7127-3 Supply Fund Handbook

As of May 25, 2006

1VA+ Program Section 5500-5506


5500 - Scope of "1VA + " Program.  Under the "1VA + " program, customers are permitted to enter into a VA Supply Fund (SF) agreement and obligate current year appropriation authority to the SF.  The obligation, subject to the terms of the agreement, extends to later years the time for use of the funds to fulfill the needs described within the agreement.  Program offices are encouraged to complete the work under "1VA + " agreements within 3 years rather than extending for the 4 years provided by policy.

 

a. As detailed in a written opinion of the Department of Veterans Affairs General Counsel (VAOPGCADV 26-97, dated September 24, 1997), this authority requires careful adherence both in:  (1) determining whether a "carry forward" qualifies under the program and (2) administration of the funds when and after obligation authority is transferred to the SF.
b. Program Managers may carry forward a qualified obligation of appropriations for use in subsequent fiscal years by complying with the guidelines contained in this handbook when making program, fiscal, and contracting management decisions involving the "1VA + " program. 

 

5501 - Qualifying Factors.  To determine whether a proposed agreement qualifies under the "1VA + " authority, each of the following requirements must be met.  Qualifying determinations must be developed in writing at the time an agreement is entered into and prior to transfer of obligation authority.

 

a. The acquisition must be for services, supplies, or equipment; most typically, larger applications that require longer planning, site and development lead time, e.g., IT and telecommunications projects, activations, and larger equipment purchases.

 

b. A “1VA+” agreement obligates and preserves funds which might otherwise lapse in order to fulfill the intended program purposes which are defined as the bona fide needs in the agreement.  Although the 1VA+ program is designed to preserve obligation authority for funds that are due to expire, no-year or non-expiring multiple year appropriations and /or revolving fund obligation authority may be converted under this authority to the extent necessary to provide sufficient obligated funding to fulfill the described bona fide need.

 

c. Funding for this acquisition must be from a VA entity and must be conveyed under the authority of 38 U.S.C §8121 rather than the Economy Act, 31 U.S.C. §1535.

 

d. A bona fide need must already exist in the current fiscal year and at the time the agreement is executed.  The overall scope of the defined bona fide need may not be materially changed in a subsequent fiscal year.  Paragraph 5503, herein, provides guidance on "bona fide need."

 
e. The program needs, deliverables, and terms and conditions for performance of the work must be described in the agreement.  The description should define the bona fide need and intended use for the specified amount of funds to be obligated under the agreement.  In instances where the amount so obligated will fund only a component, portion, phase or segment of a larger project, the agreement should describe those elements which management expects to accomplish with the related available funding.

NOTE:  If it is determined that actual costs exceed the amount provided in existing or future agreements, the program and contracting officials should consider contacting 1VA+ program officials in OA&MM, Central Office to discuss and define the available options.  The options generally include:  (1) reduce (within the scope of the “1VA+”agreement) the quantities or elements of requirements under the third party solicitation; (2) supplement the available funds through the original funding year account; or (3) use other appropriate multiple year, no year, or revolving funds.  Additional funding must come from sources that were available for obligation at the time the agreement was executed.  Finally, if those options fail to produce sufficient funds to support a contract award, consideration should be given to termination of the agreement.  Funds remaining in a terminated “1VA+” agreement will be transferred to VA Expired Funds accounts.
f. The amount to be obligated must be identified in the agreement.

g. A Supply Fund account must exist, or be established, at the VA facility or the agreement must be executed directly through the Office of Acquisition and Materiel Management (OA&MM) (049).

 

5502 - Documentation
 
a. When program officials elect to carry over a qualifying "1VA+" application, the obligating official may then transfer obligation authority to the VA SF pursuant to an agreement that must contain all the information required to support the action.

b. VA Form 2269, Interagency Cross-Servicing Support Agreement, will be used as the document on which agreements will be executed.

 

5503 - Bona Fide Need
 

a. Like any obligation, an obligation under the "1VA+" program must be for a bona fide need of the current fiscal year.  To qualify as a bona fide need, there must be a current need for the requested goods and/or services at the time the agreement is executed.  However, delivery times should not be specified in the SF agreement.  For further guidance on what constitutes a bona fide need, see Chapter 5, Section B, of the "Principles of Federal Appropriations Law, Volume 1, Second Edition, " General Accounting Office (GAO) publication GAO/OGC-91-5, which is available from the Superintendent of Documents, U.S. Government Printing Office (GPO) Stock No. 020-000-00268-9(v.3).  This publication is available on the Internet at:

http://www.gao.gov/special.pubs/publist.htm.

b. Consumable Supplies.  Consumable supplies may be considered a bona fide need for the current fiscal year and can be included   in an agreement, but   only to the extent   necessary: (1) to establish or to restore   a depleted inventory at reasonable and historical levels, and (2) provided that the quantities ordered are not excessive and the order constitutes a sound business decision.  For example, if   a VA program area   typically maintains a 14-day supply of particular items, establishing an inventory for a new facility or restoring depleted inventories to that typical stock level would   meet the "reasonable and historical" standard   upon which to base a bona fide need determination.  The procedures covered by this directive and handbook may still be useful in acquiring consumable items, particularly open market items, where limited time or other circumstances do not permit the completion of the acquisition process prior to the expiration of fiscal year funds.

