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1. ARS Headquarters, Location, and Area Requisition Process 
1.1 Standard Requisition Process 
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1.1.1 Process Roles Analysis 
1.1.1.1 Role Mapping
	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Student, Lab Technician 
	· Identifies and documents need and identifies scope and requirements.
· Conducts research necessary in formulating an estimate with Engineer.  
	Outside of IAS  
	
	· Will continue to identify the need and the scope of need for the office.  
· Will to continue conduct research necessary in formulating an estimate with Engineer.  

	Secretary Tech
	· Creates the actual hard copy requisition and enters all relevant data (Line Items, LOA, Shipping, Suggested Vendors, Delivery Information, Attachments).
	Requisitioner
	· Will create requisition within IAS.  
	· Will continue receiving scope of need outside of IAS.  

	Delegated Reviewer

*Any actor delegated to review a requisition
	· Reviews requisition, makes edits as necessary, and certifies funds are available.  
· Forwards approved requisitions to contracting or to Lab Technician, Lab Lead, IT, if additional review is needed.  
	Budget Approver
	· Will review and approve requisition within IAS.  
· Will certify funds availability by approving the requisition within IAS.  
	

	Lab Tech

Lab Lead

IT
	· Reviews requisition if an additional review is needed.
· Forwards approved requisitions to contracting.  
	Requisition Approver
	· Will review and approve the requisition within IAS.  
	


	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Engineer
	· Reviews requisitions for construction > $2000, updates Statement of Work and Attachments as necessary.
· Forwards all approved requisitions to Contracting. 
	Requisition Approver
	· Will review and approve the requisition within IAS.  

	


1.1.1.2 Roles and Responsibilities Gaps and Changes

All current roles map to a corresponding IAS role, with the exception of certain roles which will be performed outside of IAS. All current responsibilities should remain the same in IAS. 
1.1.2 Approval Chain Analysis 
1.1.2.1 Approval Chain Mapping
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1.1.2.2 Approval Chain Gap and Change

The Budget Approver must always be the last individual to review and approve a requisition before having the requisition forwarded to Contracting for solicitation and award. Reviews by the Lab Tech, Lab Lead, or IT, as well as additional reviews by the Engineer will need to be completed before the Delegated Reviewer certifies funds are available. 
2. ARS Building and Facilities Requisition Process A&E
2.1 Standard Requisition Process
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2.1.1 Process Roles Analysis

2.1.1.1 Role Mapping
	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Area, NPS, Congress
	· Identifies and documents need and identifies scope and requirements.  

· Identifies funding source.  
	Outside of IAS
	
	· Will continue to identify the need and the scope of need for the office.  
· Will continue to identify funding source.  

	Contracting Officer
	· Requests allocation of funds from Budget Officer (BPMS).
· Develops A&E Solicitation.
· Receives and evaluates vendor offers.
· Requests requisition from DAD/ABFO and provides line of accounting.  
· Completes A&E Award.  
	Contracting Officer

*Moved to Contracting-module, PRISM
	· Will develop solicitation, receive and evaluate vendor offers.
· Will complete A&E Award.  
	· Will continue to request allocation of funds from BPMS.
· Will no longer be requesting the initial requisition after the solicitation, since the requisition will be created prior to solicitation in IAS.  

	Budget Officer (Budget Program Management Staff)
	· Reviews request and evaluates if within fund scope, allocating the funds to Area.
	Outside of IAS 
	
	· Will continue to evaluate if within fund scope, and allocate funds to Area.

	Budget Analyst

Real Property Staff 
	· Identifies Line of Accounting for Contracting Officer.
	Budget Approver
	· Will add line of accounting to requisition in IAS.  
· Will certify funds availability by approving the requisition within IAS.
	· Will continue to identify line of accounting.   


	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Engineer
	· Conducts research and creates relevant attachments.  
	Outside of IAS
	
	· Will continue to conduct research and create relevant attachments.

· Will forward attachments to Requisitioner for inclusion.  

	DAD

(Area Budget and Financial Officer)
	· Creates the actual hard copy requisition and enters all relevant data (Line Item, LOA).  
· Reviews and signs requisition.  
	Requisitioner
	· Will create requisition within IAS.  
	

	ABFO, DAD Designee
	· Review requisition if additional review is necessary.
· Reviews and forwards requisition to Contracting.  
	Requisition Approver
	· Will review and approve requisition within IAS.  
	


2.1.1.2 Roles and Responsibilities Gaps and Changes

The Engineer will continue conducting research and creating relevant requisition attachments outside of IAS, but will be required to forward this information directly to the Requisitioner, not the Contracting Officer.

The Contracting Officer will be responsible for requesting the allocation of funds outside of IAS, and will perform A&E solicitation, evaluate vendor offers, and award A&E contracts within the PRISM module of IAS (Contracting-side). The creation of the solicitation will be separate from the requisition process and occur after the requisition is created.   
The Budget Analyst/Real Property Staff will be responsible for identifying the Line of Accounting outside of IAS and including this information on the requisition as the final Budget Approver. The Budget Analyst/Real Property Staff will no longer be sending the Line of Accounting information to the Contracting Officer.
The Deputy Area Director (DAD) or ABFO will perform his/her duties as a Requisitioner in IAS. The Line of Accounting information on the requisition will now be entered by the Budget Approver.   
2.1.2 Approval Chain Analysis 

2.1.2.1 Approval Chain Mapping
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2.1.2.2 Approval Chain Gap and Change

In the current process, a solicitation is developed prior to the creation of a requisition.  In IAS, the creation of a requisition will be required, prior to the development of A&E solicitation and evaluation of vendor offers. The Budget Analyst/Real Property Staff will now be required to give the final approval on the requisition prior to solicitation. The DAD Designee/ABFO will review the requisition prior to the Budget Analyst/Real Property Staff’s final review and approval.  
3. ARS Building and Facilities Requisition Process Construction
3.1 Standard Requisition Process
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3.1.1 Process Roles Analysis

3.1.1.1 Role Mapping
	“As-Is”
	“To-Be”

	Actor
	Responsibilities 
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Vendor
	· Delivers design to Contracting Officer.   
	Outside of IAS
	
	· Will continue to deliver design to Contracting Officer.  

	Contracting Officer
	· Requests allocation of funds from BPMS and requests requisition from DAD.
· Develops construction solicitation and posts to FedBizOpps.
· Receives and evaluates vendor offers. 
· Awards construction contracts.  
	Contracting Officer

*Moved to Contracting-module, PRISM
	· Will create a purchase order/ solicitation.  
· Will award construction contracts in IAS.   

	· Will continue requesting allocation of funds from BPMS.  
· A&E firm will send out solicitation package to vendors (via PRISM).  
· Will continue to evaluate vendor offers.  

	Budget Officer

(Budget Program Management Staff)
	· Reviews request and evaluates if within fund scope, allocating the funds to Area.
	Outside of IAS
	
	· Will continue to evaluate if within fund scope, and allocate funds to Area.  

	Budget Analyst

Real Property Staff 
	· Identifies Line of Accounting for Contracting Officer.
	Budget Approver
	· Will add line of accounting to requisition in IAS.  

· Will certify funds availability by approving the requisition within IAS.
	· Will continue to identify line of accounting.   


	“As-Is”
	“To-Be”

	Actor
	Responsibilities 
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Engineer

A&E Firm
	· Creates relevant attachments (specs, drawings) with A&E firm.
· Sends solicitation with attachments to vendors.
	Outside of IAS
	
	· Will continue to create  relevant attachments with A&E firm and send to Requisitioner.  

	OSDBU
	· Approves request and attachments.
	Requisition Approver
	· Will review and approve requisition within IAS.  
	

	DAD

(Area Budget and Financial Officer)
	· Creates the actual hard copy requisition and enters all relevant data (Line Item, LOA).
	Requisitioner
	· Will create  requisition within IAS.  
	

	DAD Designee or ABFO
	· Reviews requisition if additional review is necessary.  
	Requisition Approver
	· Will review and approve requisition within IAS.  
	


3.1.1.2 Roles and Responsibilities Gaps and Changes

The Engineer and A&E Firm will continue conducting research and creating relevant requisition attachments outside of IAS, but will be required to forward this information directly to the Requisitioner, not the Contracting Officer.

The Contracting Officer will be responsible for requesting the allocation of funds outside of IAS, and performing construction solicitation, evaluating vendor offers, and awarding construction within the PRISM module of IAS. This will be separate from the requisition process and occur after the requisition is created.  The A&E firm will continue sending the solicitation and attachment package to the vendors outside of IAS. The Contracting Officer will continue to post solicitation to FedBizOpps outside of IAS.  
The Budget Analyst/Real Property Staff will be responsible for identifying the Line of Accounting outside of IAS and including this information on the requisition as the final Budget Approver. The Budget Analyst/Real Property Staff will no longer be sending the Line of Accounting information to the Contracting Officer.

The Deputy Area Director (DAD) or ABFO will perform his/her duties as a Requisitioner in IAS. The Line of Accounting information on the requisition will now be entered by the Budget Approver.  

DAD Designee/ABFO will review the requisition prior to the Budget Analyst/Real Property Staff’s final review and approval.  
3.1.2 Approval Chain Analysis 

3.1.2.1 Approval Chain Mapping
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3.1.2.2 Approval Chain Gap and Change

In the current process, a solicitation is created prior to the creation of a requisition.  The creation of a requisition will be required, prior to the development of construction solicitation and evaluation of vendor offers. The Budget Analyst/Real Property Staff will now be required to give the final approval on the requisition. The DAD Designee/ABFO will review the requisition prior to the Budget Analyst/Real Property Staff’s final review and approval.  
4. NASS Headquarters, Area, and Location Requisition Process 
4.1 Standard Requisition Process
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4.1.1 Process Roles Analysis

4.1.1.1 Role Mapping 
	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Branch Staff/
Division Staff 
	· Identifies and documents need and identifies scope and requirements.
· Researches vendors and obtains preliminary quotes.  
	Outside of IAS
	
	· Will continue to identify and document need and identify scope and requirements.
· Will continue to research vendors and obtain preliminary quotes.  

