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9:30 – 9:45  PRE‐AWARD COSTS              Anita Ridley   
 

9:45 – 10:00  BREAK 
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TECHNOLOGY TRANSFER AGREEMENTS (TTA) 
 
 
APHIS engages in 3 types of TTAs  
 
 COOPERATIVE RESEARCH AND DEVELOPMENT AGREEMENT   

 
 APHIS and a non‐federal United States partner jointly participate in research 

and development efforts that may lead to the development of a commercial 
product or intellectual property and the transfer of technology 

 
 APHIS may receive, but not provide funds from the cooperating party.   

 
 
 MATERIAL TRANSFER AGREEMENT 

 
 APHIS and the cooperator have a need to exchange tangible or non‐tangible 

items, which may include sensitive items, biological items, intellectual property, 
and/or proprietary information which are or will be patented. 

 
 CONFIDENTIALITY (NON‐DISCLOSURE) AGREEMENT 

 
 APHIS is contemplating entering into a partnership with a cooperator that will 

require the receipt or disclosure of confidential information.   
 
Any APHIS Program Unit wishing to enter into these agreements must secure services from the 
USDA Agricultural Research Service, Office of Technology Transfer and reimburse ARS for the 
services on an annual basis under an Interagency Agreement.   
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Laura Cosgrove  
Management Analyst

United States Department of Agriculture, 
Animal and Plant Health Inspection Service, 

Marketing and Regulatory Programs and Business Services, 
Financial Management Division, 

Agreements Services Center

AUTHORITIES AND THEIR 
RELATIONSHIP TO 
AGREEMENTS

AUTHORITIES MOST 
COMMONLY USED IN 

AGREEMENTS
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ATTACHMENT #1

• VS PROGRAMS*

• PPQ & BRS PROGRAMS*

• WS PROGRAMS

• AC PROGRAMS

• ALL APHIS PROGRAMS WHEN USING ONLY 
COOPERATIVE AGREEMENTS FOR THE 
ACTIVITIES SPECIFIED IN THE CITE

SECRETARY’S STATUTORY DELEGATIONS TO 
APHIS

ATTACHMENT #2

Delegation of Authority

Secretary of Agriculture

Under Secretary for MRP

Administrator, APHIS

Authorized Departmental Officer

Authorized Departmental Officer’s Designated Representative
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ORDER OF PRECEDENCE
RELEVANT LAWS, REGULATIONS, AND POLICIES

1. Statutes
2. Program Regulations
3. Administrative Regulations
4. OMB Circulars and other Directives
5. Agency Policy as documented in the APHIS 

Agreements Management Manual

APHIS Agreements 
Management Manual:

Chapter 3 – AUTHORITIES, 
REGULATIONS, AND OMB 
CIRCULARS

Chapter 4 – GRANTS AND 
COOPERATIVE AGREEMENTS

Where to find more 
information on 
Authorities and Policies

Administrative Guidelines 

State, Local & 
Indian Tribal

Institutions of 
Higher Learning

Nonprofit 
Institutions

OMB Admin 
Requirements

Circular A-102 2 CFR 215 2 CFR 215

OMB Cost 
Principles

2 CFR 225 2 CFR 220 2 CFR 230

USDA Admin 
Requirements

7 CFR 3016 7 CFR 3019 7 CFR 3019

Applicable to All Recipients
7 CFR 3015 2 CFR 417

7 CFR 3018 7 CFR 3021

OMB Circ A-133
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Contact Info:

Laura Cosgrove

Laura.S.Cosgrove@aphis.usda.gov

(301) 734‐0815

Questions?



 

 

  

 

 

 

 
AUTHORITIES MOST COMMONLY USED IN AGREEMENTS 
 
(THE FOLLOWING CITE IS OFTEN USED FOR PPQ & BRS PROGRAMS.) 
 
Under the Plant Protection Act (PPA), as amended, (7 USC §§ 7701 et. seq.), the Secretary of Agriculture is 
authorized to issue regulations and orders to prevent, detect, control, eradicate, suppress, or retard the 
spread of plant pests or noxious weeds into or within the United States and to cooperate with other Federal agencies 
or entities, States or political subdivisions of States, national governments, local governments of other 
nations, domestic or international organizations, domestic or international associations, and other persons to carry 
out the purposes of the PPA. 
 
(THE FOLLOWING CITE IS OFTEN USED FOR VS PROGRAMS.) 
 
Under the Animal Health Protection Act (AHPA), as amended, (7 USC §§ 8301 et. seq.), the Secretary of 
Agriculture is authorized to issue regulations and orders and to carry out operations and measures to prevent, 
detect, control, and eradicate diseases and pests of livestock and to cooperate with other Federal agencies, States or 
political subdivisions of States, national governments of foreign countries, local governments of foreign countries, 
domestic or international organizations, domestic or international associations, Indian tribes and other persons to 
carry out the purposes of the AHPA. 
 
(THE FOLLOWING CITE IS OFTEN USED FOR WS PROGRAMS.) 
 
Under the Act of March 2, 1931, as amended (7 USC 426), and the Act of December 22, 1987 (7 USC 426c), the 
Secretary of Agriculture may conduct a program of wildlife services with respect to injurious animal species and 
take any action the Secretary considers necessary in conducting the program.  Additionally, the Secretary of 
Agriculture, except for urban rodent control, is authorized to conduct activities to control nuisance mammals and 
birds and those mammal and bird species that are reservoirs for zoonotic diseases.  In carrying out a program of 
wildlife services involving injurious and/or nuisance animal species or involving mammal and bird species that are 
reservoirs for zoonotic diseases, the Secretary is authorized to cooperate with other Federal agencies, States, local 
jurisdictions, individuals, public and private agencies, organizations, and institutions. 
 
(THE FOLLOWING CITE IS OFTEN USED FOR AC PROGRAMS) 
 
Under the Animal Welfare Act (AWA) (7 USC §§ 2131 et. seq.), the Secretary is authorized to assure humane 
treatment and care for animals intended for use as pets, research, and exhibition and to cooperate with the officials 
of the various states or political subdivisions thereof in carrying out the purposes of this Act and of any State, local 
or municipal legislation or ordinance on the same subject. 
 
(THE FOLLOWING CITE IS OFTEN USED BY ALL APHIS PROGRAMS WHEN USING ONLY COOPERATIVE 
AGREEMENTS FOR THE ACTIVITIES SPECIFIED IN THE CITE.) 
 
Pursuant to 7 USC § 2279g, notwithstanding Chapter 63 of Title 31, APHIS is authorized to use cooperative 
agreements to reflect a relationship with a state or other cooperator to carry out programs to protect the nation's 
animal and plant resources or to carry out educational programs or special studies to improve the safety of the 
nation's food supply. 
 
(ADD OTHER AUTHORITIES AS APPROPRIATE FOR THE PROJECT, INCLUDING COOPERATOR’S 
AUTHORITY, IF PRACTICAL.) 
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[Code of Federal Regulations] 
[Title 7, Volume 1] 
[Revised as of January 1, 2010] 
From the U.S. Government Printing Office via GPO Access 
[CITE: 7CFR2.80] 
 
[Page 271-274] 
  
                          TITLE 7--AGRICULTURE 
  
PART 2_DELEGATIONS OF AUTHORITY BY THE SECRETARY OF AGRICULTURE AND 
GENERAL OFFICERS OF THE DEPARTMENT--Table of Contents 
  
Subpart N_Delegations of Authority by the Under Secretary for Marketing  
                         and Regulatory Programs 
  
Sec.  2.80  Administrator, Animal and Plant Health Inspection Service. 
 
    (a) Delegations. Pursuant to Sec.  2.22(a)(2) and (a)(6) through  
(a)(9), and subject to reservations in Sec.  2.22(b)(2), the following  
delegations of authority are made by the Under Secretary for Marketing  
and Regulatory Programs to the Administrator, Animal and Plant Health  
Inspection Service: Exercise functions of the Secretary of Agriculture  
under the following authorities: 
    (1) Administer the Foreign Service personnel system for employees of  
the Animal and Plant Health Inspection Service in accordance with 22  
U.S.C. 3922, except that this delegation does not include the authority  
to approve joint regulations issued by the Department of State relating  
to administration of the Foreign Service, nor an authority to represent  
the Department of Agriculture in interagency consultations and  
negotiations with the other foreign affairs agencies with respect to  
joint regulations. 
    (2) The Terminal Inspection Act, as amended (7 U.S.C. 166). 
    (3) The Honeybee Act, as amended (7 U.S.C. 281-286). 
    (4) Section 18 of the Federal Meat Inspection Act, as amended, as it  
pertains to the issuance of certificates of condition of live animals  
intended and offered for export (21 U.S.C. 618). 
    (5) The responsibilities of the United States under the  
International Plant Protection Convention. 
    (6) (Laboratory) Animal Welfare Act, as amended (7 U.S.C. 2131- 
2159). 
    (7) Horse Protection Act (15 U.S.C. 1821-1831). 
    (8) 28 Hour Law, as amended (49 U.S.C. 80502). 
    (9) Export Animal Accommodation Act, as amended (46 U.S.C. 3901- 
3902). 
    (10) Purebred animal duty-free-entry provision of Tariff Act of June  
17, 1930, as amended (19 U.S.C. 1202, part 1, Item 100.01). 
    (11) Virus-Serum-Toxin Act (21 U.S.C. 151-159). 
    (12) Conduct diagnostic and related activities necessary to prevent,  
detect, control or eradicate foot-and-mouth disease and other foreign  
animal diseases (21 U.S.C. 113a). 
    (13) The Agricultural Marketing Act of 1946, section 203, 205, as  
amended (7 U.S.C. 1622, 1624), with respect to voluntary inspection and  
certification of animal products; inspection, testing, treatment, and  
certification of animals; and a program to investigate and develop  
solutions to the problems resulting from the use of sulfonamides in  
swine. 
    (14) Talmadge-Aiken Act (7 U.S.C. 450) with respect to cooperation  
with States in control and eradication of plant and animal diseases and  
pests. 
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    (15) Defense Production Act of 1950, as amended (50 U.S.C. App. 2061  
et seq.), and title VI of the Robert T. Stafford Disaster Relief and  
Emergency Assistance Act (42 U.S.C. 5195 et seq.), relating to  
protection of livestock, poultry and crops and products thereof from  
biological and chemical warfare; and utilization or disposal of  
livestock and poultry exposed to radiation. 
    (16) The Federal Noxious Weed Act of 1974, as amended (7 U.S.C. 2801  
note; 2814). 
    (17) The Endangered Species Act of 1973 (16 U.S.C. 1531-1544). 
    (18) Executive Order 11987, 3 CFR, 1977 Comp., p. 116. 
 