c. Non-severable Services.  Non-severable services may be considered a bona fide need of the current fiscal year and can be included on an agreement.  A service is non-severable if it can be viewed as "entire" and represents a single undertaking.  If you pay for a final finished product and would get little or nothing of value if the contract was terminated before completion, it is a non-severable service contract.  Training, one-time repair contracts, consultant contracts, and IT development contracts are examples of non-severable contracts. For example, funding may have been appropriated or may otherwise be available for bona fide purposes of training, one-time repairs, or activation of IT or other management initiatives which remain in the development stage at or near the time when obligation authority would otherwise expire.  Prematurely obligating such funds to a third party vendor/contractor might be imprudent, impossible, or both.  In such cases, management should consider the programmatic advantages of placing funding for such non-severable services within a "1VA+" agreement in order to facilitate optimal VA timing for placing the ultimate obligations with third party vendors.

d. Severable Services.  Severable services are not appropriate and may not be included in an agreement under this program.  A severable service, defined in Chapter 5, Section B.5. "Principles of Federal Appropriations Law, Second Edition," is a service that is continuing and recurring, such as an annual contract for maintenance, refuse collection, window washing, or medical staffing (FTE).  Since contracts for severable services may already cross fiscal years, as provided in FAR 32.703-3, and since the maximum period that may be obligated under such contracts is 1 year, there is no need to enter into an agreement with the SF for such services.

5504 - Responsible Officials (Parties to the VA Form 2269 Agreement)
 
a. For agreements executed by National program offices or VA Integrated Service Network (VISN) controlled funds:

(1) The Fiscal Officer having appropriate obligating authority is the signing official for the "supplying organization" (Block 9A, VA Form 2269).

(2) A designated OA&MM Accountable Officer signs for the "receiving organization" (Block 9B, VA Form 2269).  The "receiving organization" signature on VA Form 2269, Interagency Cross-Servicing Support Agreement, will serve as authority to transfer obligation authority to the SF.

(3) Central Office Administration Heads;   Assistant Secretaries; Deputy Assistant Secretaries; and Staff Office   Heads or their designees shall be the Responsible Official for certifying that the goods and/or services listed on VA Form 2269 are "bona fide needs" of the current fiscal year in accordance with GAO guidance.

(4) VISN Directors or their designees shall be the Responsible Official for certifying that the goods and/or services listed on VA Form 2269 are, in accordance with GAO guidance, "bona fide needs" of the current fiscal year.

 

b. For Agreements Executed Using Medical Center Controlled Funds:

(1) The Fiscal Officer having appropriate authority to obligate the funds is the signing official for the “supply organization” (Block 9A, VA Form 2269).
(2)
The authorized SF Accountable Officer responsible for SF transactions at the medical center signs for the "receiving organization" (Block 9B, VA Form 2269).  The "receiving organization" signature on VA Form 2269 will serve as authority to transfer obligation authority to the SF.

(3)
The facility director shall be the responsible Official for certifying that the goods and/or services listed on the VA Form 2269 are "bona fide needs" of the current fiscal year in accordance with GAO guidance.

c. The following certification statement will be inserted in Block 7 of VA Form 2269:

           As a Responsible Official, defined   in   VA Handbook 7127/3, Subpart 5504, Supply Fund Management, I certify that there is a currently existing "bona fide need” for the goods, equipment, or services described as the subject of this agreement.
 
                        *______________________________________________

                        *Signature of person defined in the above noted handbook,

                         Paragraphs (3) or (4) of Section 5504 a. or b.

 

 d.
Other Government Agencies (OGAs) - Agreements with OGAs or agreements including funds from OGAs are not permitted.

 
5505 - Distribution of Executed Agreements (VA Form 2269).  In addition to the copies normally retained by the parties executing and administering the VA Form 2269 agreement, a copy of each agreement shall also be sent to the following:

 

 
a.  Chief Financial Officer (049F), Office of the Deputy Assistant Secretary for Acquisition and Materiel Management, 810 Vermont Avenue NW, Washington, DC 20420; and

 

 b.
The national-level Chief Financial Officer of the respective Administration or Staff Office overseeing the program activity.

 
5506 - Accounting, Fees, and Instructions for Completing VA Form 2269
a.
The accounting system is the VA Financial Management System (FMS).  Agreements to be obligated in Central Office should be accompanied by a VA Form 1358.  VA medical centers entering into "1VA + " agreements need local SF account authority and generally record the obligations by a manually prepared purchase order.

b.
Agreements for projects that, when added to remaining obligation balances from all other "1VA+" agreements at a medical center or program office, cumulatively exceed $10 million will also require approval of the respective program Chief Financial Officer.
c. Commencing with agreements executed after May 19, 1999, a one-time fee of 1% will be assessed by the SF to cover the costs associated with placing, holding, retaining, and subsequent expenditure of funds through the SF accounts.  This fee will be assessed when all fiscal year agreements have been executed, reconciled to the FMS, and are found to be in order, which generally will be within the first month of the following fiscal year. The only other SF fees which may be assessed   will be fees normally charged when OA&MM is requested to perform contracting and contract administration services.  Funding provided under a 1VA + agreement should include the amount estimated to fund the defined bona fide need plus the 1 percent SF fee and the fee, if any, that may be associated with contracting services expected to be obtained through OA&MM. 

d. Accounting Transactions.  There are two periods during which accounting transactions are required in support of agreements executed under the "1VA + " program.  The first is when funds are obligated to the SF, and the second is when the funds are expended.  Fiscal transactions and instructions are outlined herein, subparagraphs (1) through (6), and in the following "Accounting Instructions:"

 

(1)  Under the instructions, the Fiscal Officer for the requesting office obligates the funds specified in the agreement to the SF from a single year or the last year of multi-year funds.  The obligation is recorded with a High Tech (HT) Document through FMS online or IFCAP.  An automated process will create an Unfilled Customer Order (UFC) in FUND 4537B3 on the SF books.   The UFC provides the SF obligational authority necessary to place the order for goods or services.  No orders may be placed using this obligational authority until the following year.  If there is a need to use some of those funds during the present fiscal year, a decrease should be processed against the obligation established, and a corresponding decrease must be made to the UFC.

