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Integrated Acquisition System
Business Process Policy and Procedures

1.0 Introduction
The Integrated Acquisition System (IAS) is a web-based acquisition management system that has a real time interface to the Foundation Financial Information System (FFIS).  IAS is only accessible within the Department of Agriculture (USDA) network.  As a result, users working external to their federal facility (i.e., telework site, home, universities) will have to go through their Virtual Private Network (VPN) to gain access to IAS.  IAS is compatible with Internet Explorer versions 5.5 through 6.0.  Users are advised that the pop-up blocking functionality of Internet Explorer may impede IAS use.
IAS does not supersede Federal Acquisition Regulation (FAR) requirements for contract file contents.  A contract file or purchase order file must stand on its own.  This means that IAS is a tool, but the documents produced with the tool must be printed and maintained in the contract or purchase order file for the appropriate period of time with other material that supports the award decision.  

1.1 Purpose of Bulletin
This document presents system policies on the usage of IAS within the Research, Education and Economics (REE) mission area.  IAS users will be required to have an IAS ID and password for logon purposes.  The IAS user will also be required to complete the eAuthentication process for IAS training and have an FFIS ID.  An active AgLearn account is also required.  
1.2 Scope of Bulletin
This bulletin supplements USDA’s System Policy Document found at https://ias.usda.gov.  This supplement is intended for internal use by REE.  The bulletin describes the transactions that are supported by IAS and assists users with identifying correct procedures to follow under given circumstances.  This bulletin does not provide step-by step instructions on how to complete transactions in IAS.  Users should refer to IAS training materials, such as the IAS User Guide available at https://ias.usda.gov for specific instructional information.

1.3 Updates to Bulletin
This bulletin will be updated, as necessary, as IAS functionalities or system business rules change.  This document is owned by the Acquisition and Property Division, Agricultural Research Service.  It will be posted for reference at http://www.afm.ars.usda.gov/XXXXXX  The revision history of this bulletin will be recorded as a preface to the document.  
1.4 Updates to Accounts
Requests to add new users, remove old users, or update information shall be submitted to the Policy Branch, Acquisition and Property Division (APD), Attention IAS Lead.  User configuration, such as increases to warrants, must be communicated to the IAS helpdesk by the IAS Lead.  Requests to add new users should include a completed AD-1143 signed by the employee’s supervisor as well as a completed user IAS Data Gathering Template available at https://ias.usda.gov/Downloads/Miscellaneous/AD1143.pdf.  See 1.9 below for instructions in completing the AD-1143 and the IAS Data Gathering Template.  The Policy Branch will coordinate the review of the AD-1143 and initiate the request with the IAS Help Desk.  Training will be required prior to issuing a new user a User ID.
Individual licenses are associated with each user in IAS.  As a result, it is just as important to identify those users who will no longer be using the system so that they can be removed, as well as the new users.  In the event a new user is replacing a user already in the system, please provide both names so that the license can be transferred.  The first year of the user license is prorated at $185 a year for newly added users.  Each subsequent year of the license costs $185 per person.  

1.5  User ID’s and Passwords
Users are provided with user names and passwords after training has been completed and user data is successfully configured in IAS.  Once a user has obtained their User ID and password they may use the system immediately.  There is no IAS user sweep that will remove users due to inactivity. However, the user password reset must occur every 30 days.  IAS and FFIS passwords do not expire at the same time.  Users do not have to change their IAS and FFIS passwords to be in sync with one another.  
If a user tries to log into the system 3 times and fails, the user must call the helpdesk to get a password rest.  The rules regarding passwords are as follows:

· Passwords must be a minimum of 8 characters in length.

· Passwords must contain one number, but it may not be the first character.

· Passwords may not contain two consecutive characters (i.e., “password” may not be used as the password because it contains two ss’s in a row).
· Passwords may not match your User ID.

· Passwords may not be reused for 365 days (1 year).  

Please note, users will be timed out of IAS due to inactivity in IAS within 30 minutes.  The user will then have to logon to continue using the system.  

1.6  Adding Vendor Names to IAS


If a vendor needs to be added to the FFIS vendor table (VEND) in order for the CO to award to that vendor, a request to add that vendor can be processed through the FFIS Preliminary Vendor Table (PVND) request table.  REQUISITIONERS should note a recommended source in the Note to Buyer field if the recommended vendor is not already in FFIS.  Since the recommended source is not always the source for award, this procedure limits the VEND tables to vendors the Department of Agriculture (USDA) currently does business with.  The procedures outlined in Agricultural Acquisition Regulations (AGAR) Advisories 65 and 65a (http://www.usda.gov/procurement/policy/advisories.html) provide details of the process.  If a vendor needs to be added to the PVND, the CO should contact one of the individuals designated as VEND coordinators.  Vendors cannot be added directly through IAS.  
All contractors who do business with the federal government require registration in the Central Contractor Registration (CCR).  FFIS pulls remittance information on contractors from the CCR, but all vendors in the CCR are not in FFIS.  
IAS will only show vendors that are active in the database.  It is OCFO policy to deactivate vendors in the vendor table to whom USDA has not made payment in 3 years.  However, deactivated vendors can be re-activated in the future should an award need to be made.  NFC will not reactivate a vendor ID unless Electronic Funds Transfer (EFT) data is provided, the EFT information can be retrieved from the Central Contractor Registration by providing NFC the vendor’s DUNS number, or by an approved EFT waiver.  
1.6  Separation of Duties

To ensure internal control procedures are met and that appropriate security processes are established, the number and types of profiles available to users in IAS are limited.  Specifically,   the roles of 1) REQUISITIONER/RECEIVER, 2) BUDGET APPROVER, and 3) CONTRACTING OFFICER (CO) must be performed by separate individuals.  A single IAS user cannot be granted more than one of the preceding roles for a given action.  

1.7  User Roles in IAS

Please refer to the USDA IAS System Policy Document for a description of IAS user roles and responsibilities.

The term “CONTRACTING OFFICER” should be interpreted to mean a Purchasing Agent, Contract Specialist, other warranted non-procurement personnel, a Procurement Technician, or other individual who will perform buyer workload assignments or data management.  The extent of the work actually performed in the system will depend upon the action being procured or managed, the delegated authority required to perform the action, and how work is assigned and accomplished within each office.  This term is broadly construed in the system.  IAS is a commercial-off-the-shelf solution, so the permissions conveyed by this title within the system may differ dramatically from the term’s use in the Federal Acquisition Regulations and within existing policy within the REE mission area.  
1.8  Roles Available to Users

1.8.1  Requisitioner

The REQUISITIONER creates and submits requisitions in IAS.  Other agency staff may complete requisitions outside of IAS, but must then forward that information to someone who is designated as an IAS REQUISITIONER and who can then enter the requisition into the system.  The REQUISITIONER can modify unapproved requisitions.  The REQUISITIONER cannot cancel approved requisitions.  Only the BUDGET APPROVER may do this.  The REQUISITIONER also enters receipts in IAS.  
1.8.2  Requisition Approver 

The REQUISITION APPROVER role reviews and approves requisitions for program office controls or for other controls such as information technology (IT), property approvals, etc.  The requisition approver can amend or reject requisitions. This is not a funds approval role.  It is a technical review role between the REQUISITIONER and the BUDGET APPROVER.  This is not a required role in IAS.  The functions performed by the REQUISITION APPROVER can be performed external to the system (i.e., IT waivers requests or property reviews can be performed without using IAS).   
This function can be performed on an ad hoc basis (i.e., it is not part of the normal approval process).  Information about creating an ad hoc approval chain can be found at the IAS Quick Tips site:  https://ias.usda.gov/Quick_Tips/Creating_an_adhoc_Approval_Chain
The REQUISITIONER will need to note the Product Service Classification code on the requisition document in the “category” field.  A hard copy of the document can be downloaded from http://www.fpdc.gov/fpdc/psc1998.pdf to facilitate finding the correct classification code.  Please note, codes may not be intuitive.  For instance, querying for “computer” will not yield results because this type of commodity falls under the “ADP” (Automated Data Processing) heading.  Other commodities, such as construction, may be found under a more refined type, such as “residential buildings”.  Downloading the file is highly recommended.    
1.8.3  Budget Approver

The BUDGET APPROVER reviews requisitions to ensure that the funding identified by the REQUISITIONER is correct.  The BUDGET APPROVER is the final approver for requisitions. The BUDGET APPROVER can modify, approve, or reject a requisition on the basis of the funding content.  The BUDGET APPROVER is also able to cancel and modify approved requisitions.  The BUDGET APPROVER is the only person that may cancel a requisition after it has been approved.
The BUDGET APPROVER approval of requisition documents triggers the creation of commitments in the financial system, unless an IQ-NOCOMMIT requisition is being processed.