[[Page 272]] 
 
    (19) Section 101(d), Organic Act of 1944 (7 U.S.C. 430). 
    (20) The Swine Health Protection Act, as amended (7 U.S.C. 3801- 
3813). 
    (21) Lacey Act Amendments of 1981, as amended (16 U.S.C. 3371-3378). 
    (22) Title III (and title IV to the extent that it relates to  
activities under title III) of the Federal Seed Act, as amended (7  
U.S.C. 1581-1610). 
    (23) Authority to prescribe the amounts of commuted traveltime  
allowances and the circumstances under which such allowances may be paid  
to employees covered by the Act of August 28, 1950 (7 U.S.C. 2260). 
    (24) Provide management support services for the Grain Inspection,  
Packers and Stockyards Administration, and the Agricultural Marketing  
Service as agreed upon by the agencies with authority to take actions  
required by law or regulation. As used herein, the term management  
support services includes budget, finance, personnel, procurement,  
property management, communications, paperwork management, and related  
administrative services. 
    (25) Coordinate the development and carrying out by Department  
agencies of all matters and functions pertaining to the Department's  
regulation of biotechnology, and act as liaison on all matters and  
functions pertaining to the regulation of biotechnology between agencies  
within the Department and between the Department and other governmental  
and private organizations. 
    (26) The Act of March 2, 1931 (7 U.S.C. 426-426b). 
    (27) The Act of December 22, 1987 (7 U.S.C. 426c). 
    (28) Authority to work with developed and transitional countries on  
agricultural and related research and extension, with respect to animal  
and plant health, including providing technical assistance, training,  
and advice to persons from such countries engaged in such activities and  
the stationing of scientists at national and international institutions  
in such countries (7 U.S.C. 3291(a)(3)). 
    (29) With respect to land and facilities under his or her authority,  
exercise the functions delegated to the Secretary by Executive Order  
12580, 3 CFR, 1987 Comp., p. 193, under the following provisions of the  
Comprehensive Environmental Response, Compensation, and Liability Act of  
1980 (``the Act''), as amended: 
    (i) Sections 104 (a), (b), and (c)(4) of the Act (42 U.S.C. 9604  
(a), (b), and (c)(4)), with respect to removal and remedial actions in  
the event of release or threatened release of a hazardous substance,  
pollutant, or contaminant into the environment; 
    (ii) Sections 104(e)-(h) of the Act (42 U.S.C. 9604(e)-(h)), with  
respect to information gathering and access requests and orders;  
compliance with Federal health and safety standards and wage and labor  
standards applicable to covered work; and emergency procurement powers; 
    (iii) Section 104(i)(11) of the Act (42 U.S.C. 9604(i)(11)), with  
respect to the reduction of exposure to significant risk to human  
health; 
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    (iv) Section 104(j) of the Act (42 U.S.C. 9604(j)), with respect to  
the acquisition of real property and interests in real property required  
to conduct a remedial action; 
    (v) The first two sentences of section 105(d) of the Act (42 U.S.C.  
9605(d)), with respect to petitions for preliminary assessment of a  
release or threatened release; 
    (vi) Section 105(f) of the Act (42 U.S.C. 9605(f)), with respect to  
consideration of the availability of qualified minority firms in  
awarding contracts, but excluding that portion of section 105(f)  
pertaining to the annual report to Congress; 
    (vii) Section 109 of the Act (42 U.S.C. 9609), with respect to the  
assessment of civil penalties for violations of section 122 of the Act  
(42 U.S.C. 9622), and the granting of awards to individuals providing  
information; 
    (viii) Section 111(f) of the Act (42 U.S.C. 9611(f)), with respect  
to the designation of officials who may obligate money in the Hazardous  
Substances Superfund; 
    (ix) Section 113(k) of the Act (42 U.S.C. 9613(k)), with respect to  
establishing an administrative record upon which to base the selection  
of a response action and identifying and notifying potentially  
responsible parties; 
 
[[Page 273]] 
 
    (x) Section 116(a) of the Act (42 U.S.C. 9616(a)), with respect to  
preliminary assessment and site inspection of facilities; 
    (xi) Sections 117 (a) and (c) of the Act (42 U.S.C. 9617 (a) and  
(c)), with respect to public participation in the preparation of any  
plan for remedial action and explanation of variances from the final  
remedial action plan for any remedial action or enforcement action,  
including any settlement or consent decree entered into; 
    (xii) Section 119 of the Act (42 U.S.C. 9119), with respect to  
indemnifying response action contractors; 
    (xiii) Section 121 of the Act (42 U.S.C. 9621), with respect to  
cleanup standards; and 
    (xiv) Section 122 of the Act (42 U.S.C. 9622), with respect to  
settlements, but excluding section 122(b)(1) of the Act (42 U.S.C.  
9622(b)(1)), related to mixed funding agreements. 
    (30) With respect to facilities and activities under his or her  
authority, to exercise the authority of the Secretary of Agriculture  
pursuant to section 1-102 related to compliance with applicable  
pollution control standards and section 1-601 of Executive Order 12088,  
3 CFR, 1978 Comp., p. 243, to enter into an inter-agency agreement with  
the United States Environmental Protection Agency, or an administrative  
consent order or a consent judgment in an appropriate State, interstate,  
or local agency, containing a plan and schedule to achieve and maintain  
compliance with applicable pollution control standards established  
pursuant to the following: 
    (i) Solid Waste Disposal Act, as amended by the Resource  
Conservation and Recovery Act, as further amended by the Hazardous and  
Solid Waste Amendments, and the Federal Facility Compliance Act (42  
U.S.C. 6901 et seq.); 
    (ii) Federal Water Pollution Prevention and Control Act, as amended  
(33 U.S.C. 1251 et seq.); 
    (iii) Safe Drinking Water Act, as amended (42 U.S.C. 300f et seq.); 
    (iv) Clean Air Act, as amended (42 U.S.C. 7401 et seq.); 
    (v) Noise Control Act of 1972, as amended (42 U.S.C. 4901 et seq.); 
    (vi) Toxic Substances Control Act, as amended (15 U.S.C. 2601 et  
seq.); 
    (vii) Federal Insecticide, Fungicide, and Rodenticide Act, as  
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amended (7 U.S.C. 136 et seq.); and 
    (viii) Comprehensive Environmental Response, Compensation, and  
Liability Act of 1980, as amended by the Superfund Amendments and  
Reauthorization Act of 1986 (42 U.S.C. 9601 et seq.). 
    (31) Authority to prescribe and collect fees under the Act of August  
31, 1951, as amended (31 U.S.C. 9701), and sections 2508 and 2509 of the  
Food, Agriculture, Conservation, and Trade Act of 1990 (21 U.S.C. 136,  
136a), as amended. 
    (32) The provisions of 35 U.S.C. 156. 
    (33) Enter into cooperative research and development agreements with  
industry, universities, and others; institute a cash award program to  
reward scientific, engineering, and technical personnel; award royalties  
to inventors; and retain and use royalty income (15 U.S.C. 3710a-3710c). 
    (34) The Alien Species Prevention and Enforcement Act of 1992 (39  
U.S.C. 3015 note). 
    (35) Sections 901-905 of the Federal Agriculture Improvement and  
Reform Act of 1996 (7 U.S.C. 1901 note). 
    (36) Plant Protection Act, as amended (7 U.S.C. 7701-7786). 
    (37) Animal Health Protection Act (7 U.S.C. 8301-8317). 
    (38) Section 10504 of the Farm Security and Rural Investment Act of  
2002 (7 U.S.C. 8318). 
    (39) Title V of the Agricultural Risk Protection Act of 2000 (7  
U.S.C. 2279e and 2279f). 
    (40) The responsibilities of the United States related to activities  
of the Office International des Epizooties. 
    (41) Public Health Security and Bioterrorism Preparedness and  
Response Act of 2002 (Title II, Subtitles B and C; of the Public Health  
Security and Bioterrorism Preparedness Response Act of 2002 (7 U.S.C.  
8401 note, 8401, 8411)). 
    (42) Implement the information disclosure authorities of section  
1619(b)(3)(A) of the Food, Conservation, and Energy Act of 2008 (7  
U.S.C. 8791(b)(3)(A)). 
    (43) Section 7524 of the Food, Conservation, and Energy Act of 2008  
(21 U.S.C. 113a note), except for the suspension, revocation, or other  
impairment of a permit issued under that section. 
 
[[Page 274]] 
 
    (44) Section 10202 of the Food, Conservation, and Energy Act of 2008  
(7 U.S.C. 7761). 
    (45) Section 10204 of the Food, Conservation, and Energy Act of 2008  
(7 U.S.C. 7701 note). 
    (46) Section 14216 of the Food, Conservation, and Energy Act of 2008  
(Pub. L. 110-246). 
    (b) Reservation. The following authority is reserved to the Under  
Secretary for Marketing and Regulatory Programs: The authority to make  
determinations under 35 U.S.C. 156 as to whether an applicant acted with  
due diligence. 
 
[60 FR 56393, Nov. 8, 1995, as amended at 61 FR 68541, Dec. 30, 1996; 65  
FR 49471, Aug. 14, 2000; 68 FR 27446, May 20, 2003; 70 FR 55706, Sept.  
23, 2005; 74 FR 3411, Jan. 21, 2009] 
 
 

Page 4 of 4

6/15/2011http://frwebgate.access.gpo.gov/cgi-bin/get-cfr.cgi
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GOVERNMENTWIDE NON-PROCUREMENT DEBARMENT AND SUSPENSION 
AND DISQUALIFICATION (DS&D) 

DEFINITIONS 
 
 
References: 
 

 2 CFR 180 OMB Guidelines to Agencies on Governmentwide Debarment and             
Suspension (Nonprocurement)   

 2 CFR 417 USDA Nonprocurement Debarment and Suspension (replaced 7 CFR 3017) 
 USDA, Office of the Chief Financial Officer, Nonprocurement Debarment, Suspension,and 

Disqualification Guidance (issuance pending) 

Agency: When used in Federal/OMB regulations, e.g., 2 CFR 180, refers to Department 
level. 

When used in USDA regulations, e.g., 2 CFR 417, can refer to Department and 
sub-agency (e.g., APHIS) level. 

Nonprocurement  
transaction  
(2 CFR 180.970):   Any transaction (except procurement contracts), including but not limited to the following: 

 Grants. 
 Cooperative agreements 
 Scholarships. 
 Fellowships 
 Contracts of assistance 
 Loans. 
 Loan guarantees 
 Subsidies 
 Insurances. 
 Payments for specified uses. 
 Donation agreements. 

A nonprocurement transaction at any tier does not require the transfer of Federal funds. 

Debarment: An action which excludes a person from participating in a covered transaction 
 
Suspension: An action that immediately prohibits a person from participating in a covered 

transaction for a temporary period, pending completion of an investigation and 
such legal, debarment, or civil remedies as may ensue. 

 
Disqualification:   An action which disqualifies a person from one program, group of programs, or 

all USDA or Federal programs. 
 
Person: An individual, corporation, partnership, association, unit of government, or legal 

entity, however, organized. 
 
Adequate Evidence:   Information sufficient to support a reasonable belief that a particular act or 

omission has occurred. 

Voluntary Exclusion:   Terms of a settlement agreement where a person agrees to be excluded.  It has a 
governmentwide effect.  (2 CFR 180.640) 



 
GOVERNMENTWIDE NON-PROCUREMENT DS&D 

DEFINITIONS - Continued 
 
 
Covered Transaction:  A transaction subject to the prohibitions in 7 CFR 417.  It can occur at the: 
 

 Primary tier – between a Federal agency and a person 
 Lower tier – between the recipient and another person 

 
 
Not Covered  
Transactions  
(2 CFR 180.215): A transaction that is: 

 A direct award to: 
 

 A foreign government or foreign governmental entity; 
  A public international organization; 
 An entity owned (in whole or in part) or controlled by a foreign 

government; or 
 Any other entity consisting wholly or partially of one or more foreign 

governments or foreign governmental entities. 
 

 A benefit to an individual as a personal entitlement, e.g., social security 
benefits (benefits received in an individual's business capacity are not 
excepted).  
 

 Federal employment. 
 

 A transaction that a Federal agency needs to respond to a national or 
agency-recognized emergency or disaster. 
 

 A permit, license, certificate or similar instrument issued as a means to 
regulate public health, safety or the environment, unless a Federal agency 
specifically designates it to be a covered transaction. 
 

 An incidental benefit that results from ordinary governmental operations. 
 

 Any other transaction if: 
 

 The application of an exclusion to the transaction is prohibited by 
law; or 

 A Federal agency's regulation exempts it from coverage under this 
part. 

 
 
 
 
 
 
 

 



GOVERNMENTWIDE NON-PROCUREMENT DS&D 
DEFINITIONS - Continued 

 
 
Not Covered  
Transaction under  
2 CFR 417.215: In addition to those listed in 2 CFR 180,215, USDA defines them as: 

 An entitlement or mandatory award required by a statute (primary and lower tier). 
 

 The export or substitution of Federal timber governed by the Forest Resources 
Conservation and Shortage Relief Act of 1990 
 

 The receipt of licenses, permits, certificates, and indemnification under regulatory 
programs conducted in the interest of public health and safety, and animal and plant 
health and safety. 
 

 The receipt of official grading and inspection services, animal damage control 
services, public health and safety inspection services, and animal and plant health 
and safety inspection services. 
 

 If the person is a State or local government, the provision of official grading and 
inspection services, animal damage control services, animal and plant health and 
safety inspection services. 
 