	Administrative

Technician
	· Receives the scope of the need from a Branch Staff member.

· Creates the electronic requisition within the program’s  automated system and enters all relevant data (Line Item, LOA, Shipping, Attachments).
	Requisitioner
	· Will create the requisition. 
	· Will continue to receive the scope of the need.  

	Branch Chief
	· Reviews all requisitions received at the Branch level.
· Forwards approved requisitions to the Division level.  
	Requisition Approver
	· Will review and approve requisitions received.  
· Will forward approved requisitions to the Division.  
	

	Division Director
	· Reviews all requisitions received at the Division level.
	Requisition Approver
	· Will review and approve requisitions received.  
	


	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Budget Analyst
	· Reviews all requisitions for accuracy of accounting information and ensures requisition package is complete.

· Certifies that funds are available.
· Creates RQ in FFIS to commit funds.  
	Budget Approver
	· Will review and approve requisitions.  

· Will certify funds availability by approving the requisition in IAS.  
· Will no longer need to create an RQ in FFIS to commit funds.        IAS will automatically interface with FFIS to send commitment information.
	

	Financial Officer
	· Reviews all requisitions for accuracy of accounting information.
· Provides signature for approval.   
	Requisition Approver 
	· Will review all requisitions for accuracy of accounting information.  

· *Duties of the Financial Officer may need to be consolidated with the duties of the Budget Analyst.  
	

	Agency Administrator
	· Reviews all requisitions over $100K.
	Requisition Approver
	· Will review and approve requisitions over $100K.  
	


4.1.1.2 Roles and Responsibilities Gaps and Changes

All current Roles map to a corresponding IAS Role, with the exception of the Financial Officer.  All current responsibilities should remain relatively the same but specific responsibilities may be performed within IAS or outside of IAS.  
4.1.2 Approval Chain Analysis 

4.1.2.1 Approval Chain Mapping
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4.1.2.2 Approval Chain Gap and Change

In the current process, the Financial Officer, and in some cases the Agency Administrator, are the last approvers in the standard approval chain.  Because the IAS workflow requires the Budget Approver to be the last approver, the current approval chain for NASS requisitions will have to be changed so that the Financial Officer and Agency Administrator reviews occur prior to the Budget Analyst review in the workflow.  Additionally, the responsibilities of the Budget Analyst and Financial Officer may be consolidated to eliminate the additional Budget reviewer and ensure that the Budget Analyst is the last approver in the workflow.  
5. ERS Headquarters, Area, and Location Requisition Process 
5.1 Standard Requisition Process
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5.1.1 Process Roles Analysis

5.1.1.1 Role Mapping
	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Branch Staff/
Division Staff 
	· Identifies and documents need and identifies scope and requirements.
· Researches vendors and obtains preliminary quotes.  
	Outside of IAS
	
	· Will continue to  identify and document need and identify scope and requirements.
· Will continue to research vendors and obtain preliminary quotes.  

	Administrative

Technician
	· Receives the scope of the need from a Branch Staff member.

· Creates the hard-copy requisition (AD700) enters all relevant data (Line Item, LOA, Shipping, Attachments).  
	Requisitioner
	· Will create the requisition. 
	· Will continue to receive the scope of the need.  

	Branch Chief
	· Reviews all requisitions received at the Branch level.
· Forwards approved requisitions to the Division level.  
	Requisition Approver
	· Will review and approve requisitions received.  
· Will forward approved requisitions to the Division. 
	

	Budget Analyst
	· Reviews all requisitions for accuracy of accounting information and ensures requisition package is complete.

· Certifies that funds are available.
· Provides signature for approval.  
	Budget Approver
	· Will review and approve requisitions.  

· Will certify funds availability by approving the requisition in IAS.  
	


	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Division Director
	· Reviews all requisitions received at the Division level.
	Requisition Approver
	· Will review and approve requisitions received.  
	

	Agency Administrator
	· Reviews all requisitions over $100K.
	Requisition Approver
	· Will review and approve requisitions over $100K.  
	

	Budget Analyst 
	· Reviews all requisitions for accuracy of accounting information.
· Creates RQ in FFIS to commit funds.   
	Budget Approver 
	· Will review all requisitions for accuracy of accounting information.  

· Will no longer need to create RQ in FFIS to commit funds.  IAS will  automatically interface with FFIS to send commitment information.
	


5.1.1.2 Roles and Responsibilities Gaps and Changes

All current Roles map to a corresponding IAS Role.  All current responsibilities should remain relatively the same but specific responsibilities may be performed within IAS or outside of IAS.  
5.1.2 Approval Chain Analysis 

5.1.2.1 Approval Chain Mapping
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5.1.2.2 Approval Chain Gap and Change

In the current process, the Division Director, and in some cases the Agency Administrator, are the last approvers in the standard approval chain.  Because the IAS workflow requires the Budget Approver to be the last approver, the current approval chain for ERS requisitions will have to be changed so that the Division Director and Agency Administrator reviews occur prior to the Budget Analyst review in the workflow.  Note: The Budget Analyst will only see the requisition once (at the end of the approval chain).    
6. CSREES Headquarters, Area, and Location Requisition Process
6.1 Standard Requisition Process
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6.1.1 Process Roles Analysis

6.1.1.1 Role Mapping
	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	End User
	· Identifies and documents need and identifies scope and requirements.
· Researches vendors and obtains preliminary quotes.  
	Outside of IAS
	
	· Will identify and document need and identify scope and requirements.
· Will continue to research vendors and obtain preliminary quotes.   

	Administrative

Technician
	· Receives the scope of the need from a Branch Staff member.

· Creates the electronic requisition within the program’s  automated system and enters all relevant data (Line Item, LOA, Shipping, Attachments).
	Requisitioner
	· Will create the requisition. 
	· Will receive the scope of the need.  


	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Budget Holder
	· Reviews all requisitions for accuracy of accounting information and ensures requisition package is complete.

· Ensures that funds are available.
· Enters line of accounting.

· Assigns document control number.
· Provides initials for approval.    
	Budget Approver
	· Will review and approve requisitions.  

· Will certify funds availability by approving the requisition in IAS.  
	

	Supervisor(s) 
	· Reviews all requisitions received.
· Provides signature for approval.  
	Requisition Approver
	· Will review and approve requisitions received.  
	

	Accounting Technician
	· Reviews all requisitions received.
· Certifies availability of funds.  

· Creates RQ in FFIS to commit funds.  
	No IAS Role
	· Will no longer certify availability of funds.
· Will no longer create the RQ in FFIS to commit funds.    
	


6.1.1.2 Roles and Responsibilities Gaps and Changes

All current Roles map to a corresponding IAS Role, with the exception of the Accounting Technician.  The Accounting Technician currently performs the tasks necessary with creating the RQ.  Because IAS interfaces directly with FFIS, there will be no future need for the Accounting Technician to create the RQ.  All current responsibilities should remain relatively the same but specific responsibilities may be performed within IAS or outside of IAS.  
6.1.2 Approval Chain Analysis 

6.1.2.1 Approval Chain Mapping
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6.1.2.2 Approval Chain Gap and Change

In the current process, the Accounting Technician is the last approver in the approval chain and is essentially performing duplicate duties with the Budget Holder.  To prevent this duplication of duties, the current responsibilities of the Accounting Technician may need to be consolidated with the duties of the Budget Holder.  
In addition, because the IAS workflow requires the Budget Approver to be the last approver, the current approval chain for CSREES requisitions will have to be changed so that the Supervisor reviews occur prior to the Budget Holder review in the workflow.  
7. National Agricultural Library Materials Requisition Process 
7.1 Standard Requisition Process

Currently, the National Agricultural Library does not prepare a requisition when procuring materials.  The current process is illustrated below.  
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7.1.1 Process Roles Analysis

7.1.1.1 Role Mapping
	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	End User
	· Identifies and documents need and identifies scope and requirements.
· Conducts preliminary research.  
	Outside of IAS
	
	· Will continue to identify and document need and identify scope and requirements.
· Will continue to conduct preliminary research.  

	Program Lead Committee 
	· Reviews all requests to ensure requests are valid.  
	Requisition
Approver/

Budget Approver
	· Will review and approve requisitions.  

· May need to act as Budget Approver to certify funds available.  
	

	Library Technician
	· Creates the purchase order and enters all relevant data (Line Item, LOA, Shipping, Attachments). 
	Requisitioner
	· Will create the requisition.   
	· Will continue to receive the scope of the need.  


7.1.1.2 Roles and Responsibilities Gaps and Changes

A decision will have to be made as to whether the Library Technician will be the Requisitioner.  In addition, the responsibility of Budget Approver must be issued to an individual within NAL, most likely a member of the Program Lead Committee.    
7.1.2 Approval Chain Analysis 

7.1.2.1 Approval Chain Mapping
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7.1.2.2 Approval Chain Gap and Change 
Once the requisition process has been defined for NAL, the agency will need to make sure that the Program Lead Committee review occurs after the creation of the requisition.  The Committee may serve as the Requisition Approver prior to sending the requisition to the Contracting office.  In addition, in the current approval chain it is unknown who will serve as the Budget Approver.  A decision will need to be made as to whether the Program Lead will assume the responsibility of certifying the availability of funds or if another individual will take on the role of Budget Approver.  
8. Contracting Office Scope and Buyer Assignments

8.1 Contracting Office Scope
The following table describes the types of Buys handled by each contracting Office.

	Contracting Office
	Purchase Scope
	Suggested Buyer Assignment Rules

	Headquarters Facilities Division
	· Supports ARS and cross-agencies.
· Unlimited Acquisition Authority.
· Construction = Unlimited.
· A&E = Unlimited.  
	Based on Product Service Code + Dollar Value.  