In IAS, the budget approver is responsible for ensuring that a valid accounting code and budget object classification (BOC) code are selected for each line item of a requisition.  If any of the accounting data is missing or inaccurate, the requisition will get an “error” message when it tries to interface with the FFIS system.  If an error does occur, the REQUISITIONER and COMMITMENT RESOLUTION MANAGER will correct errors.  
A list of commonly used BOC can be accessed on the National Finance Center website as listed below:

BOC Quick Code Directory: http://dab.nfc.usda.gov/pubs/docs/bocc/bocguide04.pdf
BOC Publication (complete): http://dab.nfc.usda.gov/pubs/na-pubsmain.html
1.8.4  Commitment Resolution Manager

The COMMITMENT RESOLUTION MANAGER role is designated to manage errors that occur within iProcure.  COMMITMENT RESOLUTION MANAGERS are able to view rejected commitment transactions in the IAS Interface Error Table.  This table shows all commitment documents rejected by FFIS, with the primary rejection reason listed first.  If a commitment error occurs, the REQUISITIONER and BUDGET APPROVER will receive an error message via email.  The COMMITMENT RESOLUTION MANAGER’s role is to override, retry, or manually reject commitment transactions that were returned from FFIS with a non-fatal error.  
1.8.5  Purchasing Specialist/Contracting Officer

The terminology PURCHASING SPECIALIST, as used in IAS, refers to the Purchasing Agent role within our mission area.  This terminology is a physical part of the commercial software and cannot be changed to accommodate internal title conventions.  The PURCHASING SPECIALIST/CONTRACTING OFFICER creates acquisition documents in IAS within their delegated warrant authority and manages those documents through the closeout process.  This designation is also reserved for those non-acquisition personnel who maintain warrants.  
1.8.6  Supervisory Contracting Officer

In addition to performing all of the functions of the PURCHASING SPECIALIST and the CONTRACTING OFFICER, this role can also make workload assignments and, as needed, apply final approval to contracts, based on factors such as the complexity of the procurement or dollar value.  

1.8.7 Obligation Document Resolution Manager

The OBLIGATION DOCUMENT RESOLUTION MANAGER manages errors that occur on the Prism side of IAS.  The OBLIGATION DOCUMENT RESOLUTION MANAGER’S role is to determine what caused an error and to communicate necessary changes to the document to for the document to pass through the system.  For specific error management, the OBLIGATION DOCUMENT RESOLUTION MANAGER uses the Core module of IAS to gain access to the IAS – FFIS Interface Transaction Error tables.  

1.8.8  Receiver

The REQUISITIONER that created the original requisition in IAS is also the RECEIVER in IAS.  The RECEIVER creates and submits receipts for line items that document the receipt and acceptance of goods and services.  Please see section XXXX for specific guidance on the receiving function.
1.8.9  Central Receiver
The CENTRAL RECEIVER role provides the ability to view and receipt all open line items of an Agency.  Due to the sensitivity of viewing all accounts, the CENTRAL RECEIVER role has limited implementation.  The CENTRAL RECEIVER role is a required role for receipting acquisitions that use prior year funds (IN obligations).  A regular RECEIVER cannot receipt on IN documents.  
1.8.10  Roles Not Available to Agency Users

The INVOICE ENTRY CLERK, PAYMENT STATUS REVIEWER, PAYMENT APPROVING OFFICER, PAYMENT APPROVING ERROR MANAGER, and INTERFACE MANAGER are roles that support the invoice payment process and are specifically delegated to NFC staff.   
1.8.11 Proxies

Individuals may proxy someone into their role provided that individual meets all of the requirements of the role for which they will serve as the proxy (training, ID).  Proxies are typically set up on an “as needed” basis and are not for permanent changes.  Care should be taken in assigning proxies as some actions of the proxy are difficult or impossible to change.  

For CO responsibilities, the CO should verify the proxy has an appropriate warrant level to process their actions.  Warrant levels do not proxy.  If a proxy does not perform work on proxied actions, the actions are still available to the original recipient of the document.  The proxy will no longer have access to proxied actions after the expiration date of the proxy.

If someone is unexpectedly out of the office and does not have an opportunity to set up a proxy, the IAS helpdesk may be contacted to set up the proxy.

1.9  AD-1143 and Template Protocol

AD-1143

The purpose of the AD-1143 is to set up a valid FFIS User ID for access to IAS.  For individuals that cross service agencies, a separate user ID will need to be set up for each agency that is cross serviced.  
Completed AD-1143 forms should be mailed to the IAS Lead at the following address:

USDA, ARS, AFM, APD, PB

ATTN:  IAS Lead

5601 Sunnyside, Room 3-2108B

Mailstop 5117

Beltsville, MD  20705

The IAS Lead will then coordinate the forms with each agency’s FFIS Security Administrator so that individuals can be set up with a valid FFIS User ID. The information contained on this form will be populated on the IAS Data Gathering Template.  
The AD-1143 requires completion even if the user already has an FFIS User ID or AR number.  

BLOCK No.


1 Check FFIS and IAS.
2 Blank
3 Social Security Number.
4 User Name.
5 Position.
6 Mailing Address.
7 Agency (ARS, CSREES, ERS or NASS).
8 Blank.

9 User E-mail address.
10 User’s phone number.

11 Supervisor’s phone number.

12 Only required if you have a name change.

13 Only required if you have a name change.

14 If no current FFIS access, check ADD USER.
If current FFIS access, check MODIFY USER PROFILE.
For those positions that require FFIS access for more than one Agency, check AGENCY CROSS-SERVICE ACCESS and note Agency name in the upper left corner of Block 15.  A separate AD-1143 will be required for each Agency access.

15 Include FFIS ID.

16 Blank.

17 Blank.

18 Blank.

19 Blank.

20 Blank.

21 Blank.

22 Blank.

23 Blank.

24 Blank.

25 REQUISITIONER:  Check if you prepare purchase requests/requisitions (AD-700’s).  Also check RECEIVER.  The REQUISITIONER is the RECEIVER in IAS.  
REQUISITION APPROVER:  Check if you approve spending of the organizational unit’s funds (e.g., Branch Chief).  NOTE:  this is not a required role in IAS.  This approval does not commit funds in FFIS.
BUDGET APPROVER:  Check if you authorize the commitment of funds.  The BUDGET APPROVER also authorizes the spending of the organizational unit’s funds but this approval will commit the funds in FFIS.  
COMMITMENT DOCUMENT RESOLUTION MANAGER:  Check only if you have been internally designated for this role.  This individual will be able to see errors on the iProcure side of IAS.       
PURCHASING SPECIALIST/CONTRACTING OFFICER:  Check if you process contracts, purchase orders, or purchase card buys over the micropurchase threshold.  
SUPERVISORY CONTRACTING OFFICER:  Check if you are a supervisor who performs workload assignments to PURCHASING SPECIALISTS and CONTRACTING OFFICERS.  SPECIAL NOTE **:  Since this is an off-the-shelf solution, titles are limited.  In the event you are a non-procurement supervisor but still wish to perform workload assignments, you would need to register as a Supervisory Contracting Officer, but your warrant would be recorded as “0” in the system.  Please note, the Contracting Officer title will prevent you from assuming the BUDGET APPROVER role in IAS.  
OBLIGATION DOCUMENT RESOLUTION MANAGER:  Check only if you have been internally designated for this role.  This individual will be able to see errors on the PRISM side of IAS.
The remainder of the boxes are for National Finance Center (NFC) personnel.  

26 If you have been designated as a REQUISITION APPROVER or BUDGET APPROVER, enter UNLIMITED.

27 If you are designated as a CONTRACTING OFFICER, enter the maximum authorization listed on your Delegation of Authority (warrant).  For instance, if your warrant lists $100K Open Market, $300K Federal Supply Schedule and $25K Construction, you would enter $300K in this box.  This is necessary to comply with Office of Management and Budget (OMB) Circular A-123, Management’s Responsibility for Internal Control.
28 Enter Agencies cross serviced, if appropriate.  Otherwise leave blank.

29 Leave blank.  

30 User signs.  Original signatures are required on all AD-1143-s that are sent to the Security Officer.

31 Date.

32 Blank.

33 Blank.

34 Print manager’s name.

35 Manager signs.

36 Date.

IAS Data Gathering Template
The IAS Data Gathering Template is designed to aid offices in collecting information used to establish roles, responsibilities and workflows in IAS.  Please read instructions carefully before completing templates for your office.  Each office will be responsible for the accuracy, completeness and validation of the data prior to submittal.  Completed data gathering templates should be sent by the Data Gathering POC’s of each sub-office to the Policy Branch IAS Lead, APD via email.  
The IAS Data Gathering Template consists of six tabs:  Office Addresses; Requisition Users; Approval Chain; Acquisition Users; Document Sharing; and, Buyer Assignment.  Place the cursor over each field label for instructions on how to complete the form.

All fields should be populated in ALL CAPS.  Please be aware that some field selections are dependent upon what is entered in the previous field.  For example,   the selection for the "IAS Role" field determines what options are available for the "Additional IAS Role" field. 

Office Addresses

The Office Address Code field is limited to 20 characters.  The protocol for entering this field is as follows:  

For CSREES elements:  xxxxxxxxxxxxxxxxxxxx
For ERS elements:  ERS-Division Code-Sequential Number 
For NASS:  NASS-Field Location-Sequential Number for each Field Location

For ARS, AFM Divisions:  ARS-AFM-Division (APD, FMD, FD, EAD, HRD, DAAFM) 
For ARS, Headquarters elements:  xxxxxxxxxxxxxxxxxxxx
For ARS, Field elements:  Agency-Area-4th Level Mode Code-Sequential Number (ARS-NPA-5401-01)  99 addresses are possible for each location (01-99).   
The Office Description field is limited to 50 characters.

Address Lines 1 through 3 are limited to 45 characters. 

Requisition Users

This field is self-explanatory.  

Acquisition Users

This field is self-explanatory.

Document Sharing

This tab of the template does not require completion.  Users will be able to configure who they will give “Rea-Only” or “Write-Access” to within PRISM.  

Approval Chain

The approval chain documents the steps an action will automatically take as it moves from one office to the next.  Not all fields are required.  

