Issued To:	Nationwide Agreement Community
Issue Date:	June 5, 2015, via e-mail
Copies to:	Michelle Schmid, FMD FOB; Julie Tripp, FMD FOB IOAT; Donna Cichy, FMD FOB FOST; and Kyle Nguyen, FMD FOB BCT
Subject:	NEW De-obligation Guidance for Cooperative Agreements, Grants, and Interagency Agreements
Attachments:	De-Obligation Letter Template and Instructions for IAAs; De-Obligation Letter Template and Instructions for CAs & GRs; and Updated FMMI Cover Sheet
This information supersedes any previous guidance/policy pertaining to de-obligations (FY 2010 – current), more specifically, updates issued on June 17, 2010 and October 17, 2012.  The following will be posted on the Agreements Services Center (ASC) website.
COOPERATIVE AGREEMENTS AND GRANTS
For cooperative agreements and grants, the enclosed de-obligation letter will satisfy the requirements of the standard language in those agreements requiring written notification to the recipient when the unobligated balance is $1,000 or more.  This letter will provide one more opportunity for the recipient to respond in the event that they have found additional charges previously unaccounted for, or if they have mistakenly marked a report final.
The language in the Notice of Award should read as follows (this remains the same):
APHIS agrees to, upon receipt of any final Federal Financial Report, SF-425, that reflects an unobligated balance of $1,000 or more provide written notification to the Recipient that the balance of Federal funds reported as unobligated will no longer be available to the Recipient.  Balances of less than $1,000 will automatically be deobligated by APHIS without notification. 

For those unobligated balances less than $1,000, an email to Minneapolis requesting this balance be de-obligated will be sufficient as long as the following documents are attached:

· Updated FMMI Cover Sheet
· Final SF-425
· ACMS Screenshot

For those unobligated balances of $1,000 or more, an email to Minneapolis requesting this balance be de-obligated, with the following documents attached:

· Signed & Dated De-Obligation Letter (Must be 14 days after signature date)
· Updated FMMI Cover Sheet
· Final SF-425
· ACMS Screenshot


INTERAGENCY AGREEMENTS

For interagency agreements, the de-obligation letter will be used as written notification for any agreement with a balance of $1,000 or more, past or present, that has not been closed out.  The statement of work for any agreement to be awarded shall include a statement advising the performing agency that we will issue such a letter within 30 days AFTER the period of performance has expired.  Periods of performance can extend beyond the funding period of the agreement when the performing agency has obligated the funds by issuing a contract or agreement, or amendment thereto, obligating APHIS funds within their period of availability.  It is important that a distinction be made between the funding period reflected on the 7600 B, block  28, and the performance period in block 27, when issuing an interagency agreement and that the work plan and budget reflects how the funds will be obligated.

A certification statement, to be signed by the partner agency, will be added to the de-obligation letter of those interagency agreements with an unobligated balance of $25,000 +.  This statement reinforces what is stated in the letter, and by having the partnering agency sign and return back to APHIS prior to processing, will add that extra reassurance that there will be no further billings.  

When APHIS is the requesting agency, make sure the performing agency reduces the Sales Order (SO) BEFORE processing the de-obligation to reduce the Purchase Order (PO).  

For those unobligated balances less than $1,000, an email to Minneapolis requesting this balance be de-obligated will be sufficient as long as the following documents are attached:

· Updated FMMI Cover Sheet
· Amended SO Form (when APHIS is the performing agency)
· ACMS Screenshot

For those unobligated balances of $1,000 or more, an email to Minneapolis requesting this balance be de-obligated, with the following documents attached:

· Signed & Dated De-Obligation Letter (Must be 14 days after signature date)
· Signed & Dated De-Obligation Letter with Certification Statement (Amounts $25,000 +)*
· Updated FMMI Cover Sheet
· Amended SO Form (when APHIS is the performing agency)
· ACMS Screenshot

* Certification Statement:

I certify that the remaining unobligated balance listed is correct and that no additional billings will be submitted.

___________________________________________
Authorized Certifying Official                                      Date

An email from the partner agency stating they agree to the unobligated balance can be attached to the email request in lieu of having the certification statement signed and returned.


AUTHORIZED DEPARTMENTAL OFFICER’S DESIGNATED REPRESENTATIVE (ADODR) RESPONSIBILITIES

The ADODR plays a pivotal role in ensuring that the work has been completed and that all the charges are properly assessed, particularly when multiple FMMI codes and programs are funding the agreement.  That individual is responsible for notifying the agreements specialist regarding the status of the agreement, i.e., completion of the work.  The ADODR is also responsible for notifying the budget analysts (for each code charged) of the need for changes in funding levels for their accounts against which the agreement is charged.  The ADODR also notifies the agreements specialist of the change in funding level and the associated impact on the statement of work and budgets for each affected account.  This process occurs before changes are made and any such changes in funding that affect the work plan/statement of work and budgets must be approved by the awarding official in advance.  Through proper monitoring, this type of information should be known earlier in the agreement cycle.

DEOBLIGATIONS AND ACMS

All de-obligations MUST be posted in ACMS, and a screen shot attached to the request in order for the de-obligation to be processed.  ACMS must reflect the same information posted in FMMI, as this will update FAADS and usaspending.gov when the de-obligations pertain to cooperative agreements and grants.  These figures are periodically reviewed by the Department for consistency, and the awarding office will be asked to explain and correct any variances.
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