	Headquarters Acquisition & Property Division
	· Supports all REE agencies (ARS, NASS, CSREES, and ERS).
· Unlimited Acquisition Authority. 
	Based on Location (User ID, Ship-To Address) + Dollar Value.  

	Area Offices
	· Consists of 8 Area offices. 
· Administrative Authority of Specific Headquarters contracts up to $25 million.
	Based on Location (User ID, Ship-To Address) + Dollar Value.  

	Area Office - BARC
	· Supports BARC.   

· Supplies, services, and construction up to $1 million. 

· A&E up to $100K.
	Based on Location (User ID, Ship-To Address) + Dollar Value.  

	Location Office
	· Consists of 150 locations.  

· Simplified Acquisition Authority – $10K-$100K. 

· GSA up to $300K.
	Based on Location (User ID, Ship-To Address) + Dollar Value.  

	National Agricultural Library
	· Supports NAL. 

· Library materials up to $25 million.   
	Based on Location (User ID, Ship-To Address) + Dollar Value.  


9. Buyer Assignments Process
9.1.1 Process Summary

At the Headquarters level, Branch Chiefs are responsible for reviewing and ensuring that they are assigning requisitions received in their Inbox.  Once these requisitions are validated, they are assigned out to the appropriate Purchasing Agent or Contracts Specialist based on dollar value and complexity.  
At the Area level, Procurement Assistance Officers (PAOs) are responsible for reviewing and ensuring that they are assigning requisitions received in their Inbox.  Once these requisitions are validated, they are assigned out to the appropriate Purchasing Agent or Contracts Specialist based on dollar value and purchase type.  
9.1.2 Process Roles Analysis

9.1.2.1 Role Mapping
	“As-Is”
	“To-Be”

	Office
	Actor
	Responsibilities
	IAS Role
	IAS Responsibilities

	Contracting Office – Headquarters


	Branch Chief
	· Periodically checks the inbox for Requisitions.

· Ensures the office is responsible for the requisition and the requisition is complete.

· Forwards any misrouted requisitions to the appropriate contracting office.
· Workload assigns the requisition to the appropriate Contracts Specialist/Purchasing Agent.
	Supervisory Contracting Officer
	· Based on Buyer Assignments, may receive the inbound Requisitions.

· Will continue to review the requisition in IAS.

· Will continue to route mis-routed requisitions to the Supervisory Contracting Officer from the appropriate office.

· Will continue to assign requisitions to the appropriate Purchasing Specialist/Contracting Officer.

	Contracting Office – Area 
	Procurement Assistance Officer (PAO)
	· Periodically checks the inbox for Requisitions.

· Ensures the office is responsible for the requisition and the requisition is complete.

· Forwards any misrouted requisitions to the appropriate contracting office.
· Workload assigns the requisition to the appropriate Contracts Specialist/Purchasing Agent.
	Supervisory Contracting Officer
	· Based on Buyer Assignments, may continue to receive  inbound Requisitions.

· Will continue to review the requisition in IAS.

· Will continue to route mis-routed requisitions to the Supervisory Contracting Officer from the appropriate office.

· Will continue to assign requisitions to the appropriate Purchasing Specialist/Contracting Officer.


9.1.2.2 Roles and Responsibilities Gaps and Changes

All current Roles map to a corresponding IAS Role.  All current responsibilities should remain the same in IAS.
10. ARS Headquarters, Area and Local Simplified Acquisitions Process 
10.1 Process Summary

The Simplified Acquisition Process generally involves a Contracting Specialist or Purchasing Agent responsible for the scope of the acquisition.  The Purchase Order may be sent to a Contracting Officer if the Purchase Agent does not have the appropriate Warrant for the type of Purchase Order.  
10.2 Process Roles Analysis

10.2.1 Role Mapping

	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Specialist, Purchasing Agent,  Procurement Technician
	· Receives Hard Copy Requisitions and attachments from the End-User or via assignment from a Lead such as a Section Head.

· Reviews the Requisition and works with the End-User to clarify the requirements.  May make manual edits to the requisition and any relevant attachments if needed.

· If Excess property is involved, will send the Requisition to the Property Office for Review.

· Conducts appropriate Market Research.

· If Set-Aside, checks with Small Business Administration (SBA) for approval.

· Creates and (Amends when needed) the  Synopsis (Competitive) or Notice of Intent (Sole-Source) if needed and posts the document to FBO or the Bulletin Board when required.


	Purchasing Specialist/Contracting Officer
	· Will receive the electronic requisition through the IAS Buyer Assignment or via Workload assignment from a Supervisory Contracting Specialist.

· Will review the electronic requisition within IAS.  Will not have the ability to edit the requisition directly. 
· Will create the Synopsis or Notice of Intent in IAS.

· If needed, will create the RFQ in IAS.

· Performs the necessary Vendor Responsibility checks.

· Requests new vendors through PVND.  


	· Will coordinate updates or changes to the requisition with the end-user.  Changes/Edits will have to be made by the End-User.
· Will have to print and send the requisition to the Property Office for Review if needed.

· Continues to conduct market Research.

· Continues to check with the SBA for approval if Set-Aside.

· Will have to manually post the Synopsis or Notice of Intent to FBO.

· Will have to manually post the RFQ to FBO.

· Gather and Review Quotes.

· Prepare the evaluation and reviews with the End-User.  


	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Specialist, Purchasing Agent,  Procurement Technician
(cont’d)
	· If an RFQ is needed, creates the RFQ and posts it  FBO.
· Gathers and Reviews Quotes.  If quotes are not valid, may amend the synopsis.  
· Prepares the Evaluation and reviews with the End-User to select a vendor.

· Performs the necessary Vendor Responsibility Checks (Registered in CCR, Entered into FFIS with EFT information) and any needed actions.

· Creates the PO, an 838, in PC-PRCH.

· Prints the 838 and manually adds any necessary attachments (FAR/AGAR Clauses, SOW, etc.).  
· Signs the Purchase Order if holds a valid warrant else sends the PO package to a CO with a valid warrant.

· Transmits in PC-PRCH to PRCH which interfaces with FFIS to record the obligation; or sends PO package to NFC for entry into FFIS to record the obligation.

· Distributes the PO to all interested parties (End-User, Vendor, etc.).  
· Enters the Award data into FPDS-NG.

· Approves the FPDS-NG Report if the proper authority is held.

· Posts the Award to the FBO.

· For Post Award Amendments, may receive an updated AD700 from the End-User or a change request from other party.
	
	· Creates the PO in IAS using OF 347 or the other alternatives provided in IAS.

· Will add Clauses and any additional attachments through IAS.

· Will Connect to FPDS-NG data reporting through IAS where the data will be entered.

· If the appropriate warrant is held, will Self Approve the PO in IAS to “sign” the PO.

· If the appropriate warrant is not held, will route the PO within IAS to the appropriate CO.

· IAS will automatically interface with FFIS to send the Obligation data.  The user will no longer have transmit via PRCH or through hard copy.

· Will print the PO  or save a soft copy from  IAS for distribution.

· For Post Award Amendments, will receive updated electronic requisition in IAS.

· For Post Award Amendments, can review the updated requisition within the system. 
	· Will request vendor updates/edits.

· Will distribute the saved soft copy or the printed hard copy to the appropriate parties.

· Will post the Award to FBO.

· For Post-Award Amendments, may receive change requests from parties other than the End-User through communication outside of the system. 

· For Post Award Amendments, may co-ordinate  and clarify change requests outside of IAS.

· For Post Award Amendments, will request an updated quote from the vendor if dollar value changes outside of IAS.


	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Specialist, Purchasing Agent,  Procurement Technician
(cont’d) 
	· For Modifications, will discuss changes with End-User and/or Vendor. 

· For Post Award Amendments, will request an updated quote from the vendor if dollar value changes.  
	
	· For Post Award Amendments, will create the amendment within IAS and use the SF30 coversheet.
	

	Contracting Officer
	· May perform similar actions as the CS, PA, or PT.  
· May Sign and Obligate the Purchase Orders for Purchasing Agent/Contracting Specialist without the appropriate warrant level.
	Supervisory Contracting Officer or Purchasing Specialist/Contracting Officer 
	· May have same responsibilities within IAS as the Purchasing Specialist/Contracting Officer.

· May have a higher warrant to Release Award values within IAS that cannot be released by the original Author.  
	· May have same responsibilities outside of IAS as the Purchasing Specialist/Contracting Officer.