 The receipt of licenses, permits, or certificates under regulatory programs conducted 
in the interest of ensuring fair trade practices. 
 

 Permits, licenses, exchanges and other acquisitions of real property, rights of way, 
and easements under natural resource management programs. 
 

 Any transaction to be implemented outside the United States that is below the 
primary tier covered transaction in a USDA foreign assistance program. 
 

 Any transaction to be implemented outside the United States that is below the 
primary tier covered transaction in a USDA export credit guarantee program or 
direct credit program. 

Note:. A cause for suspension or debarment   may be based on the actions of a person 
with respect to a procurement or nonprocurement transaction under a USDA program 
even if such transaction has been excluded from covered transaction status.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



IMPOSING DEBARMENT VERSUS SUSPENSION 
 
 
Suspension is imposed: 
 

 First, after which the suspended person is promptly notified and given an opportunity to contest 
the suspension and have it lifted; 

 
 As a temporary status of ineligibility for procurement and non-procurement transactions, 

pending completion of an investigation or legal proceedings; and 
 

 Based on adequate evidence that there may be a cause for debarment of a person and that 
immediate action is necessary to protect the Federal interest. 

 
 
Debarment is imposed: 
 

 After giving a respondent notice of the action and an opportunity to contest the proposed 
debarment. 

 
 For a specified period as a final determination that a person is not presently responsible, and 

 
 Based on a preponderance of the evidence that a person has engaged in conduct that warrants 

a debarment. 
 

NOTE:   A cause for suspension or debarment may be based on the actions of a person with respect to a 
procurement or nonprocurement transaction under a USDA program even if such transaction has been 
excluded from covered transaction status.  

 



CAUSES FOR DEBARMENT AND SUSPENSION 
2 CFR 417.800 

 
A person can be debarred or suspended for acts of fraud or wrongdoing including: 
 

 Conviction of or civil judgment for: 
 

 Fraud 
 criminal offenses 
 violation of antitrust statutes 
 embezzlement 
 falsification or destruction of records 
 theft 
 forgery 
 bribery 
 false claims 
 receiving stolen property 
 obstruction of justice 

 
 tax evasion 
 
 false claims 

 
 other offenses indicating a lack of business integrity/honesty 

 
 Violation of a public agreement "so serious as to affect the integrity of an agency program", e.g., 

 
 willful failure to perform 
 history of unsatisfactory performance of one or more public agreements 
 willful violation of statutory or regulatory provisions 

 
 Knowingly doing business with debarred or suspended parties  
 
 Failure to pay a substantial single or number of outstanding debts 

 
 Violation of provisions of the Drug-Free Workplace Act of 1988 (41 U.S.C. 701) 

 
 A nonprocurement debarment by any Federal agency taken before March 1, 1989 

 
 A procurement debarment by any Federal agency taken pursuant to 48 CFR part 9, subpart 9.4, before 

August 25, 1995 
 

 Violation of a material provision of a voluntary exclusion agreement entered into under §180.640 or of any 
settlement of a debarment or suspension action 
 

 Any other cause of so serious or compelling a nature that it affects a person’s present 
responsibility 

 
 
 
 
 
 

 
 



DEBARMENT AND SUSPENSION 
 

GRANTEE/GRANTOR RESPONSIBILITIES 
 
Grantees (Recipients) must: 
 

 Notify the agency if any of the principals: 
 

 Are presently excluded or disqualified; 
 

 have been convicted within the preceding three years of any of the offenses listed in 
3017.800(a) or had a civil judgment rendered for any of the offenses within that time 
period; and /or 
 

 are presently indicted for or otherwise criminally or civilly charged by a governmental 
entity (Federal, state, or local) with commission of any of the offenses listed in 
3017.800.   

      
 Notify the agency if they or any of the principals at the next lower tier are presently excluded or 

disqualified (sub grants) 
 

 Not do business with a debarred or suspended person on covered transactions. 
 
 
APHIS must: 
 

 check the Excluded Parties List System (EPLS) to determine whether a person is excluded 
(www.epls.gov); 

 
 not knowingly enter into a grant with any barred or suspended Grantee; 

 
 prove that the Grantee knowingly did business with a debarred or suspended person in order to 

debar and suspend the Grantee; and/or 
 

 when justified for cause and based on the actions of a person, debar and/or suspend a person under a 
USDA program even if such transaction has been excluded from covered transaction status.  

 



 
EXCLUDED PARTIES LIST SYSTEM (EPLS)  

www.epls.gov 
 

 At a minimum, the EPLS indicates: 

 The full name (where available) and address of each excluded and disqualified person, in 

alphabetical order, with cross references if more than one name is involved in a single action; 

 The type of action; 

 The cause for the action; 

 The scope of the action; 

 Any termination date for the action; 

 The Federal agency 

 Name & telephone number of the agency point of contact for the action; and 

 The Dun and Bradstreet Number (DUNS), or other similar code approved by the GSA, of the 

excluded or disqualified person, if available. 

 Taxpayer Identification Number (TIN): 

 The EPLS database includes a field for the TIN (the social security number (SSN) for an 

individual) of an excluded or disqualified person. 

 Agencies disclose the SSN of an individual to verify the identity of an individual, only if 

permitted under the Privacy Act of 1974 and, if appropriate, the Computer Matching and 

Privacy Protection Act of 1988, as codified in 5 U.S.C. 552(a). 
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CHARACTERISTICS OF PREAGREEMENT COSTS 
 
 
Pre-award Costs: 
 

 Are incurred prior to the effective date of the sponsored agreement 
 

 Must be allowable if incurred after the effective date of the agreement.  
 

 must be justified and necessary to meet project targets 
 

 are unallowable unless approved by the sponsoring agency  
 

 Approvals must be in writing in advance 
 

 Include direct and indirect. 
 

 Acceptance of costs as part of an indirect cost rate constitutes approval of those costs. 
 

 If an audit reveals that costs approved by the awarding agency are otherwise not allowable (i.e., 
reasonable and necessary) the costs may then be disallowed. 

 
 No approvals may be given which are inconsistent with the purpose or the provisions of the grant. 

 
 
 
 
 
 



PROCESS FOR APPROVAL OF PRE-AWARD COSTS 
 
 
A written request, from the Grantee's authorized official is to:  
 

 be submitted to the ADO through the ADODR 
 

 specify a start date for expenditure that is not more than 90 days in advance of the effective date 
of the award 

 
 provide the reason it is necessary to start expending prior to award 

 
 
Costs must be approved: 
 

 per the provisions for allowable costs in: 
 
 7 CFR 3019.27 & 2 CFR 220, (OMB Circular A-21 for IHEs) 
 7 CFR 3019.27 & 2 CFR 230, (OMB Circular A-122 for Non-profits) 
 7 CFR 3016.22 & 2 CFR 225, (OMB Circular A-87 for State, Local, Tribal Governments) 

 
 in advance of their expenditure 

 
 in writing 

 
 by the ADO 

 
 after the E.O. 12372 Intergovernmental Review (60 days) by the SPOC has been satisfied or 

waived 
 

 at the Grantee's risk, always 
 

 and include the period during which they are incurred in the agreement funding period. 
 
The ADO is to:  
 

 approve/disapprove 
 

 state a specific spending limit of the funds to be expended under this temporary arrangement 
 

 inform Grantee that reimbursement of pre-agreement costs is contingent upon full execution of 
the Grant 

 
 ensure that the 90-day limit is not exceeded when approving the request 

 
 ensure that the project start date in the Notice of Award is the same as the start date of the pre-

award costs authorized in the pre-award letter 
 

 ensure that pre-agreement costs are part of the total funding award as granted in the Notice of 
Award 

 
 ensure that the agreement is signed in the same fiscal year as the pre-award costs are incurred. 

 
 
 
   



ELEMENTS OF A PRE-AWARD LETTER 

 

A pre-award letter is to: 

 Be addressed to the APHIS Authorized Departmental Officer (ADO) as awarding 
official; 

 
 Be routed to the ADO through the Authorized Departmental Officer’s Designated 

Representative (ADODR) for preliminary review and concurrence; 
 
 Contain the date it is necessary to start work/obligation of funds; 

 
 Contain the projected amount to be obligated during the pre-award period and 

include a schedule supporting anticipated needs when reasonable for the amount 
proposed and when required by the ADO; 

 
 Include a programmatic justification demonstrating the need to start obligating 

funds before the agreement is signed; 
 
 Contain a statement agreeing to adhere to and referencing the regulations 

applicable to federal assistance; 
 
 Contain a statement acknowledging APHIS’ lack of obligation to provide funding 

in the event an award is not made or is for a lesser amount than anticipated. 
 

 Be concurred by the ADODR, financial staff, and program managers, when 
applicable. 
 

 Be approved by the ADO (awarding official). 

 



EXHIBIT 4‐22 
Page 1 of 1 

SAMPLE PRE‐AWARD LETTER FROM A COOPERATOR 

March 27, 2011 
TO:    APHIS ADO (Insert Name of Awarding/Signatory Official) 

THROUGH:  APHIS ADODR 

Dear (Insert name of ADO): 

Your concurrence is requested to allow pre‐award costs in the amount of $607,000 to begin work on (upon date of your 
approval of this request/ or specify date) on the Southeastern Boll Weevil Eradication Program in Region III of Mississippi.  It 
is necessary to rent three offices for work units and to hire Field Unit Supervisors as soon as possible to be ready to provide 
eradication services in the early fall of this year.  Personnel will require training in contract administration and chemical 
application prior to first treatments of fields, expected in early August.  Cotton fields must be located, and coordination must 
be developed between Foundation employees and growers participating in the eradication effort.   

Costs incurred prior to the signing of the Notice of Cooperative Agreement Award will not exceed one‐fourth ($607,000) of 
the total Federal funds ($2,428,000) to be requested on the Application for Federal Assistance, SF‐424.  Enclosed is a 
schedule supporting anticipated needs for and use of the pre‐award amount of $607,000.   
 
I agree to manage the eradication program funded by Federal money in accordance with Title 7 Code of Federal Regulations 
Part 3016 and/or Part 3019, whichever is applicable; the associated OMB Guidance at Title 2 of the Code of Federal 
Regulations; and all other applicable laws, regulations, and guidelines. 
 
I understand that APHIS is under no obligation, in the absence of appropriations, if the award is not made, or if an award is 
made for a lesser amount than expected. 
 
Sincerely, 
 
   /s/ 
 
Insert name of Cooperator’s signatory official 
Insert title of Cooperator’s signatory official 
 
APHIS concurs and approves this request as indicated by the signatures below: 
 
Concurrences:       _______________________________________________________ 
    ADODR Name          Date 
 
    ________________________________________________________ 
    Regional Budget Officer (if applicable)     Date 
 
    ________________________________________________________ 
    Program Financial Manager        Date 
    (Required if agreement is signed by the Program Deputy Administrator or APHIS Administrator) 
 
    ________________________________________________________ 
    MRPBS, FMD          Date 
    (Required if agreement is signed by the Program Deputy Administrator or APHIS Administrator) 
     
Approved:  ________________________________________________________ 
    APHIS ADO          Date 
cc: 
ADO file 
ADODR 
MRPBS, FMD, FSB, ASC; Riverdale, MD  (when applicable) 
MRPBS, FMD, FOB, Payments Team, Minneapolis, MN 
Program Financial Manager (when applicable) 
Budget Analyst(s) 
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Transparency Act
Subaward Reporting and Executive Compensation

June 2011

Overview

• Transparency Act background

• What new reporting is required?

• Who is responsible for reporting?

• When does reporting begin?

• How do I report?

• What is FSRS?

• How long do I have to report?

• Summary

2

The Federal Funding Accountability 
and Transparency Act (FFATA) of 2006 
and subsequent 2008 amendments: 

• Requires information disclosure of entities receiving Federal funding 
through Federal awards such as Federal contracts and their sub‐
contracts and Federal grants and their sub‐grants

• Requires disclosure of executive compensation for certain entities

• Requires the establishment of a publicly available, searchable 
website that contains information about each Federal award 
(USAspending.gov)

• Requires agencies to comply with OMB guidance and instructions 
and assist OMB in implementation of website

3



2

What new reporting is required?

