) Insert an IAA Modification,3) Start a New Fiscal Year IAA,4) Hide Closed IAA, 5) Create Expense Non-billing Accounts, 6) Add a Customer, 7) Create Account Combinations by File Upload, and 8) Type N and Type X Request Project-Manual.

	Of these functions, the ones related to providing an IAA number to the Type N Seller and Buyer are:
· New: In the IAA Log insert a new row at the end of the Type N IAAs.
· Modification: In the IAA Log, find the existing IAA and insert a row below the last entry for this specific IAA.

	Copy the contents of the row above to the new row.

	Edit copied values as relevant to the new IAA.

	Click on the Restore Formulas macro to generate an IAA number.
· New:  the new IAA number has a new 2nd segment.  
· Modification:  the new IAA number has a new 3rd segment.

	Enter the IAA number in the form 7600.

	6. [bookmark: Create_CANs_N_S]What CANs do I use?  How do I create them?

	Each new IAA Order requires a new CAN to control funding for the order.

	Modifications (including annual renewals) use the CAN created for the order when first established and require only that the Project end date be extended by the Seller User on an annual basis.

	Send 11 digit IAA Value and its description to OFM GAB (Deborah Moore, Paula Kinard).

	Wait for notification from OFM that the value is in the NBS.

	Upload the code combination to the NBS using the Export All macro in the IAA Log.

	Use the Project Request macro in the spreadsheet to obtain a report showing all codes needed to request the CAN.

	As Seller User, request the project CAN using Template T5 (T: IAA Internal Upfront Billing).  This new Project/CAN is also called the funding Project/CAN.

	Provide identifying information in the Quick Entry form. For Project description start with the 11 character IAA value and then any text desired.

	Enter the GL Codes from the Project Request report.

	Pick yes/no to indicate a cancellation.

	Enter the Buyer's fund expiration date.  This will normally be the end of the current fiscal year.  However, if you have received multi-year funding, be sure to enter the expiration date of the multi year fund.  This date does not have system functionality but is important for reporting that will focus on situations where IAA multi year authority needs to be re-apportioned from one year to the next.

	In the Task detail region, extend the task date for the active IC to the end of the current fiscal year.

	Review the Classification detail region and change the statutory authority if not Economy Act.

	Add any other Project Classification codes desired such as PCC130 values for IC level coding.

	Attach documentation as appropriate.

	Save and change status to "Submit" to forward request to OFM for approval.

	Receive notification by automatic email from OFM that the Project/CAN is approved. (If rejected, correct and resubmit.)

	7. [bookmark: To_Do_N_S]I have an agreement, an IAA number and a CAN, what do I do next?

	Go to the NBS IAA store and prepare a requisition using the information developed above.

	As a Buyer User, the selling IC creates requisitions for each IC partner: a separate requisition per partner. 
 Multiple CANs from one IC may be multiple lines within that IC's requisition.  To avoid double commitments or obligations, confirm with the buyer IC who will create the requisition and purchase order.

	When preparing the requisition on behalf of the Buyer, your IC is the supplier and you cite the Buyer's Project/CAN and task 1.

	Attach documentation as appropriate.

	Convert requisition to PO with auto create function.

	Create the PO and attach signed IAA.

	Approve the PO.

	As Seller User an IAA is funded (reimbursable authority is established) through the Customer Register.  

	Enter: Your IAA Project/CAN number, date, amount, mod number, partner's TAS, BETC, additional classification information (partner's Projects/CANs), and partner's purchase order number created in the IAA store.

	Run the NIHPA Baseline report and review.

	As Seller Approval User, review documentation.

	Release funding.

	Monitor work performed by your partner.

	Adjust funding upward during the year: create a modification to the IAA, create the requisition and purchase order, add funds in the Customer Register.

	Attach documentation as appropriate to purchasing documents and to the IAA Project/CAN.

	Adjust downward before year end automatic adjustment: run report “NIHPA IAA Internal Close Out Report” and coordinate with OFM on desired reduction in funding.

	Year end closing automatically returns unused authority to the Buyer when the Buyer's fund reaches the end of its period of availability.

	8. [bookmark: Renew_N_S]How do I renew for the next year?

	Type N IAAs may renew annually.  New year funding for ongoing work requires a new form 7600 IAA to be executed between partners and attached to the same NBS records as when the IAA was first established.

	Renewal of an IAA is processed as a modification to retain the same Project/CAN in the new year.

	Each summer, the Seller User identifies IAA Projects/CANs that should continue into the new year.  As Seller User, extend the Project End date as well as the Task End dates for each partner continuing into the new year.  All projects not extended will move to Pending Close status as the new year opens.  These Projects/CANs will allow disbursements for 5 years but no new obligations.

	When the Buyer's fund is more than annual, the funding is reapportioned by OFM as the new year opens.  The Seller then creates a modification to the existing IAA from the base year and creates the funding in the new year's customer register.  In this situation, the Project/CAN used in the base year continues in use across fiscal years.

	9. [bookmark: First_Year_N_S]How does the IC Budget Office use the IAA Log from the first year to the next year?

	The IAA LOG is perpetual.  Do not delete rows.  When entering new rows and modifying the data for the new IAA, enter the new fiscal year for new IAAs.  Do not change the fiscal year for any renewal -- the number retains the original year of establishment.  ICs may use optional IC columns to code and thereby filter out of view any closed IAAs no longer needing monitoring.

	10. [bookmark: Track_N_S]I want to track the work I provide in multiple sub projects

	The IC providing the Type N services may request unlimited subprojects (CANS) for tracking obligations. For example an agreement such as the Common Fund may require tracking by scientific sub-initiatives without imposing funds control at the sub initiative level.  

	In this case an expense non billing CAN (template T6 [T: IAA Expense NoBill]) is used for each Common Fund sub-initiative.  Create expense nonbilling CANs by following the steps shown in the User Instructions in the IAA LOG for "Create Expense Non-Billing Accounts for Type N."


	Insert a new line in the IAA Log within the lines related to this IAA.  

	Edit the values to describe your new line.

	Copy the contents of the row above to the new row.

	Edit copied values as relevant to the new IAA.

	Click on the Restore Formulas macro to reset all formulas.  A new IAA number is not generated and the line is labeled “expense non billing.”

	Use the Project Request macro in the spreadsheet to obtain a report showing all codes needed to request the Project/CAN.

	As Seller User in the NBS, request the Project/CAN using TemplateT6 (T: IAA Expense NoBill).

	Provide identifying information in the Quick Entry form.  For Project description start with the 11 character IAA value and then any text desired.

	Enter the GL Codes from the Project Request report.

	For cancellation choice, pick "no."

	Enter the Buyer's fund expiration date as Sept 30 of the IAA's fiscal year.

	Review the Classification detail region to add any Project Classification codes desired such as PCC130 values for IC level coding.

	Save and change status to "Submit" to forward the request to OFM for approval.

	Receive notification by automatic email from OFM that the Project/CAN is approved. (If rejected, correct and resubmit.)

	To continue the Project/CAN from one year to the next, change the Project End Date and Task End Date to one year in the future at the same time you are changing the base IAA Project/CAN to the next fiscal year.

	Note that these expense non billing Project/CANs lack tasks and customers as they are not used to create reimbursable authority but only for use during the performance of the IAA after funding is released.  In addition the steps of sending the IAA Order value to OFM and uploading the code combination are skipped because they were previously performed when the IAA’s funding Project/CAN was established.
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