10.2.2 Roles and Responsibilities Gaps and Changes

All current Roles map to a corresponding IAS Role. All current responsibilities should remain relatively the same but specific responsibilities may be performed within IAS or outside of IAS.
10.3 Approval Chain Analysis
The need and basis of the workflow in the current Simplified Acquisition Process revolves around the Warrant levels of the individual involved and not necessarily the role.  If the creator of the Purchase Order does not have the appropriate Warrant level, the Purchase Order is sent to a Contracting Officer with the appropriate level.  The same warrant base workflow will exist in IAS and be initiated by Purchase Order creator if needed.
11. ARS Headquarters, Area and Formal Acquisitions Process
11.1 Process Summary

The Formal Acquisition Process generally involves a Contract Specialist or Contracting Officer responsible for the scope of acquisition.  The process includes several additional pre-award (solicitation) steps from the Simplified Acquisition process.  The Contract may be sent to a different Contracting Officer if the original author does not have the appropriate Warrant for the type of Award. 
11.2 Process Roles Analysis 
11.2.1 Role Mapping

	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Specialist, Purchasing Agent,  Procurement Technician
	· Receives Hard Copy Requisitions and attachments from the End-User or via assignment from a Lead such as a Section Head.

· Reviews the Requisition and works with the End-User to clarify the requirements.  May make manual edits to the requisition and any relevant attachments if needed.

· If Excess property is involved, will send the Requisition to the Property Office for Review.

· Conducts appropriate Market Research.

· If Set-Aside, checks with Small Business Administration (SBA) for approval.

· Creates the Pre-Solicitation Notice and Posts to FBO for 15 Days if the purchase is non-commercial.

· Creates the the Solicitation/RFP (SF26/SF33/SF1449) with the necessary clauses and attachments. 
	Purchasing Specialist/Contracting Officer
	· Will receive the electronic requisition through the IAS Buyer Assignment or via Workload assignment from a Supervisory Contracting Specialist.

· Will review the electronic requisition within IAS.   Will not have the ability to edit the requisition directly.

· Will create the Synopsis or Notice of Intent in IAS.

· Will create the Solicitation/RFP (SF26/SF33/SF1449) with the necessary clauses and attachments in IAS.

· Will route or document  share the solicitation to/with the Section Head within IAS. 

	· Will coordinate updates or changes to the requisition with the end-user.  Changes/Edits will have to made by the End-User in IAS.
· Will have to print and send the requisition to the Property Office for Review if needed.

· Will continue to conduct market research.

· Will continue to check with the SBA for approval if Set-Aside.

· Will continue to create the Pre-Solicitation Notice and Post to FBO for 15 Days for non-commercial purchases.

· Will have to manually post the Pre-Solicitation Notice to FBO. 



	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Specialist, Purchasing Agent,  Procurement Technician
(cont’d)
	· Sends the Solicitation Package to the Section Head (Supervisory CO/CS) for review.

· For Solicitations greater than $1 Million, sends the Solicitation Package to the Contracts Review Board.

· Creates the Solicitation Synopsis.

· Posts the Solicitation and Synopsis  to FBO.

· Receives Vendor Proposals/Bids.

· Conducts a Bid Opening for IFBs or a Technical Evaluation for RFPs.
· Selects the Vendor and Conducts negotiations.

· Performs the necessary Vendor Responsibility Checks (Registered in CCR, Entered into FFIS with EFT information) and any needed actions.

· Creates the Contract, a hard copy SF1449/SF26/SF33.

· Adds any additional attachments.

· For Contracts greater than $1 million, sends the Contracts Package to the Contracts Review Board.  
· Distributes to any additional review parties including Section Head, Legal, or Specialists.

· Prints the Contracts and manually adds any additional attachments.

· Signs the Contract if holds a valid warrant else sends the Contract package to a CO with a valid warrant.

· Sends Contract to the appropriate party for entry into FFIS for Obligation. 
	
	· Will print or save a soft copy of the Solicitation from IAS for distribution to the Contracts Review Board for Solicitations greater than $1 Million.

· Will create or add the Synopsis to the Solicitation in IAS.

· Performs the necessary Vendor Responsibility checks.

· Requests new vendors through PVND.

· Creates the Contract in IAS and selects the appropriate form, an SF1449, SF26, SF33 or the other alternatives provided in IAS.

· Will print or save a soft copy of the Contract from IAS for distribution to the Contracts Review Board for Solicitations greater than $1 million.

· Will route or document  share the Contract to/with the other IAS Users for review within IAS.

· Will add any additional attachments through IAS.

· Will connect to FPDS-NG through IAS where the data will be entered. 
	· Will distribute Solicitation hard copies or soft copies to the Contracts Review Board through means outside of IAS.

· Will have to manually post the Solicitation and Synopsis to FBO.

· Will Receive Vendor Proposals/Bids outside of IAS.
· Will continue to conduct a Bid Opening for IFBs or a Technical Evaluation with a the Technical Evaluation Panel for RFPs outside of IAS.

· Will continue to select vendor and conduct negotiations outside of IAS.

· Will request vendor updates/edits.

· Will distribute hard copies or soft copies of the Contract to Contracts Review Board through means outside of IAS.

· Will distribute hard copies or soft copies of the Contract to other parties who are not IAS users.

· Will distribute the saved soft copy or hard copy to the appropriate parties. 


	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Specialist, Purchasing Agent,  Procurement Technician
(cont’d)
	· Distributes the PO to all interested parties (End-User, Vendor, etc.).  
· Approves the FPDS-NG Report if the proper authority is held.

· Posts the Award to the FBO.

· For Post Award Modifications, may receive an updated AD700 from the End-User or a change request from another party.

· For Post Award Modifications, will discuss changes with End-User and/or Vendor. 

· For Post Award Modifications, will request a proposal change from the vendor when needed.

· For Post Award Modifications, will discuss  Proposal Change with End User.

· For Post Award Modifications, will negotiate change with Vendor.
	
	· If the appropriate warrant is held, will Self Approve the Contract in IAS to “sign” the Contract.  
· If the appropriate warrant is not held, will route the Contract within IAS to the appropriate CO for review and approval.

· IAS will automatically interface with FFIS to send the Obligation data.  The user will no longer have send the Contract to another office for direct entry into FFIS.

· Will print the Contract  or save a soft copy from  IAS for distribution.

· For Post Award Modifications, will receive updated electronic requisition in IAS.

· For Post Award Modifications, can review the updated requisition within IAS.

· For Post Award Amendments, will create the Modification within IAS and use the SF30 coversheet.  
	· Will post the Award to FBO.  
· For Post-Award Amendments, may receive change requests from parties other than the End-User through communication outside of the system. 

· For Post Award Modifications, may co-ordinate  and clarify change requests outside of IAS.

· For Post Award Modifications, will continue to request a Proposal Change outside of IAS.

· For Post Award Modifications, will  continue to discuss  the Proposal Change with End User outside of IAS.

· For Post Award Modifications, will negotiate change with Vendor outside of IAS.  


	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Officer
	· May perform similar actions as the CS, PA, or PT.  
· May Review, Sign and Obligate the Contract for Purchasing Agent/Contracting Specialist without the appropriate warrant level.
	Supervisory Contracting Officer or Purchasing Specialist/Contracting Officer 
	· May have same responsibilities within IAS as the Purchasing Specialist/Contracting Officer.

· May have a higher warrant to Release Award values within IAS that cannot be released by the original Author.
	· May have same responsibilities outside of IAS as the Purchasing Specialist/Contracting Officer.



	ARS-OPS
Budget
	· Directly enters obligation into FFIS.
	No IAS Role
	
	· Will no longer need to enter obligation into FFIS because IAS will interface directly with FFIS.  



11.2.2 Roles and Responsibilities Gaps and Changes

All current Roles map to a corresponding IAS Role. All current responsibilities should remain relatively the same but specific responsibilities may be performed within IAS or outside of IAS.
11.3 Approval Chain Analysis

The need and basis of the workflow in the current Formal Acquisition Process revolves around the Warrant levels of the individual involved and not necessarily the role.  If the creator of the Contract does not have the appropriate Warrant level, Contract is sent to a Contracting Officer with the appropriate level.  The same warrant base workflow will exist in IAS and be initiated by Contract creator if needed.  If the creator of the Contract does not have the appropriate Warrant level, the Purchase Order is sent to a Contracting Officer with the appropriate level.  
12. ARS Headquarters Formal Acquisitions Process Construction 
12.1 Process Summary

The Formal Acquisition Process for Construction follows a similar path as the standard formal acquisitions flow.  The main difference is that the Requisition is created and submitted after the Solicitation instead of prior to Solicitation.  The ARS Headquarters process will have to changed to follow the IAS standard procurement workflow.  In the current process, the Procurement Technician may support the Contracting Officer by performing several functions such as creating the pre-solicitation notice, creating the contract, entering the award into FPDS-NG, and posting the award to FedBizOpps.  
12.2 Process Roles Analysis 
12.2.1 Role Mapping

	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Officer 
(Author)
	· Conducts appropriate Market Research.
· Receives appropriation of funds.

· Conducts second Market Research to determine whether IFB or RFP.
· Creates the Pre-Solicitation Notice and Posts to FBO for 15 Days if the purchase is non-commercial.

· Creates the Solicitation/RFP (SF1442) with the necessary clauses and attachments.

· Sends the Solicitation Package to the Contracts Review Board for review if necessary.

· Posts the Solicitation without the attachments to FBO. (The Attachments are distributed by the A & E office and receives payments for them).

· Holds a pre-solicitation site visit to discuss technical requirements.  

	Purchasing Specialist/Contracting Officer 
	· Will receive the electronic requisition through the IAS Buyer Assignment or via Workload assignment from a Supervisory Contracting Specialist prior to Solicitation.

· Will review the electronic requisition within IAS.   Will not have the ability to edit the requisition directly.

· Will create the Solicitation/RFP (SF1442) with the necessary clauses and attachments in IAS.

· Will print or save a soft copy of the Solicitation from IAS for distribution to the Contracts Review Board for Solicitations requiring review. 
	· Will coordinate updates or changes to the requisition with the end-user.  Changes/Edits will have to made by the Requisitioner in IAS.
· Continues to conduct market Research outside of IAS.