• Prime contract awardees of contracts $25K or more must 
report associated contract subawards
– Data collection was phased in with all required contract 

subawards reporting in March 2011 (see slide 6 for more details)

• Prime grant awardees of grants $25K or more must report 
associated grant subawards

• Executive compensation information for awardees

NOTE: Classified information remains exempt from the prime 
and subaward reporting requirement

4

Who is responsible for reporting?

• Agencies must report prime award 
information

• Prime awardees must report subaward 
information

5

When does reporting begin? 

• Contracts subward (sub‐contracts only) reporting 
requirement was phased in:
– Phase 1: Reporting subawards of prime awards valued greater 

than $20M began in July 2010
– Phase 2: Reporting subawards of prime awards valued greater 

than $550K began on October 1, 2010
– Phase 3: Reporting subawards of prime awards valued at $25K 

or more began on March 1, 2011

• Grants subaward (sub‐grants only) reporting is required for 
all awards made on or after October 1, 2010 for all prime 
grant awards $25K or more
– FSRS reporting began on October 29, 2010

6
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How do I report?

• Agencies must report prime grant award information through the Federal 
Assistance Award Database System Plus format (FAADS+) 
– OMB Memo 09‐19

• Agencies must report prime contract award information through the 
Federal Procurement Data System – Next Generation (FPDS‐NG)

• Prime contract and grant awardees must report subaward information 
through the FFATA SubAward Reporting Systems (FSRS)

• Prime contract and grant awardees must register with the Central 
Contractor Registry (CCR)

• If required, prime contract and grant awardees must report executive 
compensation through CCR

7

What is FSRS?

FSRS is the FFATA Subaward Reporting System and can be found at www.fsrs.gov. Its functions include:

•Currently collects subcontract award information from prime awardees

•As of October 29th FSRS, collects subgrant award information

•Supports CSV “batch” inputs and XML inputs

• Pre‐populates prime award information.  Prime awardees enter following sub‐award information if not pre‐
populated:

–Name of entity receiving award

–DBA name (Grants)

–Amount of award

–Subcontract/Subcontract Number

–Funding agency

–CFDA Number (Grants)

• Leveraging Electronic Subcontract Reporting System (eSRS) so you do not need to re‐register if you have an 
existing account in eSRS. 

8

–NAICS (Contracts)
–Treasury Account Symbol (Contracts)
–Award title descriptive of the purpose of the funding action
–Location of the entity (including congressional district)
–Place of performance (including congressional district)
–Unique identifier (e.g., DUNS) of the entity and its parent and DUNS +4 (Grants)
–Total compensation and names of top five executives

How long do I have to report?

All awardees must report by the end of 
the month following the month the 
award or obligation was made

• For example, if an award is made on October 
10, 2010 the awardee would have until 
November 30, 2010 to report the award – all 
awards made during October will have until 
November 30, 2010 to report

9
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Summary
Who? Reports what? How?

Agency Prime award information for awards $25K 
or more

FAADS+ for grants, FPDS‐NG 
for contracts

Prime contract
awardee

Company information
Executive compensation
Contract subaward for awards $25K or 
more

CCR
CCR or FSRS*
FSRS

Prime grant 
awardee

Company information
Executive compensation
Grant subaward information for awards 
$25K or more

CCR
CCR or FSRS*
FSRS

10

*   If executive compensation is not found in CCR it can be supplied through FSRS

Other guidance and documents help 
implement FFATA reporting 

requirements.

• The Office of Management & Budget has issued guidance related to Open Government and 
Transparency to include the April 6, 2010 memo requiring the reporting of first‐tier subawards:

– http://www.whitehouse.gov/sites/default/files/omb/assets/open_gov/OpenGovernmentDirective_04062010.pdf

• Section 52.204‐10 Reporting Executive Compensation and First‐Tier Subcontract Awards.  
Contains information on the FFATA reporting requirements for Federal contracts.  

– https://www.acquisition.gov/far/loadmainre.html,  Section 52.204‐10 Reporting Executive Compensation and First‐
Tier Subcontract Awards. 

• On August 27, 2010, OMB issued guidance to federal agencies on implementation of the FFATA 
executive compensation and subaward reporting.

– https://www.fsrs.gov/documents/OMB_Guidance_on_FFATA_Subaward_and_Executive_Compensation_Reporting_082
72010.pdf

11

Questions or Comments

Federal Spending Transparency:

www.USASpending.gov

OMB's website for Federal Spending Transparency: 

www.whitehouse.gov/omb/open

FFATA Sub‐award Reporting System

www.fsrs.gov

OCFO: Tysonwhitney@cfo.usda.gov

(202) 720‐8978

12
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What forms are required when 
entering into a Cooperative 

Agreement or Grant? And where 
can I find them?

*Required when there is a change in scope of the project 
**Required if total amount of award exceeds $100,000
***Abbreviated to document change in date, amount of 
funding, etc.

 
Awards Phase 

 
           Recipient 

 
    APHIS 

 
Preaward 

 
. SF-424 Application 
. SF-424A Budget 
. SF-424B Assurances 
. Workplan, Financial Plan 
. Indirect Cost Rate Agreement     
(if applicable) 
. E.O. 12372 Clearance (SPOC)    
Letter (if applicable) 
. Cert.. Regarding Lobbying .** 
. SF-LLL (Lobbying)** 
. APHIS 63 
. Preaward Letter 
. Supplemental Cooperator    
  Information Sheet 

 
 

 
Award 

 
 

 
. Notice of 
  Award 
. Designation 
  of ADODR 

 
Revision 
 

 
Must submit any document that 
is changed: 
. SF-424 Application *** 
. SF-424A Budget 
. Workplan *** 
. EO 12372 Clearance (SPOC)   
  Letter* 
  If revision amount changes an     
award to over $100,000, then 
. Anti-Lobby Cert.  
. SF-LLL 

 
. Revision to 
  the Notice of 
  Award for 
  Articles 
  which change. 
 

 
Continuation 
of Award into 
New Funding  
Period 

 
. SF-424 Application 
. SF-424A. SF-424B 
. Workplan. Indirect Cost      
  Agreement* 
. E.O. 12372 Clearance (SPOC)   
  Letter 
 . Cert. Regarding Lobbying ** 
. SF-LLL (Lobbying)** 

 
. Notice of 
  Award 
. Designation 
  of ADODR 
 

 
Post Award 
 

 
. Request for Advance/ 
  Reimbursement (SF-270) 
. Financial Report (SF-425) 
. Progress Report 
. Inventory Report 

 
. Closeout (Interim 
and Final) 
.  ADODR Summary    
Evaluation to ADO 
(Annual) 

Agreement No.:_________________________________ 
Accounting Code:  ______________________________ 
 

Checklist of Documents for Making Award Designations 
 
Before Award, ensure these documents have been received: 
 
_____ Decision Form 
 
_____ Preaward Letter, if applicable 
 
*____ Work Plan(s)/Project Proposal(s) 
 
*____ Budget(s) 
 
_____ APHIS-63 (New agreements only, to be prepared and submitted to ADO by   
            ADODR) 
 
*____ Notice of Award (NOA)            
 
*____ SF-424 
 
*____ SF-424A 
 
_____ SF-424B  
 
_____ Negotiated Indirect Cost Rate Agreement  
 (Copy required whenever indirect costs are assessed in budget) 
 
_____ SF-LLL, Disclosure of Lobbying Activities (Awards > $100,000) 
 
_____ Lobbying Certification Form (Awards > $100,000)     
 
*____ Intergovernmental Review Process Letter from SPOC, if applicable 
 
After Award, ADO issues: 
 
_____ Letter to Cooperator designating ADODR 
 (If not done in “APHIS Agrees” article of Agreement) 
 
_____ Letter to ADODR advising of the designation and the associated responsibilities 
 
*For revisions, only these documents are required:  SF-424, SF-424A, and Budgets are required 
only when there are changes in the funding levels or categories of cost.  SPOC review is required 
only if the scope of the agreement changes. 
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Pre-Award 
Decision Template

History and Purpose: 
When the change in Administration took place, originally, 
it was requested by the Office of the Secretary (OSEC) 
that they wanted a list of ALL agreements before they 
could be approved and executed. 

A compromise was made, in an effort to save the time 
and manpower it would take for the approval of each 
agreement under OSEC’s approval process.  

It was decided that APHIS could approve their 
agreements on the Agency level.  

For APHIS the Decision Template was created which 
included all the information that was originally requested 
to be given to OSEC. While each program may handle 
the process a little differently, the decision template was 
created for APHIS to have a uniform format that all 
Programs can use.

Approved and signed by Awarding official, ADO &ADODR

Pre‐award costs should not be approved without this 
completed form.

Purpose:
If it is determined that there is not enough time to get 
an Agreement executed for the Cooperator needs 
to start incurring expenditures, the Cooperator
may decide to submit a pre-award request 
letter to the ADO for up to 25% of the 
anticipated award amount.  It must be Concurred 
by the Agreement Specialist, ADODR, and ADO. APHIS
And the Cooperator have up to 90 days to get the
Agreement executed. 

The submission and approval of the letter is with 
the understanding that APHIS is under no 
obligation, in the absence of appropriations, 
if the award is not made, or if an award is made 
for a lesser amount than expected.

Anita Ridley will be going over a new version 
of the letter during her presentation of the 
review and approval process.

Pre-Award
Pre-Award Request Letter

Pre-Award 
Application Forms (SF-424,a,b)

SF-424- Application
SF-424A- Budget
SF-424B- Assurances

Can be found at:
http://www.aphis.usda.gov/mrpbs/forms/index.shtml

or
http://www.aphis.usda.gov/mrpbs/forms/grants.shtml

*If you go to APHIS’ Homepage, and type “forms” 
in the search box. Click on the first search result 
and it will bring you to a list of all the types of 
forms. These pre-award forms are Standard Forms 
(SF)
Supplemental Information as required to comply 
with the Federal Funding Accountability and 
Transparency Act (FFATA)
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Pre-Award 
Negotiated Indirect Cost Rate Agreement

Must be requested from Cooperator (unless 
already provided, APHIS Agreements 
Specialist will usually request this along with 
any other necessary documents for the 
Award of an Agreement).  

A copy is required whenever indirect costs 
are assessed in the budget for the 
agreement.

Must always be signed by BOTH parties: 
By APHIS and by Cooperator

**Eileen Berke and Kris Caraher will be going over 
this more in detail later on in the presentation



6/15/2011

8

Pre-Award 
SPOC Intergovernmental Review Process Letter

A SPOC is an individual within a state government 
structure, often residing in the Governor's office, 
that serves as a point of contact for the state's review 
of federal projects for which awards are anticipated.  

For those applicants that have this process in their state, 
submit your application to the SPOC simultaneously to 
submitting to APHIS. A copy of the SPOC receipt and 
approval letter will be required at the time the 
award is made.

A chart indicating the states that require review of 
APHIS programs, and the names and telephone numbers
For the point of contacts can be found in the toolkit 
under “EO12372, APHIS-Specific Information:”

http://www.aphis.usda.gov/mrpbs/fmd/toolkit.shtml
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____________________________________________
Only if there is lobbying to disclose:
SF-LLL form can be found at:

http://www.aphis.usda.gov/mrpbs/forms/sf.shtml
or
http://www.aphis.usda.gov/mrpbs/forms/grants.shtml

*If you go to APHIS’ Homepage, and type “forms” 
in the search box.  Click on the first search result 
and it will bring you to a list of all the types of forms. 

These type of form is a Standard Form (SF)

_________________________________________________
Required for all awards over $100,000
Certification Regarding Lobbying to certify 
against involvement for conflict of interest can 
be found at:

http://www.aphis.usda.gov/mrpbs/forms/grants.shtml

Pre-Award 
Lobbying (Awards > $100,000)



6/15/2011

10

Purpose: Via APHIS policy, this form must be filled out 
to provide justification for non- competition/posting 
on grants.gov.

This form can be found at:
http://www.aphis.usda.gov/mrpbs/forms/aphis.shtml

APHIS internal form that has to be completed before 
NEW agreements can be put into place. 