Jane Doe

John Smith
Nancy Knowsit
Bob White
Requisitioner

Requisition
Budget


Supervisory
     


Approver
Approver

Contract Specialist
REQUIRED

OPTIONAL
REQUIRED

REQUIRED


Buyer Assignment

CSREES, ERS and NASS buyer assignment are coordinated through the DC Team Lead, APD.
NAL and ARS Headquarters and Division elements are coordinated through the MD Team Lead, APD.  ARS field structure coordination is through the Procurement Assistance Officer in the Area office and through a REQUISITIONER ID for the locations.  This may be the Purchasing Agent or someone else.  Please note, if a Supervisor wants to perform buyer assignments, the Supervisor will need to be listed as a Supervisory Contracting Officer in their profile with a warrant level of $0 if not warranted, and complete all necessary training for that component.  However, this will prohibit that individual from having one of the other roles within the system.   

All actions that exceed an individual office’s warrant authority are forwarded to the Supervisor at the next level, e.g., locations will coordinate through the Area Procurement Assistance Officer, who will coordinate through the MD Team Lead, APD, as appropriate.  Construction requirements for NAL that exceed their warrant authority will be coordinated through the Branch Chief, Facilities Contracts Branch, Facilities Division.

1.10  Training

Computer-based training is available for IAS requisitioning and budget approver modules through AgLearn.  There is no cost associated with using this training.  Formal classroom training is available for acquisition personnel through USDA.  Please note, training may not be immediately available, or may not be available within one’s preferred geographical region.  
New personnel should fax a completed copy of Exhibit 1 to the IAS Lead in the Policy Branch, APD on 301-504-1739.  The IAS Lead will coordinate training requests with USDA.  USDA will schedule training classes when they have a full roster of acquisition personnel that require training.  Train the trainer options are currently being considered by USDA.  Current acquisition module training options follow.  
IAS Training Options

· IAS Acquisition Management Training Course 
(Course offered to new users in the post-implementation phase)
Provides fundamental instruction in the use of the PRISM module for acquisition personnel.
4 Days/$1,465.85 plus license
· IAS Acquisition Management Retraining Course 
(For current users who already have licenses)
(Recommended for current or previously trained users who desire an in-depth review of the system and its functionalities)
4 Days/$725.05
· IAS Acquisition Management Refresher Training Course 
(For current users who already have licenses)
(Recommended for previously trained or current users who desire a higher level overview of the system and its functionalities)
2 Days/$414.32

A completed copy of Exhibit 1 should be sent to your IAS Lead for registration coordination.  
Instructor-Led Classroom Training Request Form

Please complete the following form and submit to IAS Training Coordinator, Jane Chong 

jachong@us.ibm.com 








    jachong@us.ibm.com
Please complete the following information:

Agency Lead:      

Contact Number: 
Email Address:      

Today’s Date:      
Please choose your agency: 

 FORMCHECKBOX 
 APB
 FORMCHECKBOX 
 ARS
 FORMCHECKBOX 
 DASO
 FORMCHECKBOX 
 FNS
 FORMCHECKBOX 
 FS             FORMCHECKBOX 
 FSA

 FORMCHECKBOX 
 FSIS
 FORMCHECKBOX 
 NRCS
 FORMCHECKBOX 
 OIG
 FORMCHECKBOX 
 MRP          FORMCHECKBOX 
 RD
 FORMCHECKBOX 
 REE        

Please choose the Classroom Training Course:

 FORMCHECKBOX 
 IAS Acquisition Management Training course*
      *Only need New License if trainee is NOT replacing a former employee or your 


agency has exceeded its available licenses.       

# of Users: 

(4 days, new user, new license)
       


#of New Licenses Needed:


 FORMCHECKBOX 
 IAS Acquisition Management Retraining course

# of Users:      

(4 days, retraining for licensed users)

 FORMCHECKBOX 
 IAS Acquisition Management Refresher Training course 
# of Users:      

(2 days, refresher for licensed users)

Please choose your location preference (Put 1st choice, 2nd Choice, and 3rd Choice):



     
  Ft. Collins, Colorado:  
Exhibit 1
1.11  IAS Help Desks
The REQUISITIONERS’ and BUDGET APPROVERS’ first step for resolution of operations problems is with the individual identified by the organizational unit as a Super User.  For error resolution problems, REQUISITIONERS and BUDGET APPROVERS should go to their COMMITMENT DOCUMENT RESOLUTION MANAGER.  Acquisition personnel should go to their OBLIGATION DOCUMENT RESOLUTION MANAGER for error resolution problems.  
REE also has an internal dedicated helpdesk, available five days a week, from 8 to 5, Eastern Standard Time.  Please contact Mike Magee (IBM) on:

Phone:

301-504-4383 (office, GWCC) 
Cell:  

XXX-XXX-XXXX 
Email:

michael.magee@us.ibm.com.
USDA provides technical support from 8 a.m. to 8 p.m. Monday through Friday, Eastern Standard Time.  Personnel are available by phone, email, or through the Internet.  Internet and email help tickets can be logged 24 hours a day. 
Internet:
http://www.iashelpdesk.com/request.htm
Email:  
support@iashelfdesk.com
Phone:

1-866-IAS-8686

2.0  Scope of IAS Supported Documents

IAS supports the processing of documents for requirements that will be procured by a Contracting Officer in the Research, Education and Economics Mission Area

IAS supports processing the following:

· Purchase orders

· Task orders

· Definite delivery contracts

· Indefinite delivery contracts

· Blanket purchase agreements

· Blanket purchase calls

· Basic ordering agreements

· Contracts

· Contract modifications

· Option year contracts

· Claims

· Emergency acquisitions, time permitting
· Actions that require the use of prior year funds (i.e., ratifications, re-procurements following terminations for default)

IAS does not support or does not fully support processing the following:

· Purchase Card Transactions 
· Training 
· Intra-governmental Payment and Collection System (IPAC orders (UNICOR, GPO, Post Office)
· Purchases that use foreign currency

3.0  Updates
3.1  Setting up your Desktop

Go to the Administrative and Financial Management website at http://www.afm.ars.usda.gov/.  The Integrated Acquisition System link is at the bottom of the page.  Click on this link and arrow to the very bottom.  Take the “USDA-IAS Home” hotlink and drag it with your mouse to your desktop.  You now have a direct link to IAS on your desktop.  

Please note, the Arial Narrow Font is required for the proper printing of some forms and reports.  
3.2  Terminology Update

IAS uses terminology that many users will find unfamiliar.  This section is designed to familiarize the reader with some of the unique terminology that will be used throughout the remainder of the document.
Commitment Accounting:    An administrative reservation of funds (including increases to existing commitments) in anticipation of obligation(s).  This is accomplished when the BUDGET APPROVER physically approves the funds in the iProcure component of IAS.  The funds approval reserves the funds in FFIS.
IQ-COMMIT:  A designation applied to a requisition which documents that the funds are to be reserved in FFIS.  

IQ-NO COMMIT:  A designation applied to a requisition which documents that the funds are not to be reserved in FFIS.  For instance, a requisition that is Subject to the Availability of Funds (STAF) would not have funds reserved in FFIS.  This document is later converted to an IQ-COMMIT when the appropriations are released.  Other instances of IQ-NOCOMMIT that are not STAF will require the REQUISITIONER to deselect the STAF toggle, which is the default setting.  
PLCF:  The PLCF will not be used in the REE Mission Area.  The acronym stands for Program Loan Cost Funds.  
4.0  Processes for Transaction Types not Supported by IAS

4.1  Purchase Card  and Convenience Check Transactions

4.1.1  Micro-purchases (less than $2,500) on Purchase Cards
A requisition should not be created in IAS for any micro-purchases, including those made by acquisition personnel (i.e., chemicals and weapons or ammunition).  However, policy still requires a requisition to support purchases made by acquisition personnel.  REQUISITIONERS should create a requisition external to IAS to support the purchase of micro-purchase items purchased by acquisition personnel.  The REQUISITIONER should send a hard copy funding document to their acquisition office for any micro-purchase action that must be placed on a purchase card by acquisition personnel.  
4.1.2   Purchases over $2,500 on Purchase Cards or Convenience Checks
If the REQUISITIONER knows that their requirement is greater than $2,500 and will be done via purchase card, the REQUISITIONER should send a hard copy funding document to their acquisition office.  Communication with the buying office will be very helpful in making this determination.  By their nature, some requirements are not conducive to using purchase cards, especially when unique clauses, statements of work, or special licensing are involved.  
Acquisition personnel are reminded that a Federal Procurement Data System—Next Generation (FPDS—NG) report is required for all actions, including purchase card actions, that exceed $2500.  The waiver that was in place exempting actions below $25,000 expired with the implementation of IAS.  

