
Date:  (Insert Month/Day/Year)

To:  (Insert Recipient’s Signatory Official’s Name and Mailing Address)

Subject:  Notice of De-obligation 
   APHIS Agreement No. (Insert Number, e.g., xx-xxxx-xxxx-xx)
   

This notice is to inform you that we are initiating action to de-obligate the remaining unobligated balance of (Insert Amount) in Federal funds awarded to you under the subject agreement.  This de-obligation is based on the balance remaining in our financial system.

This letter serves as an acknowledgement that your Agency has fulfilled the terms and conditions of the agreement.  Accordingly, our Agency is released from payment for any additional obligations.  This action will complete a financial close-out of the subject agreement. 

However, in accordance with Federal Regulations, the formal closeout of this agreement does not affect the following requirements: 

· The Performing Agency’s obligation to return any funds due as a result of later audits, refunds, corrections, or other transactions;
· Records retention requirements or APHIS' right to access records;
· Property transfers, when applicable.
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The de-obligation will be executed 14 days from the date of this letter.  If there is a need to submit additional billings, please notify APHIS’ designated representative, (Insert Name), and submit additional bills within that 14 day period.

Sincerely,



(Insert Authorized Departmental Officer’s name and signature block)

Enclosure:   

cc:
(Insert ADODR name)
ADO File
(Insert name(s) of APHIS budget analysts)








Instructions for Notices of De-obligation – Interagency Agreements 

1. Agreement Specialist prepares Notice of De-obligation by deleting the red/italicized font verbiage, inserting requested information and obtaining ADO signature.

2. Agreement Specialist sends the Notice of De-obligation to the cooperating agency’s signatory official and financial contact, the ADODR, and APHIS Budget Analyst(s). *For de-obligations in the amount of $25,000 +, adhere the certification statement to the letter.

3. One of the two following options will occur:

a. [bookmark: _GoBack]The partner agency will submit additional bills within the 14 days.  The Agreement Specialist will enter the net remaining de-obligation, if any, into ACMS and submit the ACMS screenshot & Notice to De-obligate to the Minneapolis Financial Operations Services Team (FOST) for processing.
b. The 14 days will expire.  The Agreement Specialist will enter the de-obligation into ACMS and submit the ACMS screenshot & Notice to De-obligate to the Minneapolis FOST for processing.

4. The Minneapolis FOST, upon receipt of the Notice to De-obligate & ACMS screen shot, will enter the de-obligation into FMMI.  The closed agreements folder will be properly labeled and logged.  The closed folder will be saved per record retention requirements and FMD Standard Operating Procedures. 

	
NOTICE TO DE-OBLIGATE A
COOPERATIVE AGREEMENT, GRANT, or INTERAGENCY AGREEMENT

FOR USDA, APHIS USE ONLY

	
De-Obligation Notice to Financial Services Division, Minneapolis Financial Operations Branch, Financial Operations Services Team or Billings and Claims Team:  Please take action to deobligate the amount(s) reflected below for Agreement No. ________________.  A screen shot is attached showing the amount has been posted in the APHIS Cost Management System.  Accordingly, this revision to the award amount is also to be reported in the Federal Assistance Awards Data System (Cooperative Agreements & Grants only).  Accounting information is provided below.


	
APHIS ACCOUNTING INFORMATION


	
Project Title -->>>
	

	

	


	Treasury Account Symbol (IAA’s ONLY)
	
	
	

	
FMMI SHC
	
	
	

	
Fund
	
	
	

	
Cost Center
	
	
	

	
Functional Area
	
	
	

	
WBS (if necessary)
	
	
	

	
Budget Period
	
	
	

	
Amount
	$ -
	$
	$

	
Commitment Item for all projects
(Formerly called Budget Object Class)      
	
2510 (for interagency agreements)
2551(for cooperative agreements and grants)

	
SIGNATURE OF AGREEMENTS SPECIALIST

	

Signature:_________________________________________________    			      		                                                                Date
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