Does not have to be completed for a continuation 
of an award, unless the scope of the project 
changes and the award is again considered “new” 
and given a new agreement number.

Signed by ADODR as requisitioner, then ADODR 
submits to ADO to sign as approving official.

**Anita Ridley will be going over this more later in the 
review and approval process.

Pre-Award 
APHIS-63 Form

USDA-APHIS 
INSTRUCTIONS: Prepare in triplicate.  Send the original to your 
Departmental Officer (Regional Directors: Directors of NPPS: Director and 
Assistant Deputy Administrator. AHP) Send one copy to the Budget and 
Accounting Division, retain one copy for your files. 

Justification for Non-Competitive 
Federal Assistance 

RECOMMENDATION (negotiate only with the following) 

 
For  (description of supply or service) AGREEMENT/GRANT NO. ESTIMATED COST 

   
Before requesting this non-competitive Federal Assistance, the following factors were considered and the following 
responses and narrative justification are provided to support this request.  For each item, “X” one column only indicating 
yes or no.  Provide narrative responses for all “Yes” answers and attach to this form.  Cite item number. 

YES NO 

1. Is the item a patented, copyrighted or licensed item?  If so, how is this material to your justification?   

2. 
Does the applicant have a capability which is important to the specific effort and one that makes him clearly 
more desirable than another firm in the same general field?  Explain.   

3. 
Does the applicant possess prior experience, of a highly specialized nature, not possessed by others, which is 
vital to the proposed effort?  How was this determined?  Describe specialized experience.   

4. Does the proposed applicant have personnel considered predominant experts in the particular field?  In what 
respect?  How was this determined?   

5. Does the applicant have facilities and test equipment which are specialized and vital to the effort?  Describe.   

6. Does the applicant have a substantial investment of some kind which would have to be duplicated at 
Government expense by another firm entering the field?  Explain.   

7. If schedules are involved and are critical, can the selected applicant best meet them?  Explain.   

8. If lack of drawings or specifications are guiding factors, is the proposed applicant best able to perform under 
these conditions?  Explain.   

9. Is the effort a continuation of a previous effort performed by the proposed applicant?  Explain.   

10. Are there any unique factors to be considered?  Describe.   

11. 
Has this item or service been awarded previously?  If so, what prior steps were taken to make this assistance 
award a competitive one?   

12. 
Does this request represent an acceptance of an unsolicited proposal?  If affirmative, how was proprietary 
information treated?  What factors preclude competitive solicitations for same or similar results?   

13. 
WHAT STEPS ARE TO BE TAKEN (data, tooling, etc.) IN THIS AWARD TO INSURE THAT THE NEXT ASSISTANCE AWARD (if 
any) WILL BE PLACED ON A COMPETITIVE BASIS. 

  
 

14. CERTIFICATION 
I hereby certify that to the best of my knowledge, no other item/service will reasonably substitute for the requested item or service. 

NAME AND TITLE OF REQUISITIONER (type or print) SIGNATURE DATE SIGNED 

   

  CONCUR 
NAME AND TITLE OF APPROVING OFFICAL  SIGNATURE DATE SIGNED 
(type or print) 

    DO NOT    
      CONCUR 

 

 APHIS FORM 63 
      (OCT 82) 



6/15/2011

11

Pre-Award 
Supplemental Cooperator Information Sheet

Purpose: To provide APHIS’ agreement specialist with 
the necessary information to enter the agreement
Into the ACMS database and obligate funds. This 
form came to be by APHIS in interim while OMB is 
updating the forms.

This form is sent to the Cooperator by the APHIS 
Agreements Specialist for completion.

Pre-Award 
ADODR Designation Letter

Purpose: This letter, signed by the ADO for 
the agreement, is created by the APHIS’ 
Agreements Specialist to formally designate 
the ADODR and outline his/her roles and 
responsibilities regarding the award.  
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Post-Award 
SF-270 Request for Advance 

or Reimbursement

SF-270 form can be found at:

http://www.whitehouse.gov/omb/grants_forms/

This form is completed by the Cooperator for the 
Advance or Reimbursement of Funds.

ADODR must sign and approve form before 
payment will be made.
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Post-Award 
FEDERAL FINANCIAL REPORT (SF-425)

SF-425 form can be found at:

http://www.whitehouse.gov/omb/grants_forms/

This form is completed by the Cooperator  to report 
the  financial status of the agreement. 

Post-Award 
Notice of Deobligation

Purpose:

Once APHIS ASC receives a “FINAL” SF-425, the 
remaining Unobligated Balance of Federal funds, 
(line 10, h.), will be subject to deobligation by APHIS.

*Once the period of performance has expired, if an 
unobligated balance remains, APHIS will issue a 
deobligation letter within 30 days.  The letter will state 
our intent to deobligate any remaining unobligated 
balance on this agreement.

Once the letter is sent to the Cooperator, if there is a 
need to submit a corrected SF-425, it must be 
received by APHIS within 14 days of the date of the 
letter.
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(Insert Cooperator addressee’s name)      Page 2 
 
 
 
 

FOR USDA, APHIS USE ONLY 
 
 
Deobligation Notice to Financial Services Division, Minneapolis Financial Service 
Branch, Payments Team:  Please take action to deobligate the amount(s) reflected below for 
Agreement No. (Insert number).  A printed screen 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.  Accounting 
information is provided below: 
 
Budget Object Class Code:  (Insert code) 
Accounting Code(s) & Deobligation Amount(s): (Insert amounts with corresponding codes) 
 
 
Signature:_________________________________________________      
   
                (Insert typed  name of Agreements Specialist)  Date 
 
 
 
 
 
 
 

If you have any further questions about this 
presentation once the other forms in the chart
have been presented in more detail, please 
feel free to contact me at the phone number 
or e-mail address below:
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EXHIBIT 4-14? 
Page  1 of ? 

 
OFFICE OF THE ADMINISTRATOR 

REVIEW AND APPROVAL PROCESS  
FOR  

NEW, REVISED, AND CONTINUED COOPERATIVE AGREEMENTS AND GRANTS 
AGENCY LEVEL PROGRAMS   1/ 

 
(Refer to the Glossary for definitions of acronyms and terms.) 

 
 
Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
1 

 
Appoint and notify an ADODR.  Notify the ASC Analyst (via the 
ADODR, if convenient).     

 
ADO 

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
2 

 
Prepare, for the signature of the ADO, an ADODR designation letter 
outlining responsibilities.  Provide a copy to the ADODR and  review 
the content with any new ADODR.  Notify the ADODR that the 
original will be forwarded once signed along with a copy of the signed 
agreement.  

 
ASC Analyst 

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
3 

 
As required, submit a list of agreements to be funded to the FMD, 
BESB.   3/ 
 
Revisions that broaden the scope and adjust the funding are subject to 
this process.  As required, submit a list of agreements to be revised to 
the ODA. 

 
ADODR 

 
At least 4 
months prior to 
project start 
date                      

 
4 

 
Consolidate ADODR requests and submit to the Administrator for 
approval. 

 
BESB 

 
At least 3 
months prior to 
project start 
date. 

 

5 

 
For new agreements, determine program and administrative authority 
for entering into an agreement for the proposed activity and verify with 
the ADO, as needed. 

 

Skip this step for revision and continuations unless changes in the 
original agreement add activities that could be outside the scope of the 
authority. 

 
ADODR and ASC 
Analyst  

 
Upon 
considering a 
program for 
funding and 
prior to 
negotiating an 
agreement 

 

6 

 
Develop and post an announcement to grants.gov, if competition is 
applicable. 

 
ADODR and  ASC 
Analyst 

 
Upon 
considering a 
program for 
funding 

 

7 

 
Determine whether the applicant is debarred or suspended.  If “no”, 
proceed to the next step.  If “yes”, stop.  We are prohibited from 
entering into an agreement with that applicant.  Refer to 2 CFR 417.215 
for exclusions, i.e., for not covered transactions. 
 
Skip this step for revisions only. 

 
ADODR and ASC 
Analyst 

 
1 work day and 
prior to 
entering into 
negotiations 
with an 
applicant   
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
8 

 
Negotiate and develop a work plan and financial plan and negotiate the 
terms and conditions of the Notice of Award, or changes thereto for 
revisions and continuations. 

 
ADODR and  
ROAR 

 
As needed     3/    

 
9 

 
Submit the work plan and financial plan to the SPOC, if applicable to 
CFDA No. 10.025, along with any other forms required by the state’s 
SPOC.  If the work plan and financial plan are not sufficiently finalized, 
this part of the process would occur later (see Step 20).   
 
For revisions and continuations, review the SPOC response in the initial 
year of the agreement to determine whether the review and clearance 
was (1) applicable to the current year or life of the project or (2) waived 
for the current year or life of the project.  Depending on the response, 
this step might not be necessary for these two actions. 

 
ROAR 
 
 
 
 
ADODR and ASC 
Analyst  verify 
SPOC intent. 

 
For new 
agreements, 65 
Calendar days. 
 
For revisions 
and 
continuations, 
35 calendar 
days 

 
10 

 
If necessary, obtain written approval from the ADO through the 
ADODR/ASC to incur pre-award costs.  Approval is granted only if EO 
12372 Intergovernmental Review of 10.025 is not required by the 
SPOC or it has been completed. 

 
ROAR 

 
Before work 
commences          

 
11 

 
Submit the draft work plan and financial plan to the ASC Analyst for 
review. 

 
ADODR 

 
As needed    3/     

 
12 

 
Review the work plan and financial plan for adequacy, completeness, 
and compliance with authorities, regulations, and policies.  Clear up any 
issues with the ADODR.  Steps 8, 11, and 12 will be repeated, if 
needed.  Prepare the Notice of Award.  When applicable, coordinate 
review of the draft work plans and financial plan by the NPM. 
Otherwise, proceed to Step 14. 
 

 
ASC Analyst 

 

 
10 work days       

 
13 

 
Review draft work and financial plans and notify the ASC Analyst of 
any changes to/approval of the drafts. 

 
NPM  4/ 

 
5 work days 

 
1413 

 
If necessary, coordinate  review and comment by the ITD and LPA; 
and.   5/ 

 
ASC Analyst 
 

 
5 workdays          

 
1514 

 
If necessary, coordinate the OGC review and comment of the final 
draft: and.    6/ 

 
ASC Analyst 

 
3 - 6 months        

 
1615 

 
If necessary, coordinate the DOS review and comment. 

 
OGC  

 
6-12 months       

 
1716 

 
Incorporate changes from the headquarters review parties.   
Resolve any conflicts in the parties’ comments, and submit to the 
ADODR for concurrence. 

 
ASC Analyst  

 
As needed            

 
1617 

 
Review changes, if any, resulting from headquarters review; and obtain 
the applicant’s/recipient/s  concurrence.  If changes are not accepted or 
are countered with alternatives, Steps 8 and 11-17 will be repeated, as 
needed.  Notify the ASC of concurrence. 
 

 
ADODR 

 
As needed   3/ 
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
1918 

 
Upon obtaining concurrence for any changes from the ADODR, 
finalize the agreement package and submit it to the recipient for 
signature. 
 

 
ASC Analyst 

 
5 workdays          

 
2019 

 
Submit the application package to the SPOC, if applicable to CFDA 
No. 10.025 and the process was not completed at Step 9. 

 
ROAR 

 
Refer to Step 8    

 
2120 

 
Submit all required documents to the ASC for signature.  

 
ROAR 

 
10 workdays        

 
2221 

 
Prepare an APHIS-16R to route for required approvals to the ADO for 
signature. 

 
ASC Analyst 

 
Upon receipt. 

 
2322 

 
Return the signed agreement to the ASC Analyst for distribution. 

 
ADO 

 
5 work days 

 
2423 

 
Enter the agreement into ACMS and distribute a copy to the ADODR, 
recipient, budget analyst(s), and Minneapolis FOB (with printed ACMS 
data entry screen for obligation).  Retain the original in the ADO file.  
The signed ADODR letter can be distributed at this point as follows:  
original to the ADODR and a copy to the remaining parties and ADO 
file.  