If a requisition is submitted as an “IQ-COMMIT” document through IAS and the CO makes the decision to purchase the goods or services via purchase card, the CO must notify the REQUISITIONER and BUDGET APPROVER that the requisition will be done via purchase card and the requisition needs to be cancelled in IAS.  Failure to take this step will result in a double obligation since the funds will be reserved in FFIS by the “IQ-COMMIT” and then post to FFIS again through PCMS.  The REQUISITIONER must assure the CO has an approved hard copy funding document to make the purchase card purchase.   
No purchases should be made over $2,500 with a convenience check without providing the documentation contained in AGAR Advisory 52, Prohibition on Using Convenience Checks for Purchases or Payments (http://www.usda.gov/procurement/policy/advisories_x/AGARAD52.HTM) and APD Alert 2004-09, Prohibition on Writing Convenience Checks over $2,500 (http://www.afm.ars.usda.gov/acquisitions/pdffiles/alert-2004-09.PDF).  If a convenience check is authorized for requirements over $2,500, procedures should be followed as outlined in this section for purchase card transactions over $2,500. 
4.2  Commercial Training Orders
Established, commercial off-the-shelf training for employees is processed on an SF-182.  Requests for training should be forwarded to a purchase card holder or training official.  Training requirements that exceed the $2500 micro purchase level should be sent to a contracting office for payment.  These actions should not be entered into IAS, even if the action is forwarded to a contracting office for payment.
4.3  Intra-governmental Purchases
Intra-governmental purchases should first be approached as a purchase card buy.  If a purchase card is not appropriate, the instructions contained in this subsection should be followed.
4.3.1  UNICOR

Please refer to APD Alert 2005-13 available at http://www.afm.ars.usda.gov/acquisitions/alerts.htm for updated information on buying from UNICOR.  The new procedures may require the issuance of a solicitation where UNICOR is provided an opportunity to compete with the commercial marketplace.  

If market research indicates UNICOR should receive the order, the following process should be followed:  
1. REQUISITIONER creates the requisition as an IQ-NOCOMMIT.  The 
IQ-NOCOMMIT document has the Subject to the Availability of Funds (STAF) block checked by default.  The REQUISITIONER should toggle the STAF block off.  
2. The BUDGET APPROVER approves the requisition.  The requisition does not commit to FFIS.  

3. The CO prepares the OF-347.  The OF-347 is not released in IAS. 
4. The CO completes the FPDS-NG entry in IAS.  The toggle off of the STAF block enables FPDS-NG with the IQ-NOCOMMIT function.  

5. The CO prints a copy of the OF-347 and makes distribution as follows:

- Procurement file copy




- Requestor (for information and receipt documentation)



- UNICOR


- National Finance Center (for obligation and payment) 

5.  Upon receipt of goods or services, the REQUISITIONER sends the original
receipt documentation to the CO who will forward it to NFC, and places a     copy in the procurement file.  NEED CHANGE HERE__KNOW THIS IS NOT ACCURATE SINCE MADE AS AN IPAC PAYMENT***********
If competitive procedures are used, a requisition will be entered in IAS as an IQ-COMMIT in anticipation of a commercial award through a competitive quotation/solicitation.  After quotations are evaluated, the award will be processed through IAS if awarded to a contractor.  If award is to be made to UNICOR, the CO will notify the REQUISITIONER that the requisition should be cancelled and an IQ-NOCOMMIT document reissued.  NOTE:  While an IQ-NOCOMMIT document can be modified to an IQ-COMMIT, an IQ-COMMIT cannot be modified to an IQ-NOCOMMIT.  It must be cancelled and reissued.    
4.3.2  Government Printing Office

INCLUDE INFORMATION HERE ABOUT THE KINKO’S ACTION ITEM AND THE SPA AWARDS, THEN GENERAL GPO ORDERS


4.3.3  Other Intra-governmental Orders


All other intra-governmental orders should be processed external to the system.  

4.4  Foreign Awards:  Electronic Funds Transfer  
IAS does not accommodate processing an award with foreign currency.  FFIS direct entry will be used to process these types of requisitions.  In order to process an award in foreign currency, the CO should:

· Create the requisition in IAS as an IQ-NOCOMMIT document.
· Process the award in IAS, but do not release it.
· Prepare an FPDS-NG report external to IAS.  
· Print a copy of the award, sign it, and distribute it as follows:



- Procurement File Copy



- Requestor (for information and receipt documentation)


- Contractor


- Person who will enter the document into FFIS.  Include: 

· Instructions for check payment or wire transfer (a wire transfer is strongly suggested).  Payment can be made by a fixed foreign currency or by a foreign currency that equates with United States currency.  For instance, you can request payment of 500 pesos or $100 worth of pesos.   The Department of Treasury will deposit the correct amount based upon that day’s exchange rate.  The exact disbursement will be input into FFIS in United States currency.  There may be considerable delay in processing a foreign check.  

· Required banking information:
-Bank address (including bank branch)
-Account number 
-Name on account (If the name of the contractor differs from the name on the account, the contract should provide for clarification of payment distribution.  For instance, “Payment made under this contract will be made to _________________ in consideration of goods received/services provided under this contract.)  
· If there is a wire intermediary bank, that information should be included as well.  
· Check payments require complete mailing addresses.
5.0  Prior Year Funds/Ratifications

The term “ratification” in IAS refers to a requisition that uses prior year funds.  It does not refer to the legal definition of a ratification found in the Federal Acquisition Regulations Subpart 1.602-3 when that ratification uses current year funds.  If current year funds are used to ratify an unauthorized commitment, requisitions will be processed in the same manner as routine actions in IAS.  

IAS also supports the completion of contractual ratification actions that use prior year funds.  The process outline herein should be used any time prior year funds are used:  

1.  The REQUISITIONER creates an IQ-NOCOMMIT document.  The toggle for STAF is off.  The requisition is approved by the BUDGET APPROVER.  Attached to the requisition is the authorization to use prior year funds.


2.  The CO creates an award document.  The CO references the requisition but does NOT attach the requisition document in the system.  The CO releases the award document which triggers the creation of a ratification obligation (IN document).   

3.  The CO completes any FPDS-NG reporting requirements and makes appropriate distribution of the award document.

4.  The receipt must be entered in the CORE module of IAS.  If a REQUISITIONER attempts to receipt for this document in IAS, the transaction will fail and it will not be possible to complete an invoice.  Entry of the receipt will not default as a responsibility of the REQUISITIONER since they will not generally have access to the CORE module of IAS.  Receipts for prior year funds may only be entered by those individuals identified as CENTRAL RECEIVERS.  This is due to the obligation not referencing a specific requisition.  CENTRAL RECEIVERS can receive against all instances of FFIS for which their profiles are set up.  
5.  Invoices for ratifications will be processed through direct entry into FFIS.
6.0  Emergency Acquisitions

IAS should be used if time permits in an emergency situation.   The REQUISITIONER will enter a requisition into IAS.  In the first line of the Item Description, type “EMERGENCY”.  In the Note to Buyer state, “THIS IS AN EMERGENCY PROCUREMENT”.  In the Note to Approver state, “THIS IS AN EMERGENCY PROCUREMENT”.  
If a requisition is submitted as an IQ-COMMIT and the CO makes the decision to purchase the goods or services via purchase card, the CO must notify the REQUISITIONER and BUDGET APPROVER that the requisition will be done via purchase card and the requisition needs to be cancelled in IAS.  The CO still requires a hard copy of an approved funding document.  
In extreme emergency situations where payment is required immediately and the purchase card and convenience check is not acceptable, the following steps should be followed.  The award document should direct the contractor to submit their invoice to the CO.  


1.  
The REQUISITIONER submits a hard copy of an approved funding document.  
2.  
The CO creates the OF-347/SF-1449/SF-26 outside of IAS.

3.
The CO prints a copy of the OF-347/SF-1449/SF-26 and distributes as follows:



- Procurement File Copy



- Requestor (for information and receipt documentation)


- ABFO (for direct entry into FFIS)
-Contractor
4.  
The CO completes an external entry of FPDS-NG.    

5.
Upon receipt of goods or services, the REQUISITIONER/RECEIVER sends original receipt documentation to the CO and a copy is filed in the procurement file.
6.
The CO receives the invoice and receipt and initiates payment through FFIS direct entry.  

5.0  Recurring Payments

Recurring payments are permitted in IAS.  When CO are creating the obligating document for an action with recurring payments, the specific setup criteria should be entered in the contract management module, on the screen Main:  Additional Information.  Recurring payment awards cannot be modified except as noted below for cancelling a recurring payment.  Therefore, recurring payments should not be used for awards that will be modified yearly to add funding.
REQUISITIONERS should stipulate the following for the recurring payment:

· Start date (first date on which payment should be made)

· End date (date upon which the final payment should be made)
· Number of periods (the number of months over which the recurring payment lasts)

· Frequency with which payments should be made (the system allows daily, weekly, and monthly payments)

In addition, programs should provide pertinent information to Acquisition Payments Branch (APB) via the “Notes to APB” field.

Once the obligating document is submitted, APB staff will set up a payment transaction necessary to process the recurring payments.  The recurring invoice is structured as a total amount paid per invoice, as opposed to by line item in the obligating document.
In the event that recurring payments must be stopped, for example, as a result of a termination for cause, the CO should contact APB and arrange to have any pending invoices cancelled.  If no payments have been made yet, the CO can select in “cancel” option in the acquisition management module.

If payments have been made, then the CO should create a modification that decreases the obligation to cumulative amount of all payments already processed.  This could take the form of:

1. Reducing the amount of a single line of obligation;

2. Reducing the unit quantity of the line, i.e., from 12 months to 6 months; or,

3. Deleting specific lines, where goods and services are broken out over multiple lines.


6.0  Requisitions Subject to the Availability of Funds

IAS supports the use of commitment accounting standards.  In the case where funds are not yet available (i.e., the agency is operating under a continuing resolution or the procurement process is started in one fiscal year for award in the subsequent fiscal year), requisitions must be submitted using the “IQ- NOCOMMIT” code.  When funds become available, the requisition must be modified to change the code to “IQ-COMMIT.”
When using the IQ-NOCOMMIT function, the Subject to the Availability of Funds (STAF) toggle is checked by default.  Leaving the STAF toggle checked will result in the Obligation recording as “0” dollars and the Total Amount recording as the amount of the contract/purchase order.  Toggling the STAF toggle off will enable recording an amount in the Obligation.  An amount recorded in the Obligation box enables the FPDS-NG interface in IAS.  