 
(2)  During the Annual Close/New Year Startup process, an automated process will be run to distribute budgetary authority to the facility’s SF - Fund 4537B3 for the new fiscal year.  The customer’s eventual reimbursement to the SF will be from funds established by the initial obligation.  For example, an order placed by the SF in the current fiscal year   based on a Medical Care obligation made to the SF in a prior fiscal year   would reference the prior fiscal year   and SF 4537B3 .  Also, at the start of the fiscal year an automated process will create  an Internal Voucher (known as an IM document)   to collect the 1 percent fee for the Supply Fund and charge the corresponding obligation on the station/program office’s records.

 

(3)  When the equipment or service prescribed by the agreement is purchased, the related obligation to the vendor should be made using a Miscellaneous Order (MO) or a Service Order (SO).  The MO/SO document is processed in SF - Fund 4537B3, referencing the original Accounting Classification Code (ACC):  Central Office customers should use cost center 621100 and Field Station customers should use cost center 615300.  BOC “2529” is to be used for all orders placed within the 1 VA + FUND.  The Associated Order Field of the obligation document must be completed with the appropriate HT number.  The Associated Order Field will automate in FMS the Supply Fund reimbursements which heretofore have required a separate recorded transaction. 

 
(4)  When the equipment or service is received, a receiving report (Receivable Code (RC) or (RT) document if using the Centralized Accounting Payable Payments System (CAPPS)), should be generated and transmitted to Fiscal Service for approval.  When Fiscal approves the receiving report, an IM document is processed.  This IM document should be processed in the same month as the RC/RT for MOs and PV for SOs, and cross reference the original HT document on the buyers’ side mentioned in subparagraph (1) above.  The IM document reimburses the SF, reverses out the unfilled customer order, and records revenue on the SF books, as well as posting the entry on the customer’s appropriations general ledger account.  Revenue Source Code SF 90 ("1VA+") is entered at this time.  If capital equipment is being purchased, an AEMS/MERS document should also be generated to record the fixed asset.  Fixed assets should be recorded in the customer’s appropriations general ledger account, NOT in the SF.

 

(5)  When the invoice from the vendor is received, a Payment Voucher (PV document) or Certified Voucher (CV document), if using CAPPS, should be made referencing the SF RC or RT respectively.   
 
(6)  The deliverables covered by the agreement are expected to be fulfilled within 3 years.  Program managers will be required to provide additional justification explaining the circumstances and further justifying the "Bona Fide Need" in instances that extend the completion beyond 3 years.  The Supply Fund will make the final decision to grant an extension.
 (7)  When the deliverables have been fulfilled or if the funds have reached the 4-year expiration limit, any remaining balance in the obligation account shall be de-obligated.  The corresponding SF UFC should be closed.  There should not be any open SF obligations funded by the closed UFC.
 
(8)  The following accounting instructions are presented for informational purposes.  These instructions reflect the accounts currently to be used when the "1VA+" is utilized in what is expected to apply to most situations, e.g., for acquiring capital assets.  However, the general ledger accounts change from time-to-time and some "1VA+" agreements may procure goods or services that are not capitalized.  Thus, financial officers are encouraged to verify the appropriate accounts to be used by reviewing the following VA Web sites:
 
           (a)  FMS Service                                       http://152.125.6.4/fmshome/
           (b)  FMS Reference Tables                    http://152.125.6.4/FMSTRANS/
 
 
 
  

For Use With “1VA + Program” Agreements (VA Form 2269)

CAUTION:  The General Ledger accounts and transactions codes shown below are current as of May 1, 2006.

Creating the obligation for a 1VA + Program agreement:

The agreement on VA Form 2269 provides details to obligate station/program funds as follows:

“Manual Process for All Agreements” 

	Transaction Code: HT

4610 / 480G
	Transaction Type: 01
	HT will be a MO document clone setup specifically for this program.

	Fund: Obligating Medcare Fund
	DocID: 

Characters 1-3 = Station No. 

Character 4-5  = HT

Character 6     = BFY= 5 (2269 signed in BFY 05)

Character 7-9  = Sequential Number=001  

              Example: 301HT5001
	

	Vendor: Supply Fund
	
	


When the Obligation is created, a corresponding entry is recorded on or after 10/01/05 to reflect the unfilled Customer order on the Supply Funds’ new Fund- 4537B3.