 
ASC Analyst 

 
1 work day 

 
 

1/    This chart pertains only to agreements that originate in Headquarters for the Office of the Administrator.  For 
agreements that originate in the Programs or in the field that must be signed by the Administrator, refer to the exhibit 
for the particular Program 

 
2/    This process can include additional documentation such as a Decision Template prepared for each proposed agreement, 

if required due to current Departmental policy and guidance provided by APHIS Management. 
 
3/    This timeframe must take into consideration the required project start date and the timeframes required to 

complete all steps necessary for full execution (signature) of the agreement prior to commencement of 
program activities and expenditures. 

 
4/    The NPM and ADODR, in some situations, is the same person.  If so, Steps 5-8, 11 and 13 would be 

performed simultaneously followed by Steps 9-10, 12, and 14-24 respectively. 
 
5/    ITD review is required if computers, databases, software, telephones, cell phones, radios, or other information 

technology components are involved.  LPA review is required if publications, audio/visuals, Freedom of Information 
Act, and Privacy Act components are included. 

 
6/    Drafts submitted to OGC are to be in the final APHIS version, i.e., all interested APHIS parties are to review and 

provide/incorporate agreed to changes prior to submitting the document for review.
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EXHIBIT 4-10? 
Page  1 of ? 

 
ANIMAL CARE 

REVIEW AND APPROVAL PROCESS  
FOR  

NEW, REVISED, AND CONTINUED COOPERATIVE AGREEMENTS AND GRANTS 
HEADQUARTERS AND REGIONAL PROGRAMS 

 
(Refer to the Glossary for definitions of acronyms and terms.) 

 
 
Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
1 

 
Appoint and notify an ADODR.  Notify the ASC Analyst (via the 
ADODR, if convenient).     

 
ADO 

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
2 

 
Prepare, for the signature of the ADO, an ADODR designation letter 
outlining responsibilities.  Provide a copy to the ADODR and review 
the content with any new ADODR.  Notify the ADODR that the 
original will be forwarded once signed along with a copy of the signed 
agreement.  

 
ASC Analyst 

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
3 

 
As required, submit a list of agreements to be funded to the RMS staff 
through the Regional Director (when a Regional agreement) for the 
approval.   1/ 
 
Revisions that broaden the scope and adjust the funding are subject to 
this process.  As required, submit a list of agreements to be revised to 
the RMS through the Regional Director (when a Regional agreement.) 

 
ADODR 

 
At least 4 
months prior to 
project start 
date                      

 

4 

 
For new agreements, determine program and administrative authority 
for entering into an agreement for the proposed activity and verify with 
the ADO, as needed. 

 

Skip this step for revision and continuations unless changes in the 
original agreement add activities that could be outside the scope of the 
authority. 

 
ADODR, RMS 
Liaison,  and ASC 
Analyst  

 
Upon 
considering a 
program for 
funding and 
prior to 
negotiating an 
agreement 

 

5 

 
Develop and post an announcement to grants.gov, if competition is 
applicable.  Prior to posting, obtain review and approval of the Program 
Unit IT Officer and ITD.  3/  If a project is not competed, this will be 
accomplished in a later step. 

 
ADODR, RMS 
Liaison, and  ASC 
Analyst 

 
Upon 
considering a 
program for 
funding 

 

6 

 
Determine whether the applicant is debarred or suspended.  If “no”, 
proceed to the next step.  If “yes”, stop.  We are prohibited from 
entering into an agreement with that applicant.  Refer to 2 CFR 417.215 
for exclusions, i.e., for not covered transactions. 
 
Skip this step for revisions only. 

 
ADODR, RMS 
Liaison, and ASC 
Analyst 

 
1 work day and 
prior to 
entering into 
negotiations 
with an 
applicant   

 
7 

 
Negotiate and develop a work plan and financial plan and negotiate the 
terms and conditions of the Notice of Award, or changes thereto for 

 
ADODR and  
ROAR 

 
As needed     2/    
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

revisions and continuations. 

 
8 

 
Submit the work plan and financial plan to the SPOC, if applicable to 
CFDA No. 10.025, along with any other forms required by the state’s 
SPOC.  If the work plan and financial plan are not sufficiently finalized, 
this part of the process would occur later (see Step 18).   
 
For revisions and continuations, review the SPOC response in the initial 
year of the agreement to determine whether the review and clearance 
was (1) applicable to the current year or life of the project or (2) waived 
for the current year or life of the project.  Depending on the response, 
this step might not be necessary for these two actions. 

 
ROAR 
 
 
 
 
ADODR and ASC 
Analyst  verify 
SPOC intent. 

 
For new 
agreements, 65 
Calendar days. 
 
For revisions 
and 
continuations, 
35 calendar 
days 

 
9 

 
If necessary, obtain written approval from the ADO through the 
ADODR/ASC to incur pre-award costs.  Approval is granted only if EO 
12372 Intergovernmental Review of 10.025 is not required by the 
SPOC or it has been completed. 

 
ROAR 

 
Before work 
commences          

 
10 

 
Submit the draft work plan and financial plan to the RMS Liaison for 
review.   

ADODR As needed  2/ 

 
11 

 
Ensure the proposed project is consistent with budget plans and goals 
and objectives and submit the draft work plan and financial plan to the 
ASC Analyst.  Submit the package to the Program Unit IT Officer for 
review and approval.   3/ 

 
RMS Liaison 

 
5 work days 

 
12 

 
Review the work plan and financial plan for adequacy, completeness, 
and compliance with authorities, regulations, and policies.  Clear up any 
issues with the ADODR.  Steps 7 and 10-12 will be repeated, if needed.  
Prepare the Notice of Award.   
 

 
ASC Analyst 

 

 
10 work days       

 
13 

 
If necessary, coordinate  review and comment by the ITD and LPA; 
and.   3/ 

 
ASC Analyst 
 

 
5 workdays          

 
14 

 
If necessary, coordinate the OGC review and comment of the final 
draft: and.  4/ 

 
ASC Analyst 

 
3 - 6 months        

 
15 

 
If necessary, coordinate the DOS review and comment. 

 
OGC  

 
6-12 months        

 
16 

 
Incorporate changes from the headquarters review parties.   
Resolve any conflicts in the parties’ comments, and submit to the RMS 
Liaison and ADODR for concurrence. 

 
ASC Analyst  

 
As needed            

 
17 

 
Review changes, if any, resulting from headquarters review; and obtain 
the applicant’s/recipient/s  concurrence.  If changes are not accepted or 
are countered with alternatives, Steps 7 and 10-16 will be repeated, as 
needed.  Notify the ASC of concurrence. 
 

 
ADODR and RMS 
Liaison 

 
As needed   2/ 

 
18 

 
Upon obtaining concurrence for any changes from the ADODR and 
RMS Liaison, finalize the agreement package and submit it to the 

 
ASC Analyst 

 
5 workdays          
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

recipient for signature. 
 

19 
 
Submit the application package to the SPOC, if applicable to CFDA 
No. 10.025 and the process was not completed at Step 8. 

 
ROAR 

 
Refer to Step 8    

 
20 

 
Submit all required documents to the ASC for signature.  

 
ROAR 

 
10 workdays        

 
21 

 
Prepare an APHIS-16R to route for required approvals to the ADO for 
signature. 

 
ASC Analyst 

 
Upon receipt. 

 
22 

 
Return the signed agreement to the ASC Analyst for distribution. 

 
ADO 

 
5 work days 

 
23 

 
Enter the agreement into ACMS and distribute a copy to the ADODR, 
recipient, budget analyst(s), and Minneapolis FOB (with printed ACMS 
data entry screen for obligation).  Retain the original in the ADO file.  
The signed ADODR letter can be distributed at this point as follows:  
original to the ADODR and a copy to the remaining parties and ADO 
file.  

 
ASC Analyst 

 
1 work day 

 
 

1/    This process can include additional documentation such as a Decision Template prepared for each proposed agreement, 
if required due to current Departmental policy and guidance provided by APHIS Management. 

 
2/    This timeframe must take into consideration the required project start date and the timeframes required to 

complete all steps necessary for full execution (signature) of the agreement prior to commencement of 
program activities and expenditures. 

 
3/    The Program Unit IT Officer and ITD review is required if computers, databases, software, telephones, cell phones, 

radios, or other information technology components are involved.  LPA review is required if publications, 
audio/visuals, Freedom of Information Act, and Privacy Act components are included. 

 
4/    Drafts submitted to OGC are to be in the final APHIS version, i.e., all interested APHIS parties are to review and 

provide/incorporate agreed to changes prior to submitting the document for review.
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EXHIBIT 4-11? 
Page  1 of ? 

 
BIOTECHNOLOLGY AND REGULATORY SERVICES 

REVIEW AND APPROVAL PROCESS  
FOR  

NEW, REVISED, AND CONTINUED COOPERATIVE AGREEMENTS AND GRANTS 
HEADQUARTERS PROGRAMS 

 
(Refer to the Glossary for definitions of acronyms and terms.) 

 
 
Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
1 

 
Appoint and notify an ADODR.  Notify the ASC Analyst (via the 
ADODR, if convenient).     

 
ADO 

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
2 

 
Prepare, for the signature of the ADO, an ADODR designation letter 
outlining responsibilities.  Provide a copy to the ADODR and review 
the content with any new ADODR.  Notify the ADODR that the 
original will be forwarded once signed along with a copy of the signed 
agreement.  

 
ASC Analyst 

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
3 

 
As required, submit a list of agreements to be funded for the approval 
of the Resource Management Programs (RMP) staff.  1/ 
 
Revisions that broaden the scope and adjust the funding are subject to 
this process.  As required, submit a list of agreements to be revised to 
the RMP staff. 

 
ADODR 

 
At least 4 
months prior to 
project start 
date                      

 

4 

 
For new agreements, determine program and administrative authority 
for entering into an agreement for the proposed activity and verify with 
the ADO, as needed. 

 

Skip this step for revision and continuations unless changes in the 
original agreement add activities that could be outside the scope of the 
authority. 

 
ADODR, RMP 
Liaison, and ASC 
Analyst  

 
Upon 
considering a 
program for 
funding and 
prior to 
negotiating an 
agreement 

 

5 

 
Develop and post an announcement to grants.gov, if competition is 
applicable.   Prior to posting, obtain review and approval of the 
Program Unit IT Officer and ITD.  3/  If a project is not competed, this 
will be accomplished in a later step. 

 
ADODR, RMP 
Liaison, and  ASC 
Analyst 

 
Upon 
considering a 
program for 
funding 

 

6 

 
Determine whether the applicant is debarred or suspended.  If “no”, 
proceed to the next step.  If “yes”, stop.  We are prohibited from 
entering into an agreement with that applicant.  Refer to 2 CFR 417.215 
for exclusions, i.e., for not covered transactions. 
 
Skip this step for revisions only. 

 
ADODR, RMP 
Liaison, and ASC 
Analyst 

 
1 work day and 
prior to 
entering into 
negotiations 
with an 
applicant   

 
7 

 
Negotiate and develop a work plan and financial plan and negotiate the 
terms and conditions of the Notice of Award, or changes thereto for 
revisions and continuations. 

 
ADODR, RMP 
Liaison, and  
ROAR 

 
As needed     2/    
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
8 

 
Submit the work plan and financial plan to the SPOC, if applicable to 
CFDA No. 10.025, along with any other forms required by the state’s 
SPOC.  If the work plan and financial plan are not sufficiently finalized, 
this part of the process would occur later (see Step 18).   
 
For revisions and continuations, review the SPOC response in the initial 
year of the agreement to determine whether the review and clearance 
was (1) applicable to the current year or life of the project or (2) waived 
for the current year or life of the project.  Depending on the response, 
this step might not be necessary for these two actions. 

 
ROAR 
 
 
 
 
ADODR and ASC 
Analyst  to verify 
SPOC intent. 

 
For new 
agreements, 65 
Calendar days. 
 
For revisions 
and 
continuations, 
35 calendar 
days 

 
9 

 
If necessary, obtain written approval from the ADO through the 
ADODR, RMP Liaison, and ASC to incur pre-award costs.  Approval is 
granted only if EO 12372 Intergovernmental Review of 10.025 is not 
required by the SPOC or it has been completed. 