· Continues to receive Funds Appropriation outside of IAS.

· Continues to conduct second Market Research to determine whether IFB or RFP outside of IAS.

· Continues to create the Pre-Solicitation Notice and Post to FBO for 15 Days. 



	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Officer 

(Author) cont’d
	· Amends solicitation based on site visit questions and comments.

· Posts Amendments to FBO.

· Conducts a Bid Opening for IFBs or a Technical Evaluation for RFPs.

· Selects the Vendor and Conducts negotiations.

· Performs the necessary Vendor Responsibility Checks (Registered in CCR, Entered into FFIS with EFT information) and any needed actions.

· Creates the Contract, a hard copy SF1442.

· Sends the Contract Package to the Contracts Review Board for review if necessary.

· Requests and receives the AD700 from the DAD.

· Signs the Contract if holds a valid warrant else sends the Contract package to a CO with a valid warrant.

· Receives Bonds, Insurance, and Payment Schedule then Issues Notice to Proceed.

· For Post Award Modifications, may receive an updated AD700 from the End-User or a change request from another party.

· For Post Award Modifications, will discuss changes with End-User and/or Vendor. 

· For Post Award Modifications, will request a proposal change from the vendor when needed.

· For Post Award Modifications, will discuss  Proposal Change with End User.
	
	· Will amend the solicitation in IAS based on site visit questions and comments.  

· Performs the necessary Vendor Responsibility checks.

· Requests new vendors through PVND.

· Will request any updates to the electronic requisition to be made through IAS.

· Creates the Contract in IAS and selects the appropriate form, an SF1442.

· Will print or save a soft copy of the Contract from IAS for distribution to the Contracts Review Board when necessary.

· Will connect to FPDS-NG data reporting through IAS where the data will be entered or will have to document share the contract for another to enter the FPDS-NG data.

· If the appropriate warrant is held, will Self Approve the Contract in IAS to “sign” the Contract. 
	· Will distribute Solicitation hard copies or soft copies to Contracts Review Board through means outside of IAS.

· Will have to manually post the Solicitation to FBO.

· Continues to hold a pre-solicitation site visit to discuss technical requirements .

· Will have to manually post the Amendments to FBO.

· Will Receive Vendor Proposals/Bids outside of IAS.
· Will continue to conduct a Bid Opening for IFBs or a Technical Evaluation with a the Technical Evaluation Panel for RFPs outside of IAS.

· Will continue to select vendor and conduct negotiations outside of IAS.

· Will request vendor updates/edits.

· Will distribute hard copies or soft copies of the Contract to Contracts Review Board through means outside of IAS. 


	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Officer 

(Author) cont’d
	· For Post Award Modifications, will negotiate change with Vendor.
	
	· If the appropriate warrant is not held, will route the Contract within IAS to the appropriate CO for review and approval.

· Will print the Contract  or save a soft copy from  IAS for distribution or document share the Contract for another to print or save. 

· For Post Award Modifications, will receive updated requisition in IAS.

· For Post Award modifications, can review the updated requisition in IAS.

· For Post Award Modifications, will create the Modification within IAS and use the SF30 coversheet.
	· For Post-Award Modifications, may receive change requests from parties other than the End User through communication outside of IAS. 

· For Post Award Modifications, may co-ordinate change requests outside of IAS.

· For Post Award Modifications, will continue to request a Proposal Change outside of IAS.

· For Post Award Modifications, will  continue to discuss the Proposal Change with End User outside of IAS.

· For Post Award Modifications, will negotiate change with Vendor outside of IAS.  

	Procurement Technician
	· Enters the Award data into FPDS-NG.

· Distributes the PO to all interested parties (End-User, Vendor, etc.).  
· Direct Enter into FFIS for Obligation.

· Posts the Award to the FBO.  
	Purchasing Specialist/Contracting Officer
	· Will connect to FPDS-NG data reporting through IAS where the data will be entered.

· Will print the Contract or save a soft copy from  IAS for distribution.

· IAS will automatically interface with FFIS to send the Obligation data.  The user will no longer have to  direct enter into FFIS. 
	· Will distribute the saved soft copy or the printed hard copy to the appropriate parties.

· Will continue to post the Award to FBO outside of IAS.


	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Officer
	· May perform similar actions as the CO Author.  
· May Review, Sign and Obligate the Contract for CO Author without the appropriate warrant level.
	Supervisory Contracting Officer or Purchasing Specialist/Contracting Officer 
	· May have same responsibilities within IAS as the CO Author or PT.

· May have a higher warrant to Release Award values within IAS that cannot be released by the original Author.
	· May have same responsibilities outside of IAS as the CO Author or PT.




12.2.2 Roles and Responsibilities Gaps and Changes

All current Roles map to a corresponding IAS Role. All current responsibilities should remain relatively the same but specific responsibilities may be performed within IAS or outside of IAS.

The process for obtaining the requisition will be different in IAS.  In the current process, the Solicitation and Vendor evaluation take place prior to the Requisition being delivered.  Within IAS, the Solicitation is developed from the Requisition.  Therefore, a Requisition must be created and submitted prior to the CO creating the Solicitation.  Prior to Award, the CO will be responsible for requesting the Requisitioner to update the Requisition in IAS so the Award can then be updated with the proper values.

In the current process, the Procurement Technician supports the CO by performing several functions (print and distribute, enter FPDS-NG information, etc.)  In order for this to occur in IAS, the CO will have to document share Contract with the Procurement Technician.
12.3 Approval Chain Analysis

The need and basis of the workflow in the current Formal Acquisition Process revolves around the Warrant levels of the individual involved and not necessarily the role.  If the creator of the Contract does not have the appropriate Warrant level, Contract is sent to a Contracting Officer with the appropriate level.  The same warrant base workflow will exist in IAS and be initiated by Contract creator if needed.  If the creator of the Contract does not have the appropriate Warrant level, the Purchase Order is sent to a Contracting Officer with the appropriate level.  
13. ARS Area and Local Formal Acquisitions Process Construction 
13.1 Process Summary

The Formal Acquisition Process for Construction follows a similar path as the standard formal acquisitions flow.  In the current process, the Procurement Technician may support the Contracting Officer by performing several functions such as creating the pre-solicitation notice, creating the contract, entering the award into FPDS-NG, and posting the award to FedBizOpps. 
13.2 Process Roles Analysis

13.2.1 Role Mapping

	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Officer
(Author)
	· Receives Hard Copy Requisitions and attachments from the End-User or via assignment from a Lead such as a Section Head.

· Reviews the Requisition and works with the End-User to clarify the requirements.  May make manual edits to the requisition and any relevant attachments if needed.

· Conducts appropriate Market Research.
· Receives appropriation of funds.

· Conducts second Market Research to determine whether IFB or RFP.
· Creates the Pre-Solicitation Notice and Posts to FBO for 15 Days if the purchase is non-commercial.

· Creates the Solicitation/RFP (SF1442) with the necessary clauses and attachments.

· Posts  and uploads the Solicitation with the attachments (if necessary) to FBO. (If the attachments are not uploaded, the Attachments are distributed by the A&E office). 
	Purchasing Specialist/ Contracting Officer
	· Will receive the electronic requisition through the IAS Buyer Assignment or via Workload assignment from a Supervisory Contracting Specialist prior to Solicitation.

· Will review the electronic requisition within IAS.   Will not have the ability to edit the requisition directly.

· Will create the Solicitation/RFP (SF1442) with the necessary clauses and attachments in IAS.

· Will Amend the solicitation in IAS based on site visit questions and comments

· Performs the necessary Vendor Responsibility checks.

· Requests new vendors through PVND.

· Creates the Contract in IAS and selects the appropriate form, an SF1442.

· Will print or save a soft copy of the Contract from IAS for distribution to the Contracts Review Board when necessary. 

	· Will coordinate updates or changes to the requisition with the end-user.  Changes/Edits will have to made by the Requisitioner in IAS.  
· Continues to conduct market Research outside of IAS.

· Continues to conduct second Market Research to determine whether IFB or RFP outside of IAS.

· Continues to create the Pre-Solicitation Notice and Post to FBO for 15 Days.

· Will have to manually post and upload the Solicitation and attachments (if necessary) to FBO.

· Continues to hold a pre-solicitation site visit to discuss technical requirements.

· Will have to manually post the Amendments to FBO.

· Will Receive Vendor Proposals/Bids outside of IAS. 



	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Officer 

(Author) cont’d
	· Holds a pre-solicitation site visit to discuss technical requirements.

· Amends solicitation based on site visit questions and comments.

· Posts Amendments to FBO.

· Conducts a Bid Opening for IFBs or a Technical Evaluation for RFPs.

· Selects the Vendor and Conducts negotiations.

· Performs the necessary Vendor Responsibility Checks (Registered in CCR, Entered into FFIS with EFT information) and any needed actions.

· Creates the Contract, a hard copy SF1442.

· Sends the Contract Package to the Contracts Review Board for review if necessary.

· Signs the Contract if holds a valid warrant else sends the Contract package to a CO with a valid warrant.

· Receives Bonds, Insurance, and Payment Schedule then Issues Notice to Proceed.

· For Post Award Modifications, may receive an updated AD700 from the End-User or a change request from another party.

· For Post Award Modifications, will discuss changes with End-User and/or Vendor. 

· For Post Award Modifications, will request a proposal change from the vendor when needed.

· For Post Award Modifications, will discuss  Proposal Change with End User.

· For Post Award Modifications, will negotiate change with Vendor.
	
	· Will connect to FPDS-NG data reporting through IAS where the data will be entered or will have to document share the contract for another to enter the FPDS-NG data.