“The Process is Automated Process for BFY 02 and Later Year Agreements”
	Transaction Code: SV

422A / 4210
	Transaction Type: UF

	Fund: 4537B3
	DocID: Use the same sequence as above


As part of the year-end closing, the Austin Finance Center will prepare a report from the OBLL table identifying all HT documents.  The data, summarized on an AL and SA load file, will serve to establish the succeeding year budgetary authority within the SF 4537B3 Fund and will reflect the identical ACCs as the original HT.  Thus for example, if a station or program office had the following three obligations:

HT out of Fund 0160A1 ACC 01AB40901 for $600,000

HT out of Fund 0160A1 ACC 01AC42100 for $500,000

HT out of Fund 0160A1 ACC 01AB40901 for $150,000

The 4537B3 budget would be distributed as follows:

Fund 4537B3 ACC 01AB40901 $750,000

Fund 4537B3 ACC 01AC42100 $500,000

Accounting for 1VA + Program fee:

To record and collect the 1% fee for handling/servicing the 1VA+ PROGRAM agreement, the Supply Fund will process an IM document for each agreement.  The IM document will collect the fee by removing that portion of the obligation from the station/program office records.

“The Process is Automated for BFY 02 and Later Year Agreements” 
	Transaction Code: IM

1750 / 1021

4610 / 490G

3100 / 5700

1021 / 5207

425G / 422A
	Buyer Transaction Type:  CF

Seller Transaction Type:  V2

	Buyer’s Fund:  Fund Symbol of HT

Seller’s Fund:  4537B3
	Reference Doc ID:  HT done in first step


Recording vendor obligations in Supply Fund accounts:

To record the related orders subsequently placed through the Supply Fund.

“Manual Process for All Agreements”
	Transaction Code: MO/SO
	Transaction Type: 01

	Fund: 4537B3

4610 / 480N
	ACC: Use original Project ACC and the year obligation is made

Reference HT Number

	Vendor: Commercial Vendor
	


Receiving report entry
	Transaction Code: RC or RT if using CAPPS

6507 / 2110

4610 / 490N
	Transaction Type: 01
	

	Fund: Supply Fund 4537B3
	Reference DocID: Supply Fund MO Obligation
	Transaction partially or fully liquidates Supply Fund MO


Clearing Supply Fund and Program Office Accounts:

After the receiving report processes, an IM document is prepared to reimburse Supply Fund and to clear the obligation on the station/program office records.

“The Process is Automated for BFY 02 and Later Year Agreements” 
	Transaction Code: IM

1750 / 1021

4610 / 490G

3100 / 5700

1021 / 5107

425G / 422A
	Buyer Transaction Type:  CF

Seller Transaction Type:  V1
	Transaction partially or fully liquidates receiving report

	Buyer Fund:  Fund Symbol of HT

Seller Fund:  4537B3
	Reference Doc ID:  HT done in first step
	


	Transaction Code:  PV or CV if using CAPPS
	Transaction Type: 01
	

	Fund: 4537B3

6507 / 2122

4610 / 490N
	Reference Doc ID:  RC or RT, if using CAPPS, made to Vendor
	Transaction partially or fully liquidates obligation to Vendor.


When the terms of the 1VA + Program agreement are fulfilled, any balance remaining in the obligation account is de-obligated by transfer to the expired funds account for the year the agreement was created (HT Number balance needs to be closed-out on the buyer’s records and ACC Number balance needs to be closed-out on the seller’s records).

“Manual Process for All Agreements”

From:
Steve Graves

Sent:
Tuesday, August 24, 2004

To:
Snellings, Gary; VHA Financial Hot Line; VACO Field Logistics Officers; Flowers, Tiffany; VHA Logistics Managers; VBA Admin/Accounting; VBA Logistics; Henson, Tonya; Whittington, Mike; Beltrano, Joe; NCA Budget & Finance (COREFLS)

Subject:
Program Improvements Effective for 1VA + Program FY 2002 Agreements and Later Years

The Office of Acquisition and Materiel Management (OA&MM) Supply Fund's 1VA + Program (1VA+) will be entering its seventh successful year of operation on September 30, 2004.  OA&MM's Chief Fiscal Office (CFO) staff working with the Financial Service Management (FMS) systems development staff developed the following improvements to our current processes to better meet our VA customer's needs. We believe that our customer's, and administrative acquisition and fiscal offices, will be pleased with these process improvements.  Unfortunately, these improvements and process changes can only be implemented and will only be effective for 1VA + FY 2002 and later year Agreements.  Please review these changes, and if you should have any questions or comments, you may contact Gary Snellings of my office at (202) 273-6103.

For transactions associated with 1VA+ agreements executed in FY 2002 and later:

· Budgetary transaction (SV-UF) will be automated on a HT Obligation Document that has been recorded and is listed on the OBLL TABLE. 

· Revenue transaction (IM-V2) for 1% one-time Service Fee will be automatically processed to GL 5207 to FUND 4537B2 during October 2004. The related Budgetary transaction (AL and SA) will also be automated.

· Customers must enter their appropriate HT Document number in the Associated Order Field on each MO and SO Obligation Document.  The ( Example: HT 101HT4001) populated in the Associated Order Field  and Receiving Report (RT/RC transaction) referencing the Obligation Document will be used to automate reimbursements to Supply Fund which previuosly required a separate manually recorded transaction.

· Daily reports, Automated IM Exception Report FEV3 and Obligation Error Report FEV4) are available starting August 16, 2004 in RSD under (Example: F101) for all stations fiscal staff to review and determine if there are any necessary corrections needed to obligations , disbursement, and reimbursement documents. 

· If the Associated Order Field is completed and receiving document references the obligation, reimbursements (IMA-V1) for Supply Fund Expenditures manual (IM-V1) transactions will no longer be necessary.

· Customer should assign a unique ACC to each 1VA + agreement which will facilitate tracking both costs and revenues to a specific 1VA + agreement.