 
ROAR 

 
Before work 
commences          

 
10 

 
Submit the draft work plan and financial plan through the RMP Liaison 
to the ASC Analyst for review. 

 
ADODR 

 
As needed    2/     

 
11 

 
Review the work plan and financial plan for adequacy, completeness, 
and compliance with authorities, regulations, and policies.  Clear up any 
issues with the ADODR.  When applicable, submit to the Program IT 
Officer for review and approval.   3/  Steps 7, 10, and 11 will be 
repeated, if needed.  Prepare the Notice of Award.   
 

 
ASC Analyst 

 

 
10 work days       

 
12 

 
If necessary, coordinate  review and comment by the ITD and LPA; 
and.   3/ 

 
ASC Analyst 
 

 
5 workdays          

 
13 

 
If necessary, coordinate the OGC review and comment of the final 
draft: and.  4/ 

 
ASC Analyst 

 
3 - 6 months        

 
14 

 
If necessary, coordinate the DOS review and comment. 

 
OGC  

 
6-12 months        

 
15 

 
Incorporate changes from the headquarters review parties.   
Resolve any conflicts in the parties’ comments, and submit through the 
RMP Liaison to the ADODR for concurrence. 

 
ASC Analyst  

 
As needed            

 
16 

 
Review changes, if any, resulting from headquarters review; and obtain 
the applicant’s/recipient/s  concurrence.  If changes are not accepted or 
are countered with alternatives, Steps 7 and 10-15 will be repeated, as 
needed.  Notify the ASC of concurrence. 
 

 
ADODR and RMP 
Liaison 

 
As needed   2/ 

 
17 

 
Upon obtaining concurrence for any changes from the ADODR and 
RMP Liaison, finalize the agreement package and submit it to the 
recipient for signature. 

 
ASC Analyst 

 
5 workdays         

 
18 

 
Submit the application package to the SPOC, if applicable to CFDA 
No. 10.025 and the process was not completed at Step 8. 

 
ROAR 

 
Refer to Step 8    
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

19 Submit all required documents to the ASC for signature.  ROAR 10 workdays        

 
20 

 
Prepare an APHIS-16R to route for required approvals to the ADO for 
signature. 

 
ASC Analyst 

 
Upon receipt. 

 
21 

 
Return the signed agreement to the ASC Analyst for distribution. 

 
ADO 

 
5 work days 

 
22 

 
Enter the agreement into ACMS and distribute a copy to the ADODR, 
recipient, budget analyst(s), and Minneapolis FOB (with printed ACMS 
data entry screen for obligation).  Retain the original in the ADO file.  
The signed ADODR letter can be distributed at this point as follows:  
original to the ADODR and a copy to the remaining parties and ADO 
file.  

 
ASC Analyst 

 
1 work day 

 
 

1/    This process can include additional documentation such as a Decision Template prepared for each proposed agreement, 
if required due to current Departmental policy and guidance provided by APHIS Management. 

 
2/    This timeframe must take into consideration the required project start date and the timeframes required to 

complete all steps necessary for full execution (signature) of the agreement prior to commencement of 
program activities and expenditures. 

 
3/    The Program Unit IT Officer and ITD review is required if computers, databases, software, telephones, cell phones, 

radios, or other information technology components are involved.  LPA review is required if publications, 
audio/visuals, Freedom of Information Act, and Privacy Act components are included. 

 
4/    Drafts submitted to OGC are to be in the final APHIS version, i.e., all interested APHIS parties are to review and 

provide/incorporate agreed to changes prior to submitting the document for review.
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EXHIBIT 4-12? 
Page  1 of ? 

 
INTERNATIONAL SERVICES 

REVIEW AND APPROVAL PROCESS  
FOR  

NEW, REVISED, AND CONTINUED COOPERATIVE AGREEMENTS AND GRANTS 
REGIONAL PROGRAMS 

 
(Refer to the Glossary for definitions of acronyms and terms.) 

 
 
Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
1 

 
Identify an IS program need and potential cooperator. 

 
Pending ADODR 

 
At least 12 
months prior to 
the start date 
for projects 

 
2 

 
For new agreements, determine program and administrative 
authority for entering into an agreement for the proposed activity. 
 
Skip this step for revisions and continuations unless changes in the 
original agreement add activities that could be outside the scope of 
the authority. 

 
Pending ADODR and 
ASC Analyst  

 
Upon 
considering a 
program for 
funding and 
prior to 
negotiating an 
agreement 

 
3 

 
Determine whether the potential cooperator is debarred or 
suspended.  If “no”, proceed to the next step.  If “yes”, stop.  We are 
prohibited from entering into an agreement with that applicant.  
Refer to 2 CFR 417 for exclusions, i.e., for not covered transactions. 
 
Skip this step for revisions.    

Per 2 CFR 180.215 (a), this step does not apply to a direct award to 
(1) A foreign government or foreign governmental entity; (2) A 
public international organization; (3) An entity owned (in whole or 
in part) or controlled by a foreign government; or (4) Any other 
entity consisting wholly or partially of one or more foreign 
governments or foreign governmental entities. 
 

 
Pending ADODR and 
ASC Analyst 

 
1 work day and 
prior to 
entering into 
negotiations 
with a potential 
cooperator.   

 
4 

 
Contact the ADA at Headquarters for initial approval of the project 
and IS Administrative Services (AS) for funding approval, 
providing them and the ASC with a written project summary and 
proposed costs.  Action is not taken to discuss with the cooperator 
until a signed letter of delegation is received by the ADODR.  1/ 
 
Revisions that broaden the scope and adjust the funding are subject 
to ADA and IS AS approval as outlined above.   
 

 
Pending ADODR 
 
 

 
At least 12 
months prior to 
the start date 
for projects 

 
5 

 
Request the ADODR name from the ADA. 

 
ASC Analyst 

 
At least 10 
months prior to 
the start date 
for projects 
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
6 

 
Appoint the ADODR and notify the ASC Analyst. 

 
ADA 

 
Prior to 
discussion of 
the agreement 
with the ROAR 

 
7 

 
Prepare a letter to designate the ADODR and outline responsibilities 
and an APHIS-16R to route through channels for the ADO 
(Administrator) signature.  Review the content with any new 
ADODR. 

 
ASC Analyst 

 
Prior to 
discussion of 
the agreement 
with the 
cooperator  

 
 8 

 
Sign the ADODR letter and return to the ASC. 
 

 
ADO 

 
5 work days 

 
9 

 
Send a copy of the signed letter to the IS ADA, IS AS, Regional 
Manager and the ADODR.  Send the work plan formulation table 
and detailed financial plan and Notice of Award (NOA) formats to 
the ADODR.  Certain projects might be covered under an existing 
umbrella NOA in which case that document might not be needed. 

 
ASC Analyst 

 
5 work days 

 
10 

 
Plan and discuss project and develop work and financial plans and 
negotiate any program specific terms and conditions (or changes 
thereto for revisions and continuations) to the standard NOA format 
or obligating work plan as appropriate for the project.  If needed for 
discussion with the ROAR, obtain a translation; otherwise obtain in 
Step 28. 

 
ADODR and ROAR 

 
As needed   2/ 

 
11 

 
Provide a summary of the project to the FAS in-country contact, if 
necessary as determined by?????. 

 
ADODR 

 
As needed * 
and prior to 
discussion with 
the ROAR 

 
12 

 
Submit the draft work plan and financial plan and NOA to the ASC 
Analyst to coordinate Headquarters review. 

 
ADODR 
 
 

Upon 
completion of 
discussions 
with the ROAR 

 
13 

 
Review the work plan and financial plans and NOA for adequacy, 
completeness, and compliance with authorities, regulations, and 
policies.  Coordinate Headquarters review by the NPM, IS AS, and, 
when required, ITD, and LPA; these reviews occur simultaneously. 
 
Revisions that are solely administrative in nature, e.g., related to 
federal assistance regulations and policies, as determined by the 
ASC analyst might not require NPM review. 
 

 
ASC Analyst 

 

 

 

 

 
15 work days                                   

 
14 

 
Upon receipt from the ASC, review the draft agreement package 
(work plan, financial plan, and  NOA) to ensure compliance with the 
strategic plan, program  goals and objectives , authorities, and 
policies.  Contact the ADODR, as needed, for any clarification.  
Submit comments/changes to the ASC Analyst for inclusion in the 
draft.  Steps 10 and 12-14 will be repeated, if needed. 
 

 
 NPM 

 
5 workdays 
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
15 

 
Ensure the project was budgeted and in amounts indicated.  Contact 
the ADODR, as needed, for any clarification.  Submit 
comments/changes to the ASC Analyst for inclusion in the draft. 
 

 
IS AS 

 
5 work days  

 
16 

 
Review work and financial plans and NOA and ensure that issues 
relating to IT are addressed and properly approved.  Contact 
ADODR, as needed for any clarification.  Submit comments/ 
changes to the ASC Analyst for inclusion in the draft.    3/ 

 
ITD  

 
5 work days.   

 
17 

 
Review work and financial plans and NOA and ensure that issues 
relating to LPA are addressed.  Contact ADODR, as needed for any 
clarification.  Submit comments/changes to the ASC Analyst for 
inclusion in the draft.    3/ 

 
LPA 

 
5 work days 

 
18 

 
Incorporate changes from all headquarters review parties, resolve 
any discrepancies and contradictions.  Return to the ADODR and 
send a copy to the Regional Manager for final review and approval.   

 
ASC Analyst  

 
3 - 6 months                                  

 
19 

 
Review document and obtain cooperator concurrence with any 
changes, if necessary, and provide comments and/or concurrence to 
the ASC Analyst.  If a binding agreement, proceed to Step 20; if 
non-binding proceed to Step 22. 

 
ADODR 

 
As needed  2/ 

 
20 

 
If necessary, coordinate, through OGC, the FAS review and 
comment of the final draft: and.  4/ 

 
ASC Analyst 

 
3-6 months 

 
21 

 
If necessary, coordinate the DOS review and comment and provide 
comments to the ASC Analyst. 

 
OGC / FAS   

 
6-12 months                                  

 
22 

 
Finalize document with OGC and, if applicable, DOS comments and 
submit changes, if any, to the NPM for review and approval. 
 

 
ASC Analyst 

 
5-15 work days 

 
23 

 
Review changes and provide comments to the ASC Analyst. 
 

 
NPM 

 
5 work days 

 
24 

 
Incorporate NPM changes, if any, and submit to the ADODR and a 
copy to the Regional Manager. 
 

 
ASC Analyst 

 
5 work days 

 
25 

 
Review changes, if any, resulting from headquarters review; and 
obtain the cooperator’s concurrence.  If changes are not accepted or 
are countered with alternatives, Steps 10, 12-14, and 16-24 will be 
repeated, as needed.  Finalize agreement package and submit it to 
the ASC for final approval of changes, if any.  Send a copy to the 
Regional Manager. 

 
ADODR 

 
As needed   2/ 

 
26 

 
Submit the agreement package to the NPM and IS AS for final 
approval. 
 

 
ASC Analyst 

 
As needed  2/ 
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
27 

 
If needed, submit for final OGC, FAS, and DOS review (depends on 
the nature of the changes).  As needed based on changes/comments, 
Steps 10, 12-14, and 16-26 will be repeated. 
 

 
ASC Analyst 

 
4-8 months, 12 
months, if 
binding   2/ 

 
28 

 
Make final changes, if any, and submit to the ADODR a request to 
obtain final translation in the language of the cooperating country.  
 

 
ASC Analyst 

 
5 work days 

 
29 

 
Send for signature of the cooperator on both the English and foreign 
language versions. 

 
ASC Analyst 

 

 
30 

 
Submit the signed NOA agreement, including the work plan, 
financial plan, in English and translation(s), to the ASC to route for 
signature. 

 
ROAR 

 
10 work days 

 
31 

 
Prepare an APHIS-16R to route through channels for required 
approvals to the Administrator as ADO for signature. 

 
ASC Analyst 

 
Upon receipt. 

 
32 

 
Sign and return the signed agreement to the ASC Analyst for 
distribution. 

