Year end activities for FY 2012 IAAs
General Guidance

	 
	Buyer (example)
	Seller (example)
	 

	 
	Requesting Agency
	Servicing Agency
	Notes

	A
	DHHS/NIH/NCI/DCEG
	Oakridge Operation Office US Dept. of Energy
	External, We are buyer

	X
	USAMRIID
	NCI
	External, We are Seller

	N
	NIAID
	CCR
	Internal, We are Seller

	N
	NCI/CBIIT
	NIH/CIT/DNST
	Internal, We are Buyer  


· Deadline for completing all IAAs: August 13.  There have been a number of glitches identified in NBS, therefore it is in your best interest to leave plenty of time for trouble-shooting.

· If you will have an agreement that is more than $1 million, let OBF know before you begin the 7600 paperwork. NCI has limited inter/intra-agency agreement authority.  Increases require approval from OMB via NIH Office of Budget.  We must allow time for the approval process, which could take several weeks.
· Inform OBF of any IAAs expected for renewal in FY 2013 by August 31.
Modifications to Existing Agreements
· Monitor obligations of funds you receive from other ICs or agencies diligently. You will need to mod the agreement if you do not anticipate spending all of the funds.  Unobligated balances must be returned to the partner IC or agency in a timely manner so that they have the ability to spend their funds before the end of the fiscal year.
· Things to keep in mind when evaluating IAA budget authority
· Create IAA modification if money needs to be returned prior to the end of the fiscal year
· Seller enters Type N and X IAA modifications in NBS

· Buyer enters Type A IAA modifications in NBS 
· Attach modified 7600 to the record in NBS and send all mods to OBF
Downwards Adjustments
· Given the issues that have been identified with NBS, our internal deadline for downward adjustments (see table below) is August 17, 2012. Timeline may be adjusted pending OFM guidance.  
	NBS Downward Adjustments Guidance (a.k.a. negative mods)
Adjustment Scenarios and Corrective Actions

	A
	When a Buyer’s Purchase Order (PO) has not yet been disbursed. 

a) Cancel PO and requisition.

b) If assistance needed for cancellation, create help desk ticket.

c) Create a new requisition and PO.

d) Inform the external agency.

When Buyer’s PO Bill has been disbursed.

a) Do not cancel PO and requisition.

b) NBS is currently researching. OBF will forward information as it becomes available.

	X
	If there is a clerical error prior to disbursement.
a)  If correct customer register was used, but funding line is incorrect. 

i. Create a new funding line with the original data, except make the amount negative.

ii. Approve negative funding line.

iii. Create a new funding line with the correct amount.

iv. Approve corrected amount funding line.

b)  If customer register is incorrect.

i. On the incorrect customer register, create a new funding line with the original data, except make the amount negative.

ii. Approve negative funding line on the incorrect customer register.

iii. On the correct customer register, create a new funding line with the correct amount.

iv. Approve funding line on the correct customer register. 
Complete the regular mod process for downward adjustments without clerical errors.

	N
	When lowering the dollar amount before the end of the fiscal year , the 7600 Form  must be corrected:
a) Prepare revised 7600 form with modifications and obtain signatures
b) Prepare an email with the following information and attach the signed modification 7600 form.

c) Include reason why adjustment is needed.

d) Include Seller’s Project/CAN.

e) Include Buyer’s Project/CAN.

f) Include Buyer(s)’ POs. 

g) Include adjustment amount.

Complete signed 7600 and send email with above information to OBF
OFM/OBF must also be notified of all clerical errors that require downward adjustment.