Frequently, funding does not become available all at one time during a continuing resolution.  In this case, the IQ- NOCOMMIT must remain in place for that portion of the contract that is not yet funded.  Please refer to Section 14.1.6 for specific directions in preparing requisitions that are impacted by a Continuing Resolution Authority (CRA).  
The IQ-NOCOMMIT transaction type can also be used when awarding contracts that contain optional periods of performance or optional quantities.  The requisition will contain line items entered as both IQ-COMMIT and IQ- NOCOMMIT.  The IQ-COMMIT will be applied to the base period of performance, and the IQ-NOCOMMIT will be applied to the optional period of performance.  When the options are exercised and the funding is applied, the option, listed as an IQ-NOCOMMIT will be changed to read IQ-COMMIT.  Any remaining option periods will keep their IQ-NOCOMMIT designation until such time as those options are exercised.
7.0 Invoice Matching Standards:  Three-way Match
All invoices in IAS are subject to a three-way matching requirement.  This requires the invoice to match the receipt(s) in the system as well as the obligated funds on the award, as captured in the system.  The total quantity noted on the invoice cannot exceed the total quantity receipted.  There is some degree of flexibility in the obligated amount to account for rounding and shipment costs.  Please see section 8.0 on tolerances.  Any differences outside of the tolerance level will require either a modification to the contract, an update to the receipted quantity, or an amended invoice.
8.0  Tolerances


The REE Mission Area has a tolerance built into IAS to accommodate small dollar differences in requisitions and contracts without the need to issue an amended requisition or modify the award for payment purposes.  Tolerances are set at 25% up to $1,000 on each action.  The tolerances can be carried forward from the award to the contract to the payment.  For instance:

· A requisition is issued for $5,000.  

· 25% of $5,000 is $1,250.

· $1,000 is less than $1,250, so $1,000 is the tolerance level.

· The CO can issue an award for up to $6,000 ($5,000 + $1,000 tolerance) without obtaining additional funds.

· The CO issues a purchase order for $5,250 without obtaining additional funds.
· There is a $750 available to NFC to make payment in excess of the $5,250 amount on the purchase order without requiring a modification to the purchase order ($1,000 tolerance - $250 used = $750).  

9.0  Document Numbering
9.1  Document Numbering in IAS  
Documents are numbered automatically in the requisitioning module.  All agencies use the same database for obtaining requisition document numbers, so REQUISITIONERS and BUDGET APPROVERS should not expect to see sequential numbering of their documents.  For instance, another agency may have the requisition number that is adjacent to an REE number (i.e., Forest Service = Req. #546, Rural Development = Req. #547, Economic Research Service = Req. #548).  
In FY04, USDA implemented a new acquisition numbering system.  The numbering system goes into effect for REE with the implementation of IAS.  Implementation of this new document numbering system will take place on the same day as the IAS implementation.  The new USDA document numbering system will contain 13 characters as follows:

AG (the USDA Agency Prefix)



-
2 characters

Contracting/ordering office code



-
4 characters

Document type (see chart below)



-
1 character

Fiscal year






-
2 characters

Sequential number (system-generated)


-
4 characters

Example:  AG-3142-C-06-0001

There will no longer be visual identification of commodity/service type or pricing schedule that existed prior to the implementation of IAS.  All contracts will be identified by the same code, regardless of commodity/service, and all purchase orders by another code, regardless of the payment schedule. 

The Document Types available in IAS are as follows:
	Document Type 
	Code

	Solicitation (includes RFP, RFQ, RFI)
	S

	Purchase Order
	P

	Delivery/ Task Order
	D

	Contract / BOA
	C

	BPA
	B

	BPA Call
	K


Delivery order, purchase order and contract numbering will be sequential numbered by document type and ordering office code by the system.  For instance, ordering office 3K06 will have a D-0001, a P-0001, a K-001 and a C-0001.  Acquisition personnel should be aware that the complete task or delivery order number must be used when inquiring about an order off of a Headquarters IDIQ because each Area office may have the same last four numbers of the task order.     

IAS will also number modifications sequentially.  For example, the first modification of a contract might look like AG-3142-C-03-0005-001, where the 001 signifies the first modification to the contract.  This new numbering system complies with FPDS-NG requirements, so no additional changes to the document number will be required for reporting purposes. 
Previous interim procedures for recording actions in FPDS-NG are suspended upon the implementation of IAS.  

Since FFIS is limited to a field length of 11 characters, the document number in FFIS will not include the Agency prefix, “AG.”
IAS will provide a dropdown numbering mask to issue award numbers.  Caution should be exercised in selecting a number as all USDA numbering masks are accessible through the dropdown.  Only one fiscal year numbering mask is available in the system at one time.  Acquisition personnel should select the current fiscal year numbering mask for which the base portion of the document will be funded (i.e., if processing an action in fiscal year (FY) 2006 Subject to the Availability of Funds for performance in FY 2007, the FY06 numbering mask should initially be selected.  When the numbering mask for FY2007 is available, the number may be changed through a modification.  This is a system limitation.  

9.2.  Document Numbering for Actions Processed Outside of IAS
Documenting schematics for those actions processed outside of IAS must differ in order to avoid duplication of numbers with those processed within IAS.  The numbering schematics require certain characteristics in order to comply with FPDS—NG standards.  The following numbering sequences will be used for actions processed outside of IAS:
AG (the USDA Agency Prefix)



-
2 characters

Contracting/ordering office code



-
4 characters

Document type (see chart below)



-
1 character

Fiscal year






-
2 characters

Sequential alpha (manually-generated)


-
2 characters

Numerical sequence (manually-generated)


-
2 characters

Example:  AG-3142-C-06-AA01

The next sequence would be AA02-AA99.  The sequence would then move on to AB01-AB99, etc.  If AZ99 is reached, the next sequence would be BA01.  Each office should prepare a manual log to record those transaction numbers processed outside of IAS.

There will no longer be visual identification of commodity/service type or pricing schedule that existed prior to the implementation of IAS.  All contracts will be identified by the same code, regardless of commodity/service, and all purchase orders by another code, regardless of the payment schedule. 

	Document Type 
	Code

	Solicitation (includes RFP, RFQ, RFI)
	S

	Purchase Order
	P

	Delivery/ Task Order
	D

	Contract / BOA
	C

	BPA
	B

	BPA Call
	K


10.0  Suspension of Waiver for Entering FPDS-NG Actions Below $25,000

REE was provided a waiver from entering acquisition transactions below $25,000 into FPDS-NG until implementation of IAS.  This waiver was granted because data was collected through the 281 Report in PRCH.  Since PRCH will be shut down, the waiver is no longer in effect.  All transactions over $2,500, plus all required transactions under $2,500 must be reported in 
FPDS-NG effective with the 6/5/2006 implementation date of IAS.  
11.0 Migration of Existing Documents

The Purchase Order System (PRCH) will be shutdown for new obligations when REE begins the use of IAS on 6/5/2006.  There is no automatic conversion that will take place to move documents from PRCH to IAS.  Once REE implements IAS, user profiles in PRCH will be changed to prevent the creation of any new PRCH transactions that obligate funds.  
Acquisition staffs are encouraged to closeout as many PRCH transactions as possible before PRCH is turned off completely on 12/1/2006.  PRCH transactions can be de-obligated for closeout purposes or for migration purposes, but no additional funds may be added in PRCH.

Documents that cannot be closed out in PRCH prior to 12/1/2006 will either be managed directly in FFIS or migrated to IAS.  The history section of PRCH will be available after 12/1/2006 for viewing purposes.  However, no changes will be authorized after this time.  

Users should follow the PRCH Shutdown Transition Matrix when deciding on the correct operating procedures for all types of documents:
PRCH Shutdown Transition Matrix
	Type of Document
	System 
	Comment
	Additional Impact to Contracting Office
	Additional Impact to Financial Office

	New
	IAS
	Agencies will be required to enter new transactions into IAS
	None
	None

	Existing, and can be closed out prior to 12/1/2006
	PRCH
	Agencies can manage existing obligations to closure in PRCH until 12/1/2006.
	Minimal (Agency operates two systems during the 6/5 – 12/1/2006 period:  new documents in IAS, existing documents in PRCH)
	None

	Existing, and cannot be closed out prior to 12/1/2006
	FFIS
	If the obligation extends past 12/1/2006, the Agency will  manage the obligation directly in FFIS.
	Moderate (Agency operates two systems for an indefinite time period; new documents in IAS, existing documents in FFIS).
	Moderate (Agencies can elect to process invoices in two systems for an indefinite time period (IAS, FFIS).

	
	IAS
	If the obligation extends past 12/1/2006, the Agency may elect to reconstruct the document in IAS and manage the open balances to completion.
	Minimal (new and existing documents are managed in IAS).
	None


The chart at 9.1.4 notes transition options for actions processed outside of PRCH (contracts).  
For audit trail purposes, it is very important to record both sets of contract numbers on each document when performing a migration.  Acquisition personnel should record the administrative change as a stand-alone unilateral document, and then issue subsequent bilateral documents.   The following example of text is recommended for use when performing an administrative modification that migrates documents from one system to another:

From the old to the new:

“The purpose of this administrative modification is (a) to change the contract number of record from 50-3K06-6-0001 to AG-3K06-C-06-0001 and (b) to transfer remaining balances to the new document number.  The remaining deliverables and contract dollars associated with 
50-3K06-6-0001 are hereby transferred with the same force and effect to AG-3K06-C-06-0001.”