· Interagency Cross-Servicing Support Agreement, Standard Form 2269  is required for all agreements, and must be executed and the related funds must be obligated in FMS anytime during August or September, but no later than COB September 30.  Send or fax a copy of executed agreements to OA&MM (Fax (202) 273-7158 or (202) 273-6225).

· A blank and a sample Form 2269 agreement, with helpful tips on proper execution, is attached.

The published 1VA+ accounting instructions have not yet been officially revised to reflect these changes; however, we have attached the draft instructions with appropriate cut and past revisions.

 The HT Document # must be entered in the Associated Order field on each MO and SO document for all 2002 and later year agreements in order to automate all reimbursements.

Effective Date:  These revised instructions are effective immediately but apply only to transactions related to 1VA+ agreements executed in FY 2002 and later years.  Transactions related to agreements executed in FY 2001 and earlier years will continue to conform to the previously-issued instructions.
Guidelines for Utilization of 1VA+ Funds Remainder Balances after 3 years

On July 17, 2002, advisory reminders were sent to program offices throughout, VA indicating that program offices are strongly encouraged, by OMB, to obligate within three years any funds reserved under a 1VA + Program agreement.  Offices that had agreements with unobligated balances were further reminded of the nature, date and remaining balances associated with agreements.  In the intervening period, we have maintained dialogue and have worked with many offices to close out remainder balances on their older agreements.

This general notice reminds everyone to review the status of funds reserved under all 1VA+ Program agreements and to expedite prudent use of those available resources.  

The remaining balances approaching the end of the fourth year will be de-obligated unless an extension has been given by the Supply Fund prior to due dates given below.  This message is to encourage expedited attention to closing out remainder balances as well as to establish additional procedures designed to insure that all 1VA+ obligations are established and fully disbursed in a manner that simultaneously protects your program requirements and the money that may become due under contract from the Supply Fund to your third party vendor.

The following policy change has been implemented for the Supply Fund:

Funds in a 1VA+ Program agreement must be obligated by the end by the 7th fiscal month (April 30) in the 4th year and completely expended by the end of the 11th fiscal month (August 31st) of the fourth year.  This is to ensure that all funds will be closed by the end of that fiscal year. 

Available funds are subject to removal if not in compliance with policy.

For future reference, please note the following schedule:
Fiscal Year of Agreement
Last Day to Obligate Funds 
Complete Expenditure Date
FY 2002 1VA+ Agreement  
April 30, 2006


August 31, 2006

FY 20031VA+ Agreement
April 30, 2007


August 31, 2007
FY 2004 1VA+ Agreement
April 30, 2008


August 31, 2008

FY 2005 1VA+ Agreement
April 30, 2009


August 31, 2009
The Office of Acquisition and Materiel Management will, as always, work closely with you to insure that these lingering 1VA + Program agreements are closed out in a manner that fulfills the original intended purpose while protecting VA fiscal interests for you and the Supply Fund.  
If you have questions, please contact Stacey M. Durant, (202) 273-9486 or Gary Snellings, (202) 273-6103.

TO: 

Central Office 1VA+ Customers

FROM:

Supply Fund Accounting Team

DATE:

October 1, 2005

Dear Valued Customer:

Thank you for participating in the 1VA+ Program.  The Supply Fund’s ultimate goal is to meet our customer’s needs and to provide outstanding customer service.

This packet contains instructions, policies and procedures, and helpful hints that will assist your office in properly managing your 1VA+ Agreements.

PLEASE NOTE:

1. Each office and/or station must provide two (2) Points of Contacts (POC).  These POC’s should have access to IFCAP and/or FMS.

2. 
For IFCAP access contact James E. Jackson (273-9451)

For FMS access contact Mike Whittington (273-9495)

3. DO NOT USE 1VA+ Funds FOR:

CREDIT CARDS/PURCHASE CARDS 

Do not pay for TRAVEL

No Maintenance Contracts

No Severable Contracts

No Revolving Funds 

No Payroll Costs; No Personal Services

No Construction

4. All invoices are to be paid on time.  The Supply Fund reserves the right to remove your authority to obligate Supply Fund money.  Central Offices customers who do not comply will have their names removed from the FCP in which they are not in compliance with and Field customers will have their available balances removed.  Please see section on certifying invoices.

Central Office Customers Only:

Policy On Approving 1VA+ IFCAP Transactions:

Before you enter an IFCAP request, please note the following:

Each Customer must complete the PR checklist located in the Contracting Office section of this document if required or necessary.  Customers must consult with their Contracting Officer prior to entering a request in the system.  Your Contracting Officer will send an email to you and advise that you may now enter a request in IFCAP.  This will eliminate issues of transactions stagnating in the system.  You will then forward your request to the Supply Fund for approval.  No requests will be approved without a confirmation email from the Contracting Officer.
Please do not release any IFCAP documents without following the protocol.

You may use an IFCAP document as a working document without releasing it in the system.

If the document is incomplete or you have not obtained all concurrence, do not release the document.

When the system prompts you “Is this ready for approval”, say “NO” and log the transaction number for future reference.

Contracting Office Requirements:

Each customer must consult with their contracting officer and complete the PR checklist if required.