· If the appropriate warrant is held, will Self Approve the Contract in IAS to “sign” the Contract.

· If the appropriate warrant is not held, will route the Contract within IAS to the appropriate CO for review and approval.

· Will print the Contract  or save a soft copy from  IAS for distribution or document share the Contract for another to print or save.
· For Post Award Modifications, will receive updated electronic requisition in IAS.

· For Post Award Modifications, can review the updated requisition within IAS.

· For Post Award Modifications, will create the Modification within IAS and use the SF30 coversheet.  
	· Will continue to conduct a Bid Opening for IFBs or a Technical Evaluation with a Technical Evaluation Panel for RFPs outside of IAS.

· Will continue to select vendor and conduct negotiations outside of IAS.

· Will request vendor updates/edits.

· Will distribute hard copies or soft copies of the Contract to Contracts Review Board through means outside of IAS.

· For Post-Award Modifications, may receive change requests from parties other than the End-User through communication outside of the system. 

· For Post Award Modifications, may co-ordinate  and clarify change requests outside of IAS.

· For Post Award Modifications, will continue to request a Proposal Change outside of IAS.

· For Post Award Modifications, will  continue to discuss  the Proposal Change with End User outside of IAS.

· For Post Award Modifications, will negotiate change with Vendor outside of IAS.  


	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Procurement Technician/
Purchasing Agent
	· May perform similar actions as the CO.  
· Enters the Award data into FPDS-NG.

· Distributes the PO to all interested parties (End-User, Vendor, etc.).  
· Direct Enter into FFIS for Obligation.

· Posts the Award to the FBO.  
	Purchasing Specialist/ Contracting Officer
	· May have same responsibilities within IAS as the Purchasing Specialist/Contracting Officer.

· Will Connect to FPDS-NG data reporting through IAS where the data will be entered.

· Will print the Contract  or save a soft copy from  IAS for distribution.

· IAS will automatically interface with FFIS to send the Obligation data.  The user will no longer have send the Contract to another office for direct entry into FFIS.
	· May have same responsibilities outside of IAS as the Purchasing Specialist/Contracting Officer.

· Will distribute the saved soft copy or the printed hard copy to the appropriate parties.

· Will continue to post the Award to FBO outside of IAS.

	Budget
	· Direct Enter into FFIS for Obligation.
	Outside of IAS
	· IAS will automatically interface with FFIS to send the Obligation data.  
	

	Contracting Officer
	· May perform similar actions as the CO Author.  
· May Review, Sign and Obligate the Contract for CO Author without the appropriate warrant level.
	Supervisory Contracting Officer or Purchasing Specialist/ Contracting Officer 
	· May have same responsibilities within IAS as the CO Author or PT.

· May have a higher warrant to Release Award values within IAS that cannot be released by the original Author.
	· May have same responsibilities outside of IAS as the CO Author or PT. 



13.2.2 Roles and Responsibilities Gaps and Changes

All current Roles map to a corresponding IAS Role. All current responsibilities should remain relatively the same but specific responsibilities may be performed within IAS or outside of IAS.

In the current process, the Procurement Technician supports the CS or CO by performing several functions (print and distribute, enter FPDS-NG information, etc.)  In order for this to occur in IAS, the CS or CO will have to document share the Contract with the Procurement Technician. 
13.3 Approval Chain Analysis 
The need and basis of the workflow in the current Formal Acquisition Process for Construction revolves around the Warrant levels of the individual involved and not necessarily the role.  If the creator of the Contract does not have the appropriate Warrant level, Contract is sent to a Contracting Officer with the appropriate level.  The same warrant base workflow will exist in IAS and be initiated by Contract creator if needed.  If the creator of the Contract does not have the appropriate Warrant level, the Purchase Order is sent to a Contracting Officer with the appropriate level.

14. ARS Formal Acquisitions Process A&E
14.1 Process Summary 
The Formal Acquisition Process for A&E follows a similar path as the standard formal acquisitions flow.  The main difference is that the Requisition is created and submitted after the Solicitation instead of prior to Solicitation. 

14.2 Process Roles Analysis

14.2.1 Role Mapping

	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Officer

(Author) 
	· Receives Appropriation if the requirement is Project Specific.

· Conducts appropriate Market Research.
· Creates the Evaluation Criteria and Posts to FBO for 30 days.

· Receives and SF330 (Qualifications) form Vendors.

· Evaluates SF330s with Technical Evaluation Panel which results in a Short List.

· Conducts Interview with the Technical Evaluation Panel and recommends top three.

· Selects Highest Scored Firm.

· Creates the Solicitation (RFP)  with the necessary clauses and attachments and issues it directly to the selected firm.

· Conducts negotiations.

· Performs the necessary Vendor Responsibility Checks (Registered in CCR, Entered into FFIS with EFT information) and any needed actions.

· Creates the Contract, a hard copy SF252.

· Requests and receives the AD700 from the DAD if project specific. 

	Purchasing Specialist/ Contracting Officer
	· Will receive the electronic requisition through the IAS Buyer Assignment or via Workload assignment from a Supervisory Contracting Specialist prior to Solicitation.

· Will review the electronic requisition within IAS.   Will not have the ability to edit the requisition directly.

· Will create the Solicitation/RFP with the necessary clauses and attachments in IAS.

· Will amend the solicitation in IAS based on site visit questions and comments.  
· Performs the necessary Vendor Responsibility checks.

· Requests new vendors through PVND if needed.

· Will request any updates to the electronic requisition to be made through IAS.

· Creates the Contract in IAS and selects the appropriate form, an SF252.

· Will Connect to FPDS-NG data reporting through IAS where the data will be entered or will have to document share the contract for another to enter the FPDS-NG data. 

	· Will coordinate updates or changes to the requisition with the end-user.  Changes/Edits will have to made by the Requisitioner in IAS. 
· Continues to conduct market Research outside of IAS.

· Continues to receive Funds Appropriation outside of IAS if Project Specific

· Will continue to create the Evaluation Criteria and Post to FBO for 30 Days outside of IAS.

· Will Receive Vendor SF330s outside of IAS.

· Will continue to evaluates SF330s with Technical Evaluation Panel which results in a Short List outside of IAS.

· Will continue to conduct interviews with the Technical Evaluation Panel and recommends top three outside of IAS.  
· Selects Highest Scored Firm outside of IAS.

· Will distribute the Solicitation directly to the selected firm. 



	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Officer 

(Author) cont’d
	· Signs the Contract if holds a valid warrant else sends the Contract package to a CO with a valid warrant.

· For Post Award Modifications, may receive an updated AD700 from the End-User or a change request from another party.

· For Post Award Modifications, will discuss changes with End-User and/or Vendor. 

· For Post Award Modifications, will request a proposal change from the vendor when needed.

· For Post Award Modifications, will discuss  Proposal Change with End User.

· For Post Award Modifications, will negotiate change with Vendor.
	
	· If the appropriate warrant is held, will Self Approve the Contract in IAS to “sign” the Contract.

· If the appropriate warrant is not held, will route the Contract within IAS to the appropriate CO for review and approval.

· Will print the Contract or save a soft copy from IAS for distribution or document share the Contract for another to print or save. 

· For Post Award Modifications, will receive updated electronic requisition in IAS.

· For Post Award Modifications, can review the updated requisition within IAS.

· For Post Award Modifications, will create the Modification within IAS and use the SF30 coversheet.  
	· Will continue to conduct negotiations with the selected firm outside of IAS.
· Will request vendor updates/edits if needed.

· For Post-Award Modifications, may receive change requests from parties other than the End-User through communication outside of the system. 

· For Post Award Modifications, may co-ordinate  and clarify change requests outside of IAS.

· For Post Award Modifications, will continue to request a Proposal Change outside of IAS.

· For Post Award Modifications, will  continue to discuss  the Proposal Change with End User outside of IAS.

· For Post Award Modifications, will negotiate change with Vendor outside of IAS.  

	Procurement Technician
	· Enters the Award data into FPDS-NG.

· Distributes the Contract to all interested parties (End-User, Vendor, etc.).  
· Direct Enter into FFIS for Obligation.

· Posts the Award to the FBO
	Purchasing Specialist/ Contracting Officer
	· Will Connect to FPDS-NG data reporting through IAS where the data will be entered.

· Will print the Contract  or save a soft copy from  IAS for distribution.

· IAS will automatically interface with FFIS to send the Obligation data.  The user will no longer have to  direct enter into FFIS.
	· Will distribute the saved soft copy or the printed hard copy to the appropriate parties.

· Will continue to post the Award to FBO outside of IAS.

	SSO
	· Approves Short List.  
· Approves Highest Qualified Firms.
	Outside of IAS 
	
	· Approves Short List outside of IAS.

· Approves Highest Qualified Firms outside of IAS.  


	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Officer
	· May perform similar actions as the CO Author or PT.  
· May Review, Sign and Obligate the Contract for CO Author without the appropriate warrant level. 
	Supervisory Contracting Officer or Purchasing Specialist/ Contracting Officer 
	· May have same responsibilities within IAS as the Purchasing Specialist/Contracting Officer.

· May have a higher warrant to Release Award values within IAS that cannot be released by the original Author.
	· May have same responsibilities outside of IAS as the CO Author or PT. 



14.2.2 Roles and Responsibilities Gaps and Changes

All current Roles map to a corresponding IAS Role.  All current responsibilities should remain relatively the same but specific responsibilities may be performed within IAS or outside of IAS.