On the new:

“Contract number AG-3K06-C-06-0001 reflects balances transferred from 50-3K06-6-0001.  This contract has the same force and effect of contract number 50-3K06-6-0001.  The contract dollars and associated deliverables on this contract reflect contractual balances remaining under 50-3K06-6-0001.”  
12.0  Receipting in IAS
Receipts are required for all transactions created in IAS.  As noted in 1.8.8., the REQUISITIONER is the person that documents receipt of goods and services in IAS.  Receipting items in IAS is done at the line item level.  This means that each line item must be individually receipted by quantity.  REQUISITIONERS should refer to the chart at 9.1.4 to determine receipting requirements for both historical/current and new documents.  
There is no minimum threshold for entry of receipts into IAS, nor is there an automatic completion of receipts.  Obligations that were previously handled as “obligate and pay” documents (PRCH Type 41) or “no receipt required” (anything under $2500) will be executed in the same manner as other IAS documents, namely commitment of funds, obligation document, receipt and payment.  Note, for recurring payments (see Section 5.0), the REQUISITIONER is not required to enter a receipt in IAS.  IAS will also not allow the REQUISITIONER to over-receipt, that is, to enter receipt for more items than were ordered.  

If a REQUISITIONER is out of the office and a receipt needs to be entered, an individual can be identified to be the receiver.  The helpdesk can grant an individual temporary CENTRAL RECEIVER permissions to receive on another’s behalf after the appropriate approvals have been obtained.   

The REQUISITIONER has the option to express receipt if all items on the award are accepted and the current date is the date of receipt.  Additional information on receipts can be found at https://ias.usda.gov/Downloads/Receiver/Create_Full_Receipt_For_Goods-Services.pdf.

The REQUISITIONER can also partially receipt items.  Additional information on partial receipts can be found at https://ias.usda.gov/Downloads/Receiver/Create_Partial_Receipt_For_Goods-Services.pdf.
12.1.1.  Receipts Based on Amount (Dollars)

Some line items are awarded based upon the total amount, where the unit of issue is dollars.  This type of line item is used when invoice amounts vary from billing period to period.  This method should be used for construction contracts and purchase orders in order to accommodate progress payments.  Some instances where this might be used are construction progress payments, other direct costs, and optional tasks in a contract.  In the example below, the REQUISITIONER is able to receipt for one month of trash removal at $500 plus $635 of hazardous waste removal.   The following month, the REQUISITIONER can receipt for a different amount of CLIN 0002.


CLIN
DESCRIPTION


QTY
UNIT

PRICE

TOTAL

0001
Trash Removal Building 003

12 
months

$500

$6000

0002
Optional Hazardous Waste

 2000
US Dollars
$1

$2000

Removal priced according to the


Attached Schedule


12.1.2  Receipts Based on Quantity

Other line items can be receipted based upon quantity.  In the example above, the REQUISITIONER can individually receipt each month of service.  Contracts and purchase orders must be issued consistent with the billing process.  For instance, services performed monthly would reflect monthly billing on the award instead a yearly billing so that the contractor could be paid monthly.

12.1.3  Receipts when NFC Receives the Invoice Directly from the Contractor 
If the CO or Contracting Officer’s Representative  (COR) does not need to review invoices prior to payment (e.g. commercial supplies purchases or non-complex services “P” type documents and “D” type documents with fixed unit prices), the REQUISITIONER should:   

· Obtain written confirmation of receipt information (e.g. receipt information completed on packing slip or OF-347 or SF-1449 form).
· Send a copy of the written receipt document to the CO for the contract file.

· Enter receipt data by line item into IAS.
The CO will place receipt data in the contract file for closeout purposes.
12.1.4  Receipts when the Contracting Office Receives the Invoice
The CO or COR will review invoices prior to payment for more complex contracts or contracts with multiple payments.  
· The invoice is date stamped upon receipt and a copy made for routing to the COR.

· The COR reviews the invoice then signs and dates it as to when the goods or services were received.
· A copy of the invoice is sent to the RECEIVER for entry of receipt data into IAS.  
· The COR sends the signed copy to the CO. 
· The CO or designee fills out the Invoice Cover Sheet.  A new invoice cover sheet, the AD-838-1, was developed for use with IAS.  The AD-838-B should no longer be used.  The new form can be found at: https://ias.usda.gov/Downloads/Miscellaneous/Invoice_Cover_Sheet_For_IAS_Payments_IAS-001.pdf  Information on completing the form is included on the second page of the document.
· The CO copies the Invoice Cover Sheet and invoice for the acquisition file.
· The CO sends the Invoice Cover Sheet and original invoice to NFC.  
12.1.5  Acceptance and Prompt Pay

Entry of a receipt in IAS constitutes final acceptance for Prompt Payment purposes.  FFIS expenses funds for any incurred interest penalty payments.  This is based on the receipt and invoice data entered into IAS by the RECEIVER and INVOICE ENTRY CLERK (NFC).  The receipt and invoice data is transmitted to FFIS.  FFIS uses the prompt pay value provided on the invoice, the later of the receipt or invoice dates, and interest penalty percentages already in FFIS to calculate and pay the interest penalty payment.   
	Type of Document
	Legacy 

System or Award Type
	Acquisition Management Comments
	Party Responsible for Documenting Receipt

	LEVEL 1:  

New FY06 Awards starting 6/5/2006
	IAS
	None
	REQUISITIONERS in IAS

	LEVEL 2:

New FY06 delivery/task orders on existing contracts
	IAS 
	CO’s will process new task orders on existing HQ A-E and Construction IDIQ contracts using the External Contract election through IAS.  The O&M hybrid contracts establish a non-obligating, reconstructed contract/BPA shell with open amounts only, then place new delivery/task orders against the shell award.
	REQUISITIONERS in IAS

	LEVEL 3:

Existing FY06 awards
	Purchase Order
	-Managed in PRCH until 12/1/2006.

-Managed via direct entry into FFIS after 12/1/2006.
	Manually, using current procedures

	
	Contract
	-Managed via direct entry into FFIS.
	Manually, using current procedures

	LEVEL 4:

Prior year (FY05 and before) awards (contracts, task/delivery orders) – options and modifications
	Purchase Order (until 12/1/2006)
	Obligations will be managed directly in FFIS.
	Manually, using current procedures

	
	Contracts
	Contracts with active periods of performance will be managed via direct entry into FFIS.  This includes modifications.  
	Manually, using current procedures



	
	IAS
	All option periods will be migrated to IAS except for the HQ A-E and Construction IDIQ contracts which will not be migrated since they do not obligate funds.
	REQUISITIONERS in IAS


13.0  IDIQ Contracts
When an IDIQ contract is created in IAS, IAS will draw down from the maximum established on each line item with each task or delivery order that is issued.  The user will not be able to see the remaining amounts of the draw down.  However, the system will keep track, and if a task or delivery order is issued that causes the maximum to be exceeded, the user will receive a warning message in the order.  If this happens, the IDIQ will need to be modified in order to enable continued use of the line item.  

Offices that write off of existing Headquarters (HQ) A-E and Construction Indefinite Delivery Indefinite Quantity (IDIQ) contracts will process orders via the external award option.  The CO who processes this award will forward a copy of the task order to the Facilities Division for tracking purposes.  Future IDIQ contracts will be processed in IAS.  Individuals who use these contracts will process task orders via the internal option.  Users will use their own office activity code numbering mask when writing off of HQ contracts.  

IAS can issue contracts through IAS where either the contract obligates or where task/delivery orders obligate.  This creates a special problem for hybrid contracts where the contract obligates a portion and then other CLINS are available for the issuance of task/delivery orders.  In order to accommodate system requirements, hybrid contracts will be processed as follows:

1. The contract is processed where task/delivery orders will obligate.  The amount of the contract will reflect the full amount of the contract including the standard amounts obligated every year plus the estimated dollars associated with each of the task driven line items.  The obligated amount will reflect zero dollars.
2. CLINS will be structured “by quantity” (i.e., 12 months) for those line items that are funded up front and “by amount” for those that will be for task orders that will be issues as required.  Caution should be exercised in establishing realistic amounts in the line items for as required tasks.  IAS draws down this amount as task orders are issued and will not enable a task order to be released unless a sufficient balance is available in the CLIN of the master contract.  This is especially significant when field personnel may be writing off of an HQ contract.  
3. The CLINS that will be funded up front will be issued as a STAF task order referencing an internal award.

4. When funds are released, the IQ-NOCOMMIT document that initiated the task order will be changed to IQ-COMMIT to provide funding.

5. Additional task orders may be issued referring the internal contract option as required.
14.0.  Requisitions
Cross servicing is only done at the acquisition level.  No cross-servicing is available at the Agency level (i.e., ERS cannot commit funds on behalf of NASS).  REQUISITIONERS must maintain copies of all requisitions.   In order to print all of the details of a requisition on one page, the REQUISITIONER must print a copy of the requisition from the “Review and Submit” screen.  Please note, requisitions should not be entered into IAS for any purpose other than acquisition functions, i.e., requisitions for grants and agreements should not be entered into IAS.
14.1  Creation and Approval of Requisitions
For step-by-step instructions on creating and approving requisitions, please refer to the IAS User Guide.  Instructions for partially funding requisitions that are Subject to the Availability of Funds is identified at Section 14.1.6.
14.1.1  Item Descriptions

The IAS system is line-item driven.   The structure of the requisition (number/type of line items) governs how the obligation will be set up, how items will be receipted, and how payments will be generated.
Since IAS is set up based upon line items, this means the funding exists on the line item and not on the total amount of the requisition.  For instance, if the requisition were created with two line items, each for $5,000 and the final award showed line item amounts for $2,000 and $8,000, even though the $10,000 of the requisition does not change, the second line item is under-funded by $3,000 and an amendment will be necessary.  