The following PR Checklist identifies a number of documents that are required to process a variety of procurements.  This list is a tool to assist the customer.  It is not all-inclusive and some items may not be required by your procurement.  Please review this list with your contracting officer.
PROCUREMENT REQUEST (PR) CHECKLIST
_____ Funding document (PR) properly completed with signatures

_____ Specific Mail Symbol (Example:  do not just use 005 – use 005ES)

_____ Specification/Statement of Work 

_____ Streamlined Acquisition Plan 

_____ Source List 

_____ Independent Government Cost Estimate   
               (For services be sure to include estimated hours for each labor category both on/off site as well as any estimated travel and material costs (Include all options)

_____ Justification for Other Than Full and Open Competition (Sole Source)

_____ List of required Options (Option Items/Option Periods)

_____ Delivery and packing, inspection/acceptance requirements 

_____ Government furnished material, equipment or information List 

_____ Contracting Officer Technical Representative (COTR) Nomination
           (Training required - available on line at http://vaww.vistau.med.va.gov/vistau/cotr/default.htm

_____ Access to Classified Information Security Clearance    

_____ Evaluation Criteria (Competitive) 

_____ Warranty (If required list items covered and type of warranty)  

SERVICES

_____ Personal/non-personal services questionnaire 

_____ If not professional include comparable GS/WG rating for labor categories or the DOL wage determination for the area in which performance will be conducted.

_____ Include personnel qualifications for each labor category 

_____ Identify key personnel and level of effort required

_____ If Advisory and Assistance Services; obtain appropriate approvals
For IFCAP Approval:

All Central Office Customers must use 621100 as the COST CENTER and 2529 as the BOC.
To obligate funds, each customer must complete a 2237 or 1358 (depending on the need) in the IFCAP system.

For 2237

A 2237 should be completed when you are requesting new services, goods, supplies and equipment.

For 1358

A 1358 should be completed for a limited specific purpose such as utilities, inter-agency reimbursement, federal training not covered under IA, inter-office and/or station reimbursements.

After the Contracting Officer sends an email, you can then follow the protocol for IFCAP approval below: 

1. Customer must ensure that a valid POC with a telephone number (not the Contracting Officer (CO)) is listed on your request.

2. Customer must include the 1VA+ Agreement number and HT number – 

Example: 05101100001 / 101HT5001.

3. Send an email to VACO 049F Accounting (located in Outlook).  Your email should include the transaction number and the HT number.

Example: Please approve the following request – 101-06-1-8200-0001 for 101HT5090.
4. The Supply Fund will approve your request within 24 hours.  If your request is received on a Friday after 4:00pm, it will not be approved until the following Monday, excluding holidays.

5. Once your transaction has been approved it will remain in the system pending Contracting and Finance action.

Supply Fund 1VA+ Contacts:

Accounting Team

Gary Snellings

273-6103

Stacey M. Durant
273-9486

Ron Sires 

273-8082

Don Hufford

273-6125

ALL IFCAP REQUESTORS SHOULD ADHERE TO THE FOLLOWING:

The most important task for 1VA+ requesters, clerks and approving officials is providing the 1VAPLUS information during input of and approval of the IFCAP 2237 and 1358 transactions.

1.  Vendor and Tax ID

2.  Brief, comprehensive, and specific descriptions that illustrate the acquisition – Line item descriptions need to be clear.  

3. It is unacceptable to use Statements such as, “Continuation or Modification” of Task/Purchase/Obligation/PAT/ Order with no descriptions or what goods/services vendor is providing.  

It is unacceptable to input Stock item numbers with no descriptions of goods/services identification. 

4. Nationwide purchases - Purchases for field offices should be stated or listed on the PO. 

5. Correct 1VA+ Agreement number and HT number must be listed on the 2237 transactions in one of the following – Line item -$0.00; Special remarks; clearly visible for Contracting officer can site on the purchase order. 

Do not list this information in the justification and comments section.  

Do not list wrong or mismatch numbers.

6. Correct 1VA+ Agreement number and HT number must be listed on the 1358 transactions in the following – Purpose area, clearly visible for Fiscal and other personnel.  

Do not list this information in the justification and comments section.  

Do not list wrong or mismatch numbers.

7. Person of Contact, Point of Contact, COTR, Certifying officials or some one listed as POC with Telephone number.  Do not list the Contracting Officer as the only POC.  This information can be a line item for $Zero or in special remarks.  Discounts and other vendor awards that are funds related can be listed in the special remarks section.  Any items that are provided by the vendor that affects the grand total of the purchase, or acquisition such as discounts, no trade value-credit for trade in value, free maintenance, installation, or shipping and credits from vendors should be listed as well.

 

Increasing & Decreasing 2237 obligations

To Increase Current year and Prior Year 2237s obligations; contact your contracting officer listed on the purchase order.

To Increase Current year and Prior year 2237s obligations to pay a final invoice, under $2500, contact CO Finance.  

To Decrease Current year 2237 obligations; contact your contracting officer listed on the purchase order.

To Decrease Prior year obligations, over $5,000, please contact your contracting officer.

Increasing and Decreasing your 1358 obligations.

To Increase or Decrease Current year 1358 obligations; please go into IFCAP (Increase / Decrease Adjustment) of your 1358 Request menu and process your request.

To Increase or Decrease Prior year 1358 obligations, please contact CO Finance Staff for this action.  Finance will accept the following for a decrease:  E-mail / Buck slip / or a Hard copy of the prior year 1358 adjustment.

Do not send request for modifications to the Supply Fund.  The Supply Fund does not make modifications to obligations.