The process for obtaining the requisition will be different in IAS.  In the current process, the Solicitation and Vendor evaluation take place prior to the Requisition being delivered.  Within IAS, the Solicitation is developed from the Requisition.  Therefore, a Requisition must be created and submitted prior to the CO creating the Solicitation.  Prior to Award, the CO will be responsible for requesting the Requisitioner to update the Requisition in IAS so the Award can then be “refreshed” with the proper values.

In the current process, the Procurement Technician performs similar function or supports the CS or CO by performing several functions (print and distribute, enter FPDS-NG information, etc.)  In order for this to occur in IAS, the CS or CO will have to document share Contract with the Procurement Technician.
14.3 Approval Chain Analysis
The need and basis of the workflow in the current Formal Acquisition Process revolves around the Warrant levels of the individual involved and not necessarily the role.  If the creator of the Contract does not have the appropriate Warrant level, Contract is sent to a Contracting Officer with the appropriate level.  The same warrant base workflow will exist in IAS and be initiated by Contract creator if needed.  If the creator of the Contract does not have the appropriate Warrant level, the Purchase Order is sent to a Contracting Officer with the appropriate level.  
15. ARS Headquarters, Area, and Location Task Order/Delivery Order Process 
15.1 Process Summary  
The Task Order/Delivery Order Process is most similar to the simplified acquisitions process for ARS.  The process includes the receipt of a requisition, the creation of an Request for Quote (RFQ), an evaluation of potential vendors and a negotiation of terms and conditions and best value.  Prior to the creation of the Task Order, the Procurement Technician or Purchasing Agent will determine if additional funds are needed.  If additional funds are needed, the Procurement Technician or Purchasing Agent will contact the Deputy Administrative Director (DAD) to request a revised requisition with additional funding.  Once the Task Order/Delivery Order is created, it may be sent to a Contracting Officer if the original author does not have the appropriate Warrant for the type of Award.  
15.2 Process Roles Analysis 
15.2.1 Role Mapping 

	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Officer
	· May perform similar actions as the CS, PA, or PT.  
· Receives Hard Copy Requisitions and attachments from the End-User or via assignment from a Lead such as a Section Head.

· Conducts appropriate Market Research and identifies vendors involved in existing contracts.  
· May Sign and Obligate the Task/Delivery Orders for Purchasing Agent/Contracting Specialist without the appropriate warrant level.
	Supervisory Contracting Officer or Purchasing Specialist/Contracting Officer
	· May have same responsibilities within IAS as the Purchasing Specialist/Contracting Officer.

· May have a higher warrant to Release Award values within IAS that cannot be released by the original Author.
	· Will continue to conduct market research.

· Will continue to identify vendors involved in existing contracts.  




	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Procurement Technician/

Purchasing Agent/

Contracting Specialist
	· Creates and issues RFQ to vendors.  

· Gathers and Reviews Quotes.

· Prepares the Evaluation and reviews with the End-User to select a vendor.

· Negotiates terms and conditions and best value between the vendor and end user.  

· Creates the TO/DO, an AD838.  
· Prints the AD838 and manually adds any necessary attachments (FAR/AGAR Clauses, SOW, etc.).  
· Signs the Task/Delivery Order if holds a valid warrant else sends the TO/DO package to a CO with a valid warrant.

· Distributes the TO/DO to all interested parties (End-User, Vendor, etc.).  
· Enters the Award data into FPDS-NG, or if >$25K into 281 system.

· Transmits in PC-PRCH to PRCH which interfaces with FFIS to record the obligation; or sends PO package to NFC for entry into FFIS to record the obligation. 
	Purchasing Specialist/Contracting Officer 
	· Will receive the electronic requisition through the IAS Buyer Assignment or via Workload assignment from a Supervisory Contracting Specialist.

· Will review the electronic requisition within IAS.  
· Will create the RFQ in IAS.

· Creates the TO/DO in IAS.

· Will Connect to FPDS-NG data reporting through IAS where the data will be entered.

· If the appropriate warrant is held, will Self Approve the TO/DO in IAS to “sign” the TO/DO.

· If the appropriate warrant is not held, will route the TO/DO within IAS to the appropriate CO.

· IAS will automatically interface with FFIS to send the Obligation data.  The user will no longer have transmit via PC-PRCH, PRCH or hard copy.

· Will print the TO/DO or save a soft copy from IAS for distribution.
	· Will continue to gather and review quotes.

· Will continue to prepare the evaluation and reviews with the End-User.

· Will continue to distribute the saved soft copy or the printed hard copy to the appropriate parties. 


15.2.2 Roles and Responsibilities Gaps and Changes

All current Roles map to a corresponding IAS Role. All current responsibilities should remain relatively the same but specific responsibilities may be performed within IAS or outside of IAS.  
15.3 Approval Chain Analysis

The need and basis of the workflow in the current Task Order/Delivery Order Process revolves around the Warrant levels of the individual involved and not necessarily the role.  If the creator of the Task/Delivery Order does not have the appropriate Warrant level, the Task/Delivery Order is sent to a Contracting Officer with the appropriate level.  The same warrant base workflow will exist in IAS and be initiated by the Task/Delivery Order creator if needed.  
16. ARS Headquarters, Area, and Location Task Order/Delivery Order Process A&E 
16.1 Process Summary

The Task Order/Delivery Order Process for A&E only slightly differs from the standard Task Order/Delivery Order process for ARS in that the Contracting Officer performs most of the responsibilities in the creation of the Task Order/Delivery Order.  For A&E, the process includes the receipt of a requisition,  the creation of a Request for Proposal (RFP), an evaluation of the proposal and a negotiation of terms and conditions and best value.  Prior to the creation of the Task Order, the Contracting Officer will determine if additional funds are needed.  If additional funds are needed, the Contracting Officer will contact the Deputy Administrative Director (DAD) to request a revised requisition with additional funding.  Once the Task Order/Delivery Order is created, it may be sent to a Contracting Officer if the original author does not have the appropriate Warrant for the type of Award.   
16.2 Process Roles Analysis

16.2.1 Role Mapping

	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Officer
	· May perform similar actions as the PT.  
· Receives Hard Copy Requisitions and attachments from the End-User or via assignment from a Lead such as a Section Head.

· Conducts appropriate Market Research and identifies vendors involved in existing contracts.  

· May create and issue the RFP to the A&E firm.  

· Receives the proposal from the A&E firm.  

· Reviews and evaluates the proposal with the Engineer.  

· May Sign and Obligate the Task/Delivery Orders for Purchasing Agent/Contracting Specialist without the appropriate warrant level.
	Supervisory Contracting Officer or Purchasing Specialist/Contracting Officer
	· Will receive the electronic requisition through the IAS Buyer Assignment or via Workload assignment from a Supervisory Contracting Specialist.

· Will review the electronic requisition in IAS.  

· May create the RFP in IAS.  

· May have same responsibilities within IAS as the Purchasing Specialist/Contracting Officer. 
	· Will continue to conduct market research.

· Will continue to identify vendors involved in existing contracts.  

· Will continue to review and evaluate the proposal with the Engineer.

· Will continue to distribute the saved soft copy or the printed hard copy to the appropriate parties.




	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Officer 
(cont’d)  
	· Negotiates terms and conditions and best value between the vendor and end user.  

· Creates the TO/DO, an AD838.  

· Prints the AD838 and manually adds any necessary attachments (FAR/AGAR Clauses, SOW, etc.).  
· Signs the Task/Delivery Order if holds a valid warrant else sends the TO/DO package to a CO with a valid warrant.

· May distribute the TO/DO to all interested parties (End-User, Vendor, etc.).  
· May enter the Award data into FPDS-NG.  
	
	· May have a higher warrant to Release Award values within IAS that cannot be released by the original Author.  
· Creates the TO/DO in IAS.

· If the appropriate warrant is held, will Self Approve the TO/DO in IAS to “sign” the TO/DO.

· If the appropriate warrant is not held, will route the TO/DO within IAS to the appropriate CO.

· IAS will automatically interface with FFIS to send the Obligation data.  

· Will print the TO/DO or save a soft copy from IAS for distribution.  

· Will Connect to FPDS-NG data reporting through IAS where the data will be entered.
	

	Procurement Technician
	· May create and issue the RFP to the A&E firm.  

· May distribute the TO/DO to all interested parties (End-User, Vendor, etc.).  
· May enter the Award data into FPDS-NG.
	Purchasing Specialist/Contracting Officer  
	· May create the RFP in IAS.
· IAS will automatically interface with FFIS to send the Obligation data.  

· May print soft copy of TO/DO for distribution.  

· May connect to FPDS-NG data reporting through IAS.
	· Will continue to distribute the saved soft copy or the printed hard copy to the appropriate parties.  


16.2.2 Roles and Responsibilities Gaps and Changes

All current Roles map to a corresponding IAS Role. All current responsibilities should remain relatively the same but specific responsibilities may be performed within IAS or outside of IAS.  
16.3 Approval Chain Analysis

The need and basis of the workflow in the current Task Order/Delivery Order Process for A&E revolves around the Warrant levels of the individual involved and not necessarily the role.  If the creator of the Task/Delivery Order does not have the appropriate Warrant level, the Task/Delivery Order is sent to a Contracting Officer with the appropriate level.  The same warrant base workflow will exist in IAS and be initiated by the Task/Delivery Order creator if needed.  
17. ARS Headquarters, Area, and Location BPA Process
17.1 Process Summary 
The process flow for a BPA Call maps to REE’s existing simplified acquisition processes, with the exception of small calls under the micro-purchase threshold which can be placed by calling the vendor directly to place an order.  
17.2 Process Roles Analysis

17.2.1 Role Mapping 
	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Requisitioner
	· Identifies the need.
· Large Calls - Creates a requisition and routes it through the approval process.