In addition, it is not possible to have a single requisition line item for a lump sum and then award 10 contract line items against the requisition.  It is possible to make adjustments to a line item on a contract that results in the same dollar value and quantity as the requisition line.   For example, if a requisition is for 100 hours of services at $100/hour, it would be possible to purchase those services as 100 hours of lawn service at $100/hour.
When entering line items into the system, REQUISITIONERS should be aware of how receipts will be entered.  Receipts are also entered on the line item by quantity.  The process to be followed will differ depending upon the commodities and services that will be purchased, and whether or not trade-ins, liquidated damages, or other negative amounts are used.  Each of these items is detailed below.   
The CO can only make administrative changes to data obtained from the requisition, such as the item description.  No changes to the accounting or any field related to accounting, such as the Budget Object Code, can be changed by the CO.  Any changes will require the REQUISITIONER to create a modification to the original requisition and forward it through the approval chain.
It is critical that the CO and REQUISITIONERS/program staff work closely together, especially for more complex acquisitions, to assure that the structure of the requisition is appropriate for the acquisition.  
14.1.2  Units of Measure

When creating a requisition, the REQUISITIONER should use the same unit of measure that will be used for invoicing purposes.  For example, if purchasing one year of copier maintenance where the vendor will invoice every month, the REQUISITIONER should use “US Dollars” or “Month” as the unit of measure instead of one “Year”.  Otherwise, the REQUISITIONER will be forced to receipt in decimals, which can cause unnecessary FFIS errors.  If the REQUISITIONER sets up a requisition in “Months”, the transaction must have fixed monthly payments.  It is a best practice to use “US Dollars” for transactions with variable payments.

14.1.3  Shipping as a Line Item

REQUISITIONERS may want to include a separate funding line item on requisitions that anticipate shipping charges being added to the invoice.  Invoice processors at NFC do not have the ability to modify awards to add funding for shipping charges that exceed the tolerances REE has authorized in the system.  If tolerances are used in processing the award, they may not be available to cover shipping costs.  

14.1.4  Sub-CLINS

Line items should not be set up with sub-contract line items (sub-CLINS) in IAS since FFIS does not support the sub-CLIN structure.  Each proposed sub-CLIN will have to be shown as a separate line item.  Use of the IAS header feature may be used to group items.   

14.1.5  Trade-ins or Other Negative Line Items

IAS does not support negative line items.  Negative line items will cause documents to reject in FFIS.  

In the case of trade-ins or special discounts, the REQUISITIONER should include and the CO should calculate the final unit price after deducting the trade-in or special discount and enter this into IAS.  If the item is an accountable property item, the actual purchase price before the deduction must be provided to the Property Officer for property records.  For example, Purchase price $25,000 – Trade-in $5,000 = $20,000 on the line item, but $25,000 provided for property records. 
14.1.6  Partially Funding Requisitions that are Subject to the Availability of Funds

Requisitions that are Subject to the Availability of Funds are issued as IQ-NOCOMMIT documents.  When the total amount of funds become available, the status of the document is changed to IQ-COMMIT.  However, funds do not typically become available all at once, so the REQUISITIONER, BUDGET APPROVER and CO must work together to properly structure their document to capture partial funding when operating under a CRA.  An example is provided below:

IQ-NOCOMMIT document is issued:

0001
Maintenance 



12 
months

$1,000

$12,000

0002
Trash pickup 



12
months

$1,000

$12,000

0003
Lawn Service 



12
months

$1,000

$12,000









Total

$36,000










Obligated
$0

While IQ-NOCOMMIT and IQ-COMMIT line items can be on the same requisition, this scenario will cause problems if used in this instance.  An IQ-NOCOMMIT requisition and an IQ-COMMIT requisition will be used from this point forward if funding does not become available all at once.

Example, continued.  One month of funding becomes available through a CRA.  

The CO starts a modification and disassociates the IQ-NOCOMMIT requisition when the REQUISITIONER provides notification that funds will be available.  The REQUISITIONER prepares an amendment to the IQ-NOCOMMIT document that decreases each line item to 11 months since 11 months are still not funded, and sends it to the BUDGET APPROVER.  The amended requisition looks like this:

0001
Maintenance 



11 
months

$1,000

$11,000

0002
Trash pickup 



11
months

$1,000

$11,000

0003
Lawn Service 



11
months

$1,000

$11,000









Total

$33,000

The REQUISITIONER also prepares a new IQ-COMMIT requisition with one month of funding for each line item and sends it to the BUDGET APPROVER.  The requisition looks like this:

0001
Maintenance 



1 
months

$1,000

$1,000

0002
Trash pickup 



1
months

$1,000

$1,000

0003
Lawn Service 



1
months

$1,000

$1,000









Total

$3,000

The CO receives the requisitions and attaches the amended IQ-NOCOMMIT and the 
IQ-COMMIT to the award, and then refreshes the line items.  Now the award and the requisition contain both IQ-COMMIT and IQ-NOCOMMIT line items. 
The requisition and award document will look like this:

0001
Maintenance



11 
months

$1,000

$11,000

0002
Trash pickup 



11
months

$1,000

$11,000

0003
Lawn Service 



11
months

$1,000

$11,000

0004
Maintenance funded 


  1
months

$1,000

$  1,000

0005
Trash pickup funded


  1
months

$1,000

$  1,000

0006
Lawn Service funded


  1
months

$1,000

$  1,000









Total

$36,000










Obligated
$  3,000

The total never changes with each CRA, because for each month of service removed from the unfunded line items 0001-0003, a corresponding line item is added for the funded portion 
0004-0006.  The RECEIVER would receipt against line items 0004-0006.  Eventually, line items 0001-0003 would be removed when the action is fully funded and line items 0004-0006 record 12 months each.    When fully funded, the original IQ-NOCOMMIT line item can be cancelled because it is no longer needed.  
This process is individually followed for each contracting action that is subject to the availability of funds each time a CRA is issued.  All parties will use two requisitions to adjust amounts until the action is fully funded.
15.0  Liquidated Damages

In order to handle liquidated damages on construction contracts and claims against the contractor on service contracts (negative incentives), it may be necessary to set up IAS line items as amounts in US Dollars and supplement the line item with an attached detailed schedule of items.  Payments can then be managed on a more detailed basis internally.  
16.0  Services and Construction 

When purchasing items that will be billed in multiple, unequal amounts (such as construction and service contracts), the requisition line item should be established using “goods or services billed as an amount.”  This will allow multiple, unequal receipts and payments to be made against the contract.  This is a big change for REQUISITIONERS.  Instead of entering line items of, for example, 1 Lot for $500,000 for a construction project, the REQUISITIONER will enter 500,000 units of $1 for $500,000.  Since receipt occurs on the amount, this will permit a receipt to be entered for a progress payment of 25,000 units for $25,000.  

If goods or services are billed “as a quantity” is chosen, REQUISITIONERS should ensure that the unit of measure is appropriate for how receipts and payments will be executed.  For example, for a one-year requirement that will be billed monthly, the requisition should be set up with a quantity of 12 months, ​not 1 year as a lump sum.

17.0  Supply Items

When purchasing supply items, the line item may be established using either “goods or services billed as an amount” or “goods or services billed as a quantity.”   Receipt and acceptance cannot be for an amount that exceeds the amount ordered and payment cannot exceed the amount obligated.
18.0  Cancellation of a Requisition

If a requisition is in the approval process and no funds have been committed (not approved by the BUDGET APPROVER), it can be cancelled by the REQUISITIONER as needed.  If the requisition has been approved, the REQUISITIONER must contact the BUDGET APPROVER to have the requisition cancelled.


If the REQUISITIONER needs to cancel a requisition that has been partially or fully awarded, the REQUISITIONER should contact the CO.  The CO will then advise the REQUISITIONER of the ramifications of canceling an order or terminating a contract.  REQUISITIONERS should not use another requisition to notify the CO because IAS does not support the use of requisitions for messaging purposes.  

19.0  Amending a Requisition
The REQUISITIONER can amend a requisition to add additional funds once the CO has disassociated the original requisition from the award.   Once the amended requisition is approved, the CO can modify the line item on the ordering document and associate it with the amended requisition, refresh the line items, then release the contract modification to obligate the funds.  

If a line item has been receipted against and a return is anticipated, and no payment has been made, the RECEIVER must first return all of the quantity receipted in that line item and have it go through FFIS before an amendment can be properly issued to decrease the quantity or remove the line item.  If the line item has not been receipted against, the REQUISITIONER can make changes to the line item and forward it to the BUDGET APPROVER for approval.   

If all of the funds on a requisition have been obligated, the REQUISITIONER can still add funds to the requisition provided the CO has disassociated the requisition from the award document.  If payment has been made, the REQUISITIONER cannot amend the accounting code.  
If a requisition has not been approved by a BUDGET APPROVER, the BUDGET APPROVER can amend the requisition by pressing the “respond” button.  If, however, the requisition has already been approved by the BUDGET APPROVER, the BUDGET APPROVER will need to either cancel the requisition or amend the requisition, depending upon the circumstances.
If the BUDGET APPROVER wants to change a document from IQ-NOCOMMIT to 
IQ-COMMIT, they can process this action through an amendment.  If the BUDGET APPROVER wants to change an IQ-COMMIT to an IQ-NOCOMMIT, the BUDGET APPROVER will need to cancel the IQ-COMMIT document and process a new IQ-NOCOMMIT document.