Certifying Invoices: For more information contact Tiffany Flowers

How To Certify Invoices - Review new invoices under the 7 day time period: 
Primary and alternate certifying officials are responsible for reviewing the invoices in the On-Line Certification System on a daily basis. The certifying officials have 7 days to review an invoice and determine validity. If the invoice is incorrect, then should be sent back to the vendor for corrections and resubmission.  Contact Austin for OLCS deletion and have the invoice returned to the vendor.  Below are the top 5 reasons for invoice deletion under 7days.  (Prompt Pay)

 

· Vendor billed on invalid, canceled, or wrong purchase orders numbers. 

· Vendor billing for services/good not ordered or listed on the purchase order. 

· Vendor billing on account numbers/telephone number that are not in your service (Maintenance and Telephone services) 

· Vendor billing early. Invoice has services/goods listed before being delivered or shipped. 

· Vendor billing on extremely old (6yrs old) purchase orders numbers. FY99 and older.   

 

The deletion of the vendor’ improper invoices will provide the certifying officials time to process proper invoices timely and avoid interest penalties.

Certifying Correctly:
Always check FMS table OBLL/OBLH to verify funding before certification. Do not override the verification of funds. Contact Fiscal for assistance.  

Make sure you are not certifying duplicate or double billings.

Certify invoice to correct obligation numbers.  

Do not pay Taxes on invoices.  Exclude this amount and pay the balance.

When the vendor has a valid invoice charge for purchase orders that are classified as “Time, Labor, and Materials Contract or Small and Disadvantage Business, these vendors are exempt from Prompt pay, use your comments fields; “Prompt Pay Exempt.” Not hold payment for 30 days, process next day. 

If vendor is not due interest penalties use your comments fields; “Do not pay interest.” 

For the Late Certifying Official, use calculators below to determine the amount of interest penalties due: 

[image: image1.png]


      Simple Daily Interest Calculator:
For payments that are less than 31 days late 
   Monthly Compounding Interest Calculator:
For payments over a month late
Review and Print Invoices: 

To view all invoice for equipment and supply buys, Use the SQL launcher tool.  This is found under DMS Central web page: http://vaww.dmscentral.fsc.va.gov/.  Look for the black portion on the web page. The first choice in the shaded black section is the On-line Certification System (OLCS), and the 2nd choice is the SQL tool: http://vaww.dmscentral.fsc.va.gov/infostor/SysAdmin/wrksql/default.asp. Use the same Passwords for OLSC. Print the invoice out for reviewing and matching to purchase order.

Rejecting Invoices:
The rejected invoices listed above need to be turned around ASAP.   The rejects that are over 30 days will pay interest. Reminder:  There is a charge of $30 for each reject, and another charge of $30 for rejects that reach over 30 days.  When the rejected invoices reached day 25, interest penalties are applied.  All rejected invoices should be reviewed and turnaround ASAP to avoid interest penalties.  

 

 

5.   Reject Corrective Actions –

Verify this is not a duplicate or double billing, Verify amount of billing charge.  

Review invoice for proper billing against listed purchase order and dates of billings using DLN number.  

Contact Austin FSC and Fiscal for deletions and/or corrections on obligations, invoice totals, and amounts to be paid on invoice for correction actions or assistance. 
Contact Budget Official first for Certification and Availability of Funds and forward that information to the Contracting Officer for upward adjustment to purchase order.

Reject or delete the invoices by contacting Austin by email vafscfosregion1@mail.va.gov or contact them at (512)460-5544.  No actions will be taken unless Austin is notified.
Invoices paid incorrectly on Program Officials obligations- Research this invoice by using IFCAP PO information, FMS (DXRF/PVHT/PVLT) tables, and the SQL launcher tool; procedures listed under Review invoices section. 

Review and verify that the invoice was improperly process on the wrong purchase order. 

Report the following: 

The obligation, invoice, dollar amount, and any information that can be identified to VACO Staff offices. Report this information by email or phone to the Austin AFC and CO Finance to take corrective actions, free funds for process invoices timely.

When vendor is billing incorrectly; delete the invoices by contacting Austin by email vafscfosregion1@mail.va.gov or call 512-460-5544. No actions will be taken unless Austin is notified.
 

Contact vendors and have them stop billing on the prior year or incorrect obligation numbers. Billing on invalid or old purchase orders causes rejects. If the vendor continues this practice, do not pay those incorrect invoices. Have vendor resubmit a proper invoice.  

 
Monitoring and Tracking 1VA+ Agreements:

Helpful Hints:

Approved Suballw Amt – Total available balance (excluding the 1% fee)
Expended (exp) balance – amount that has been spent/expended; vendor paid (is not a part of your available)
Unliquidated Obligated balance – has been obligated, but not spent/expended (is not a part of your available)
Available balance – has not been obligated or spent/expended (true available balance)
Reconciliation Formula: Expenditures (SASP exp) + Fees (1%) – Reimbursement (OBLH exp) = Amount Owed/Overpaid

Access FMS

To monitor ACC and Obligation activity, use the SASP, SAOB and SPDX Tables:

1. Look in the SASP Table to find your expended, unliquidated obligated and available balance.

ACTION: s TABLEID: SASP USERID: R049 SMD

            *** SUBALLOWANCE SPENDING CONTROL INQUIRY SCREEN*** 

BUDGET FISCAL YEARS FUND    A/O              STN        FCP/PRJ     LMT                                                                                             

BFYS: 04    FUND: 4537B3  ADM/OFF: 90   STN: 101     F/P: 00033A000 LMT:         

a. Expended amount shows obligations that have been expended against a specific ACC.  