· Small Calls - Calls vendor directly to place a BPA Call for orders     <$2500. 
	Requisitioner
	· For all BPA Calls, will create the requisition and route it through the approval process.  
	Will continue to identify and document need.  

	Purchasing Agent
	· Large Calls – Receives requisition and creates purchase order and routes through valid approval chain for approval and ultimately obligation.  

· Small Calls - Calls vendor directly to place a BPA Call for orders <$2500.
	Supervisory Contracting Officer or Purchasing Specialist/Contracting Officer
	· For all BPA Calls, will receive the requisition and create a purchase order against base BPA.  
	Will no longer place BPA Calls over the phone.  


17.2.2 Roles and Responsibilities Gaps and Changes

All current Roles map to a corresponding IAS Role and all current responsibilities should remain relatively the same.  For Small Calls, the Requisitioner may include a consolidated list of all the small calls created during a certain period of time.  
18. ARS Simplified Acquisitions Close-Out Process
18.1 Process Summary 
For Simplified Acquisitions Close Outs, the process involves ensuring that any excess funds are de-obligated.  It is the responsibility of the Contracting Specialist or Contracting Officer to initiate the de-obligation.
18.2 Process Roles Analysis

18.2.1 Role Mapping

	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Specialist/
Contracting Officer
	· After the receipt of goods or end of service, reviews for excess funding.

· Receives an open obligations report.
· If the Purchase Order is still active in PRCH, creates an amendment for de-obligating any excess funds. 
	Contracting Specialist/

Contracting Officer
	· Will create de-obligating amendment in IAS that will interface with FFIS to de-obligate.

· Will Close Out award in IAS. 
	· Will continue to review for excess funding.
· Will continue to receive an open obligations report.  


18.2.2 Roles and Responsibilities Gaps and Changes

All current Roles map to a corresponding IAS Role and all current responsibilities should remain relatively the same, but specific responsibilities may be performed within IAS or outside of IAS.  
19. ARS Formal Acquisitions Close-Out Process
19.1 Process Summary

The Contract Close-Out process for a Formal Acquisition is initiated by the Physical 
Completion and Financial Completion of the Contract.  It is the responsibility of the Contracting Specialist or Contracting Officer to ensure that the Terms of the Contract have been met and if excess funding exists, to create a modification for a Procurement Technician to perform the de-obligating of funds.  
19.2 Process Roles Analysis

19.2.1 Role Mapping 
	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Contracting Specialist/
Contracting Officer
	· Reviews the terms of the Contract to ensure they were met.

· Checks to verify if excess funds exist.

· Creates and Releases a de-obligation modification if needed.

· Creates the Vendor Performance review.

· Creates and Signs-Off on the Contract Close-Out checklist.
	Contracting Specialist/
Contracting Officer
	· Will check to verify if excess funds exist.  

· Will create and release a de-obligation modification, if needed.  
	· Will continue to review the terms of the Contract to ensure they were met.  
· Will continue to create the Vendor Performance review.

· Will continue to create and sign-off on the Contract Close-Out checklist.  

	Procurement Technician
	· Enters de-obligation into FFIS.
	No IAS Role 
	
	· Will no longer enter the de-obligation into FFIS.  IAS will automatically interface with FFIS to de-obligate funds as a result of the modification.  


19.2.2 Roles and Responsibilities Gaps and Changes

All current Roles map to a corresponding IAS Role, with the exception of the Procurement Technician.  All current responsibilities should remain relatively the same, but specific responsibilities may be performed within IAS or outside of IAS.   
20. ARS, NASS, ERS, and CSREES Type 40/43/45 (or equivalent) Receiving and Invoicing Process 
20.1 Standard Process 
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20.2 Process Roles Analysis

	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	End User  (Requisitioner)
	· Receives the goods from the vendor or verifies the services were completed.
· Fills out the appropriate Receipt Form (AD838B/D).

· Dependent on location, sends completed AD838B/D to Contracting Officer or directly to NFC.  
	Receiver
(Type 40 equivalent) 
	· Will serve as the IAS Requisitioner of the purchase.

· Will enter the Receipt data into IAS instead of creating the AD838 form.  Will no longer send a receipt form to NFC.  
	· Will continue to receive the goods from the vendor or verify the completion of services.   



	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	End User  (Requisitioner)
	· May receive Invoice from vendor and forwards Invoice to CO/COTR.  

· Fills out the appropriate Receipt Form (AD838B/D). 
	Receiver
(Type 43/45 equivalent) 
	· Will enter receipt data in IAS.  
	· Will continue to forward received Invoices to CO/COTR outside of IAS.

	Contracting Officer/ 

COTR
	· Receives the Receipt and enters into PC-PRCH or sends hard copy to NFC (Type 40 only).  

· May receive the Invoice from vendor or End User and forwards Invoice to NFC (Type 43/45 only).  
	Outside of IAS  
	· Will no longer enter the Receipt into PC-PRCH.  
	· Will continue to receive Invoices from End User (Type 43/45 equivalent only).
· Will add IAS coversheet to invoice and forward to APB.  

	NFC 
	· Receives Invoice from vendor       (Type 40 only). 
· Receives Invoice and Receipt Package from CO/COTR (Type 43/45 only).  
· Enters Invoice and Receipt into PRCH.  
	APB
	· Will create invoices in IAS and match them to obligating documents and receipts.    Will no longer need to enter Invoice and Receipt into PRCH as IAS will directly interface with FFIS.  
· Will review and approve invoices.
	· Will continue to receive Invoices directly from the vendor (Type 40 equivalent only).
· Will continue to receive Invoice and coversheet Package from CO/COTR (Type 43/45 equivalent only).  


20.2.1 Roles and Responsibilities Gaps and Changes

In general, the current roles in the Invoice and Receipt process map to directly to an IAS role or a role outside of IAS.  But because of several IAS System Procedures Policies, there were a number of changes in the specific responsibilities as described in the table above or tasks performed in the Receipt and Invoice process.  

21. ARS Type 50/53/54 (or equivalent) Receiving and Invoicing Process 
21.1 Standard Process 
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21.2 Process Roles Analysis
	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	End User

	· Receives the goods from the vendor or verifies the services were completed.

· May complete hard copy Receipt Form (ARS305).  
· May receive the Invoice and forwards to CO/COTR.  

· May send the Receipt, Invoice, and ARS305 form to NFC.  
	Receiver 
	· May serve as the IAS Requisitioner of the purchase.

· May enter the Receipt data into IAS instead of creating the ARS305 form.  

· Will no longer send a receipt form to NFC.  
	· Will continue to receive the goods from the vendor or verify the completion of services.   


	CO/COTR
	· Receives the Invoice. 

· May complete hard copy Receipt Form (ARS305).   
· Matches the Contract to the Invoice.  

· Sends the Receipt, Invoice, and ARS305 form to NFC.  
	Contracting Officer
	· Will no longer complete receipt since it will be entered by the Receiver (Requisitioner or Central Receiver).  
	· Will receive invoice and package with IAS coversheet and send to NFC.

	NFC/FMD
	· Receives Invoice (Type 50/53/54).

· Receives Invoice and Receipt Package from the Ship to POC or End User.

· Enters Invoice and Receipt into PRCH.  
	APB
	· Will create invoices in IAS and match them to obligating documents and receipts.

· Will review and approve invoices.
	· Will receive Invoices and coversheet from the CO/COTR. 


21.2.1 Roles and Responsibilities Gaps and Changes

In general, the current roles in the Invoice and Receipt process map to directly to an IAS role or a role outside of IAS.  But because of several IAS System Procedures Policies, there were a number of changes in the specific responsibilities as described in the table above or tasks performed in the Receipt and Invoice process.  
22. NASS, CSREES, and ERS Type 53 (or equivalent) Receiving and Invoicing Process 
22.1 Standard Process 
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22.2 Process Roles Analysis

	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	End User

	· Receives the goods from the vendor.

· Receives the Invoice from the vendor.  
	Receiver
	· Will serve as the IAS Requisitioner of the purchase. 
· Will enter the receipt of goods in IAS. 
· Will no longer receives the Invoice. Per IAS policy all Invoices for purchases not requiring Review of Progress will be sent directly to NFC.  
	· Will continue to receive the goods from the vendor.   


	Contracting Officer / 
COTR
	· Approves invoices received either directly from the vendor or from the End User.

· Forwards invoice to Budget Analyst.  
	Outside of IAS
	
	· Will receive invoice from End User or vendor, add a coversheet, and route to NFC. 

	Budget Analyst
	· Creates Payment Voucher in FFIS.  

· Matches Payment Voucher to MO/1.  
	Outside of IAS
	
	· Will not be needed in IAS. Previous duties will be handled by APB.  


	“As-Is”
	“To-Be”

	Actor
	Responsibilities
	IAS Role
	Responsibilities Inside IAS
	Responsibilities Outside IAS

	Administrative Officer
	· Reviews Payment Voucher in FFIS.
· Verifies Voucher details (accounting data, fiscal year, MO/1).    
	Outside of IAS
	
	· Will not be needed in IAS. Previous duties will be handled by APB.  

	NFC
	
	APB
	· Will create invoices in IAS and match them to obligating documents and receipts.

· Will review and approve invoices within IAS.
	· Will receive appropriate Invoices from the CO or COR.  


22.2.1 Roles and Responsibilities Gaps and Changes

In general, the current roles in the Invoice and Receipt process map to directly to an IAS role or a role outside of IAS.  But because of several IAS System Procedures Policies, there were a number of changes in the specific responsibilities as described in the table above or changes in tasks performed in the Receipt and Invoice process.  
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