When adding additional funds to a requisition, the REQUISITIONER and BUDGET APPROVER should be aware that the amended document reflects everything on the old document plus what is being amended.  For instance, if the original requisition looks like…

Line 1      
Computer


1
each

$5000

$5000

Line 2 
     
Monitor



1
each 

$   500

$2500

Line 3

Key Boards


1
each

$     10

$    50

…and the Computers end up costing $7,000 instead of $5,000, the actual amendment would look like this…

Line 1      
Computer


1
each

$ 7000

$7000

Line 2 
     
Monitor



1
each 

$   500

$2500

Line 3

Key Boards


1
each

$     10

$    50

For ARS, please note, the amendment processed through IAS will look very different from the amendment processed through the CRIS Accountability and Tracking System (CATS).  Your CATS amendment, in the example provided, would reflect $2,000, but the IAS amendment would reflect the revised amount, $9,550.  The operations of IAS in no way impacts the internal processes that govern the operations of CATS.  
If adding a line item to an existing award with a new requisition, the requisition should reflect only the new line item.  

20.0  Attachments 


IAS allows the attachment of additional electronic files to support the requisition.  This capability can be used to attach the statement of work, waivers, sole source justifications, etc. for use by the BUDGET APPROVER and the CO.  REQUISITIONERS are encouraged to use this capability to consolidate electronic documents that support the acquisition.  CO’s are encouraged to use this feature to add support documentation to their record of awards.  This is especially critical for instances where a Contract Specialist or Purchasing Agent works an action up to the point of award and forwards the award to a CO with the appropriate warrant authority for signature.  
21.0 
Awarding Multiple Awards from a Single Requisition
Requisitions can be split to make multiple awards.  However, there must be a line item strictly associated with each award document, i.e., a requisition with one line item could not be split to issue two awards, but a requisition with two line items could have an award issued off of each line item.
Likewise, an award can have more than one requisition associated with it.  
22.0  Addition of Approvers/Ad Hoc Approval
Additional approvals required to be in compliance with internal operating procedures may be addressed through approvals external to IAS or through an ad hoc approval.  Information ad adding ad hoc approvers can be found at https://ias.usda.gov/Downloads/Requisitioner/Creating_an_Ad_Hoc_Approval_Chain.pdf.
23.0  Proxies
Proxies may be set up in IAS to allow for backups when the need arises.  Proxies are set up in each of the roles (REQUISITIONER, BUDGET APPROVER, etc.), but typically are only done on an “as needed” basis.  Information on setting up proxies can be found at https://ias.usda.gov/Quick_Tips/Setting_Up_a_Notification_Proxy_for_Being%20out%20of%20the%20office.htm

24.0  Obligating and Other Contractual Documents
Documentation in IAS: IAS contains many modules that are designed to document parts of the procurement process that occur outside the system.  Examples include the Advance Acquisition Plan, Best Value Source Selection, Post Award Closeout, Milestone and Contractor Performance.   Their use is optional within the system.  
24.1  Simplified Acquisition Procedures
The Optional Form (OF) 347, Order for Supplies and Services, will be used for processed simplified acquisitions.  The SF-30 will be used to process any modifications to the purchase order.    
24.1.1  Blanket Purchase Agreements (BPA)

A BPA can be created without a requisition since it does not obligate funds.  Each call against the BPA must be made from an IQ-COMMIT document if it is placed by a method other than a purchase card.  
With the requirement for commitment accounting and three-way matching between an order, receipt and invoice, BPA calls will not be authorized unless provided for with a requisition, receipt and invoice for each call.  Due to this, it is anticipated that many of the current BPA’s in place will need to be cancelled.  The following is recommended:  

1. Cancel BPA’s that are used infrequently.  

2. For purchases exceeding the micro-purchase limit, follow one of these methods:

· Retain the BPA and follow the IAS process, i.e. process requisitions and individual call orders for each transaction, or 

· Cancel the BPA and issue individual purchase orders (OF-347) for each requirement.

3. For purchases not exceeding the micro-purchase limit:

· If the BPA vendor accepts the purchase card, cancel the BPA and process transactions with the purchase card.

· If the BPA vendor does not accept the purchase card, either follow the IAS BPA process or cancel the BPA and issue individual purchase orders (OF-347) for each requirement.

24.2  Formal Procedures
24.2.1  Orders Against Contract

The OF-347 will be used to create delivery or task orders in IAS.
Orders against an outside contract (e.g. a GSA schedule or another agency’s contract) have a field to capture the original contract number, but no relationship is established, and no data from that external contract is available for reference in IAS.  Orders against existing (prior to IAS implementation) Facilities Division IDIQ contracts will use the external contract option.  All new contracts issued by the Facilities Division will be issued in IAS and users must use the internal contract option.  
24.2.2  Contracts that Obligate Funds

Contracts may be awarded that obligate funds; however, contracts, such as the hybrid Operations and Maintenance contracts may not be awarded that obligate funds and have task orders issued against them.  Please refer to Section 13.0 for information on awarding hybrid contracts.  
24.3 Modification of Obligating Documents

24.3.1 Increase for partially and fully awarded obligations

 If it is necessary to increase the quantity or unit cost of an obligation, the CO must disassociate the original requisition from the award so that the REQUISITIONER  can modify the original requisition.  The award modification must be created by refreshing all the data from the modified requisition.  The award document should then be released to adjust the obligation.

24.3.2 Accounting Code Changes for Partial Obligations

Accounting code changes for partially obligated documents will require the REQUISITIONER to first modify the requisition and have it approved.  The obligating document will then be modified using the modified requisition and released.

24.3.3 Accounting Code Changes for Full Obligations
Accounting code changes for fully obligated documents first requires the CO to issue a modification to the award document where ALL line items listed are disassociated with the referenced requisition, even if line items reference multiple requisitions.  This modification is then released.  

Upon successful release, the CO must contact the REQUISITIONER to inform them that the account codes on the requisition may be modified.  Once the commitment amendment is approved, the CO will then modify the award document and re-associate ALL line items to the modification.  Upon completion, the award document may be released to create the obligation.

If there is a decrease in cost or the changes are in some way administrative, then the CO can issue a contract modification without involving the REQUISITIONER.

24.3.4  Cancellation of Obligating Documents

To cancel an obligating document that has fully liquidated the committed funds, the CO should cancel the obligating document and contact the OBLIGATION DOCUMENT RESOLUTION MANAGER.   The OBLIGATION DOCUMENT RESOLUTION MANAGER will see the modification returned from FFIS as an error and should select the option to retry without reference.  This will allow the obligation to be cancelled in FFIS, which in turn will allow the obligating/award document to be cancelled in IAS.

25.0  Contract Closeout
Contract closeout information does not need to be sent to NFC.
Financial obligations should not be closed out via direct entry in FFIS by non-procurement staff, except as outlined below.  
After a contract or purchase order is completed and closed, any remaining obligated funds should be released.   The CO must generate as SF-30 modification document and release it in IAS.  This modification will be passed from IAS to FFIS via the financial systems interface to update FFIS. 
It is recommended that the CO utilize the reminder tools in IAS for notifications purposes.  The reminder tool will alert the CO that the acquisition is near completion.  
25.0  Invoices

By directive of the Associate Chief Financial Officer for Financial Operations, Controller Operations Division (ACFO-FO COD), invoices will only be entered into IAS by the staff of the Administrative Payments Branch (ABP) in New Orleans.
25.1  Invoice Remittance Address Business Rules

The contractor should be directed to send invoices to the following address for any order or contract in which the CO or COR does not need to review invoices prior to payment.  Orders falling into this category include commercial supplies purchases or non-complex services.   
USDA, OCFO, COD, APB 

P. O. Box 60075

New Orleans, LA 70160

If the CO or COR needs to review invoices prior to payment, the contractor should be directed to submit the invoice to the appropriate acquisition staff.  Acquisitions falling into this category include the more complex services and construction contracts.  
The invoice receipt date and the approval date should be documented on the AD-838-1, and the completed AD-838-1 and invoice should be forwarded to:  
USDA, OCFO, COD, APB

P. O. Box 60075

New Orleans, LA  70160

Questions regarding invoice processing and payments should be referred to NFC’s Inquiry Branch at 1-800-421-0323 or 504-255-4724; FAX: 504-426-9744.
26.0  Year End Processing
Prior to the close of period 12 (9/30) in FFIS, the FFIS Functional Administrator will run the requisition reversal job in FFIS which reverses all open commitments (IQ) in FFIS.  Once this job is run, all obligation documents (IO) will be rejected by FFIS.  After the start of the new fiscal year, the OBLIGATION DOCUMENT RESOLUTION MANAGERS must “retry for annual close” all of these obligations.  This action will post the obligation to the FFIS tables while retaining the IAS document referencing between the requisition and obligating document. 
In order for the CO to issue their contract or purchase order when the interface is shut down, the CO will select the “No Text” option for printing under the View Form Copy Type.  This will remove the footer notation that shows the award is in a draft format (working copy).  Distribution is then made of this document.  Please note, this should only be used when the interface is down for year end processing to avoid instances of errors.  Errors found after the interface becomes active will possibly result in the contractor having a different version of the final document.  

27.0  Printing and Electronic Distribution 
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