This includes VS transactions (interest penalties) incurred due to late certification of invoices.

APPROVED SUBALLW AMT:          710,306.93  YTD SUBALLW AMT:          710,306.93

  YTD UNLIQ OBLG AMT:           43,451.80    AVAILABLE AMT:           44,562.16

        EXPENDED AMT:          622,292.97                                      

b. Unliquidated obligated amount shows – what has been obligated but not yet expended.  To see the ‘unliq oblg amt’ - broken down by obligation/purchase order number; go directly to the SAOB table from here.

Place an “L” in the home field and “SAOB” in the TableID field and hit “enter”.

APPROVED SUBALLW AMT:          710,306.93  YTD SUBALLW AMT:          710,306.93

  YTD UNLIQ OBLG AMT:           43,451.80    AVAILABLE AMT:           44,562.16

        EXPENDED AMT:          622,292.97                                      

c. The available amount shows your true available balance for a specific ACC and does not include the expended or the unliquidated obligated amount.

APPROVED SUBALLW AMT:          710,306.93  YTD SUBALLW AMT:          710,306.93

  YTD UNLIQ OBLG AMT:           43,451.80    AVAILABLE AMT:           44,562.16
        EXPENDED AMT:          622,292.97                                   




2. Look in the SAOB Table to find obligation activity for a specific ACC.
Obligation No – Purchase Order Number (PO); Unliq Oblig Amt – obligated (not spent/expended)

Expended Amt – spent/expended; vendor paid; Gross Oblig Amt – total obligation amount

a. Add the unliquidated amounts and it will total the unliquidated balance shown above on the SASP Table.
b. Add the expended amount and it will total the expended amount shown above on the SASP Table.
(On rare occasions it may not)
This table is a great source of information because it shows if there is a balance unexpended on an obligation; as shown on the highlighted obligation.
ACTION: R TABLEID: SAOB USERID: R049 SMD                                       

           ***  SUBALLOWANCE OBLIGATION INQUIRY SCREEN  ***                    

KEY IS BFY, FUND, A/O, STATION, FCP/PRJ, LMT, OBLIGATION NO, LINE NO           

BFY: 04     FUND: 4537B3   A/O: 90    STN: 101      F/P: 00033A000  LMT:       

OBLIGATION NO  LIN CONTRACT NO UNLIQ OBLIG AMT EXPENDED AMOUNT GROSS OBLIG AMT 

------------------ ----------- --------------- --------------- --------------- 

MO 101G54017   001                        0.00       31,620.00       31,620.00 

MO 101G54018   001                        0.00       39,503.39       39,503.39 

MO 101G54020   001                        0.00          355.72          355.72 

MO 101G54023   001                        0.00      192,525.00      192,525.00 

MO 101G54025   001                      720.01            0.00          720.01 

MO 101G54028   001                        0.00       12,051.00       12,051.00 

MO 101G54029   001                        0.00       28,171.85       28,171.85 

MO 101G54039   001                        0.01          175.00          175.01 

MO 101G54061   001                        0.00        7,002.35        7,002.35 

MO 101G54070   001                    6,335.75            0.00        6,335.75 

MO 101G54095   001                        0.01       40,031.49       40,031.50 

SO 101G57062   001                        0.00       72,654.99       72,654.99 

SO 101G57062   991                        0.00            0.00            0.00 

SO 101G57063   001                   35,508.01            0.00       35,508.01 

SO 101G57096   001                      888.01      197,787.18      198,675.19 

SO 101G57108   001                        0.00          415.00          415.00                                                                               

From this Table, go to the SPDX Table to see all of the transactions that has occurred for a specific obligation.  This activity is also listed under a specific ACC.

Place an “L” in the home field and “SPDX” in the TableID field and hit “enter”.

3. Look in the SPDX Table to find all activity on an obligation, including transaction type, code and line number.
Below is an example spreadsheet for stations who want to track 1VA+ activity as the Supply Fund.
[image: image2.png]Less 1% Fee- | Approved Amount
Sta | ACC | HTNumber | HT Amount | “oo o Foe  |SubAllw. Amount Owed(Overpai)
599 010040275 | G99HT3002 |5 49946313 |5 49920 |5 493562786 38052376 | 52951787 3457984 |5 87920
599 010040296 | G99HT3001 |5 309636.00 |5 3,00670 5 306570.30 2255638 2562208 [ 0.00
599 010044175 | G99HT3004 | & 75,750.00 [ § 750.00 |5 75000.00 70.760.46 7153006 [ § -

99| 01EAA4175 | G99HT3003 | § 093739200 |5 9291115 ©08,110.89 52769232 53.941.90 | 5 3153
509 2300601%2 | G99HT3006 | § 33170163 |5 38417 |5 30841746 2466002 | 526 625.00 272911195 1603300
999 §2,152,942.76 | §  21,316.26 | § 2,131,626.50 1,686,212.94 [ § 56,142.87 1691,585.47 | § 15,043.73 |

Reconciliation Calculation
Fees + Expenditures - Reimbursement = Reconciliation Amount

Fees 5 2131626

Expenditures. § 1686,212.94

Reimbursements Amount to be Reconciled

Al Information is taken from the SASP and OBLH Tables in FMS as of . 52372006




The Orange Sections are the portions that you enter manually.

For More Training, contact Stacey Durant (708) 786-7549
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