 
ADO 

 
5 to 10 work 
days 

 
33 

 
Enter the agreement into ACMS and distribute a copy to the 
ADODR, Regional Manager, budget analyst(s), and Minneapolis 
FOB (with printed ACMS data entry screen for obligation).  Retain 
the original in the ADO file. 

 
ASC Analyst 

 
1 work day 

 
34 

 
Distribute the signed agreement to the cooperator. 
 

 
ASC Analyst or 
ADODR, if requested 

 
Upon receipt 

 
 

1/    This process can include additional documentation such as a Decision Template prepared for each proposed agreement, 
if required due to current Departmental policy and guidance provided by APHIS Management.   

 
2/    This timeframe must take into consideration the required project start date and the timeframes required to 

complete all steps necessary for full execution (signature) of the agreement prior to commencement of 
program activities and expenditures. 

 
3/    ITD review is required if computers, databases, software, telephones, cell phones, radios, or other information 

technology components are involved.  LPA review is required if publications, audio/visuals, Freedom of Information 
Act, and Privacy Act components are included. 

 
4/    Drafts submitted to OGC are to be in the final APHIS version, i.e., all interested APHIS parties are to review and 

provide/incorporate agreed to changes prior to submitting the document for review. 
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EXHIBIT 4-13? 
Page  1 of ? 

 
LEGISLATIVE AND PUBLIC AFFAIRS 
REVIEW AND APPROVAL PROCESS  

FOR  
NEW, REVISED, AND CONTINUED COOPERATIVE AGREEMENTS AND GRANTS 

HEADQUARTERS PROGRAMS 
 

(Refer to the Glossary for definitions of acronyms and terms.) 
 

 
Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
1 

 
Appoint and notify an ADODR.  Notify the ASC Analyst (via the 
ADODR, if convenient).     

 
ADO 

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
2 

 
Prepare, for the signature of the ADO, an ADODR designation letter 
outlining responsibilities.  Provide a copy to the ADODR and review 
the content with any new ADODR.  Notify the ADODR that the 
original will be forwarded once signed along with a copy of the signed 
agreement.  

 
ASC Analyst 

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
3 

 
As required, submit a list of agreements to be funded to the LPA 
Administrative Officer.  1/ 
 
Revisions that broaden the scope and adjust the funding are subject to 
this process.  As required, submit a list of agreements to be revised to 
the ODA. 

 
ADODR 

 
At least 4 
months prior to 
project start 
date                      

 

4 

 
For new agreements, determine program and administrative authority 
for entering into an agreement for the proposed activity and verify with 
the ADO, as needed. 

 

Skip this step for revision and continuations unless changes in the 
original agreement add activities that could be outside the scope of the 
authority. 

 
ADODR and ASC 
Analyst  

 
Upon 
considering a 
program for 
funding and 
prior to 
negotiating an 
agreement 

 

5 

 
Develop and post an announcement to grants.gov, if competition is 
applicable.  Prior to posting, obtain review and approval of the Program 
Unit IT Officer and ITD.  3/  If a project is not competed, this will be 
accomplished in a later step. 

 
ADODR and  ASC 
Analyst 

 
Upon 
considering a 
program for 
funding 

 

6 

 
Determine whether the applicant is debarred or suspended.  If “no”, 
proceed to the next step.  If “yes”, stop.  We are prohibited from 
entering into an agreement with that applicant.  Refer to 2 CFR 417.215 
for exclusions, i.e., for not covered transactions. 
 
Skip this step for revisions only. 

 
ADODR and ASC 
Analyst 

 
1 work day and 
prior to 
entering into 
negotiations 
with an 
applicant   

 
7 

 
Negotiate and develop a work plan and financial plan and negotiate the 
terms and conditions of the Notice of Award, or changes thereto for 
revisions and continuations. 

 
ADODR and  
ROAR 

 
As needed     2/    
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
8 

 
Submit the work plan and financial plan to the SPOC, if applicable to 
CFDA No. 10.025, along with any other forms required by the state’s 
SPOC.  If the work plan and financial plan are not sufficiently finalized, 
this part of the process would occur later (see Step 18).   
 
For revisions and continuations, review the SPOC response in the initial 
year of the agreement to determine whether the review and clearance 
was (1) applicable to the current year or life of the project or (2) waived 
for the current year or life of the project.  Depending on the response, 
this step might not be necessary for these two actions. 

 
ROAR 
 
 
 
 
ADODR and ASC 
Analyst  verify 
SPOC intent. 

 
For new 
agreements, 65 
Calendar days. 
 
For revisions 
and 
continuations, 
35 calendar 
days 

 
9 

 
If necessary, obtain written approval from the ADO through the 
ADODR/ASC to incur pre-award costs.  Approval is granted only if EO 
12372 Intergovernmental Review of 10.025 is not required by the 
SPOC or it has been completed. 

 
ROAR 

 
Before work 
commences          

 
10 

 
Submit the draft work plan and financial plan to the ASC Analyst for 
review. 

 
ADODR 

 
As needed    2/     

 
11 

 
Review the work plan and financial plan for adequacy, completeness, 
and compliance with authorities, regulations, and policies.  Clear up any 
issues with the ADODR.  When applicable, submit to the Program Unit 
IT Officer for review and approval.  3/  Steps 7, 10, and 11 will be 
repeated, if needed.  Prepare the Notice of Award.   
 

 
ASC Analyst 

 

 
10 work days       

 
12 

 
If necessary, coordinate  review and comment by the ITD and LPA; 
and.   3/  Since this is coming from LPA, is LPA internally ensuring 
all FOIA, privacy act, and any other concerns within their purvue 
are addressed prior to submitting to the ASC for review and 
execution.  If so, we need to say so in another earlier step rather 
than here??  Otherwise, this is OK.  See footnote. 

 
ASC Analyst 
 

 
5 workdays          

 
13 

 
If necessary, coordinate the OGC review and comment of the final 
draft: and.  4/ 

 
ASC Analyst 

 
3 - 6 months        

 
14 

 
If necessary, coordinate the DOS review and comment. 

 
OGC  

 
6-12 months        

 
15 

 
Incorporate changes from the headquarters review parties.   
Resolve any conflicts in the parties’ comments, and submit to the 
ADODR for concurrence. 

 
ASC Analyst  

 
As needed            

 
16 

 
Review changes, if any, resulting from headquarters review; and obtain 
the applicant’s/recipient/s  concurrence.  If changes are not accepted or 
are countered with alternatives, Steps 7 and 10-15 will be repeated, as 
needed.  Notify the ASC of concurrence. 
 

 
ADODR 

 
As needed   2/ 

 
17 

 
Upon obtaining concurrence for any changes from the ADODR, 
finalize the agreement package and submit it to the recipient for 
signature. 

 
ASC Analyst 

 
5 workdays          
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
18 

 
Submit the application package to the SPOC, if applicable to CFDA 
No. 10.025 and the process was not completed at Step 8. 

 
ROAR 

 
Refer to Step 8    

 
19 

 
Submit all required documents to the ASC for signature.  

 
ROAR 

 
10 workdays        

 
20 

 
Prepare an APHIS-16R to route for required approvals to the ADO for 
signature. 

 
ASC Analyst 

 
Upon receipt. 

 
21 

 
Return the signed agreement to the ASC Analyst for distribution. 

 
ADO 

 
5 work days 

 
22 

 
Enter the agreement into ACMS and distribute a copy to the ADODR, 
recipient, budget analyst(s), and Minneapolis FOB (with printed ACMS 
data entry screen for obligation).  Retain the original in the ADO file.  
The signed ADODR letter can be distributed at this point as follows:  
original to the ADODR and a copy to the remaining parties and ADO 
file.  

 
ASC Analyst 

 
1 work day 

 
 

1/    This process can include additional documentation such as a Decision Template prepared for each proposed agreement, 
if required due to current Departmental policy and guidance provided by APHIS Management. 

 
2/    This timeframe must take into consideration the required project start date and the timeframes required to 

complete all steps necessary for full execution (signature) of the agreement prior to commencement of 
program activities and expenditures. 

 
3/    The Program Unit IT Officer and ITD review is required if computers, databases, software, telephones, cell phones, 

radios, or other information technology components are involved.  LPA review is required if publications, 
audio/visuals, Freedom of Information Act, and Privacy Act components are included. 

 
4/    Drafts submitted to OGC are to be in the final APHIS version, i.e., all interested APHIS parties are to review and 

provide/incorporate agreed to changes prior to submitting the document for review.
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EXHIBIT 4-14? 
Page  1 of ? 

 
MARKETING AND REGULATORY PROGRAMS BUSINESS SERVICES 

REVIEW AND APPROVAL PROCESS  
FOR  

NEW, REVISED, AND CONTINUED COOPERATIVE AGREEMENTS AND GRANTS 
HEADQUARTERS PROGRAMS 

 
(Refer to the Glossary for definitions of acronyms and terms.) 

 
 
Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
1 

 
Appoint and notify an ADODR.  Notify the ASC Analyst (via the 
ADODR, if convenient).     

 
ADO 

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
2 

 
Prepare, for the signature of the ADO, an ADODR designation letter 
outlining responsibilities.  Provide a copy to the ADODR and review 
the content with any new ADODR.  Notify the ADODR that the 
original will be forwarded once signed along with a copy of the signed 
agreement.  

 
ASC Analyst 

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
3 

 
As required, submit a list of agreements to be funded to the FMD, 
BESB.   1/ 
 
Revisions that broaden the scope and adjust the funding are subject to 
this process.  As required, submit a list of agreements to be revised to 
the ODA. 

 
ADODR 

 
At least 4 
months prior to 
project start 
date                      

 
4 

 
Consolidate ADODR requests and submit to the Administrator for 
approval. 

 
BESB 

 
At least 3 
months prior to 
project start 
date. 

 

5 

 
For new agreements, determine program and administrative authority 
for entering into an agreement for the proposed activity and verify with 
the ADO, as needed. 

 

Skip this step for revision and continuations unless changes in the 
original agreement add activities that could be outside the scope of the 
authority. 

 
ADODR and ASC 
Analyst  

 
Upon 
considering a 
program for 
funding and 
prior to 
negotiating an 
agreement 

 

6 

 
Develop and post an announcement to grants.gov, if competition is 
applicable.  Prior to posting, obtain review and approval of the Program 
Unit IT Officer and ITD.  3/  If a project is not competed, this will be 
accomplished in a later step. 

 
ADODR and  ASC 
Analyst 

 
Upon 
considering a 
program for 
funding 

 

7 

 
Determine whether the applicant is debarred or suspended.  If “no”, 
proceed to the next step.  If “yes”, stop.  We are prohibited from 
entering into an agreement with that applicant.  Refer to 2 CFR 417.215 
for exclusions, i.e., for not covered transactions. 
 
Skip this step for revisions only. 

 
ADODR and ASC 
Analyst 

 
1 work day and 
prior to 
entering into 
negotiations 
with an 
applicant   
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
8 

 
Negotiate and develop a work plan and financial plan and negotiate the 
terms and conditions of the Notice of Award, or changes thereto for 
revisions and continuations. 

 
ADODR and  
ROAR 

 
As needed     2/    

 
9 

 
Submit the work plan and financial plan to the SPOC, if applicable to 
CFDA No. 10.025, along with any other forms required by the state’s 
SPOC.  If the work plan and financial plan are not sufficiently finalized, 
this part of the process would occur later (see Step 19).   
 
For revisions and continuations, review the SPOC response in the initial 
year of the agreement to determine whether the review and clearance 
was (1) applicable to the current year or life of the project or (2) waived 
for the current year or life of the project.  Depending on the response, 
this step might not be necessary for these two actions. 

 
ROAR 
 
 
 
 
ADODR and ASC 
Analyst  verify 
SPOC intent. 

 
For new 
agreements, 65 
Calendar days. 
 
For revisions 
and 
continuations, 
35 calendar 
days 

 
10 

 
If necessary, obtain written approval from the ADO through the 
ADODR/ASC to incur pre-award costs.  Approval is granted only if EO 
12372 Intergovernmental Review of 10.025 is not required by the 
SPOC or it has been completed. 

 
ROAR 

 
Before work 
commences          

 
11 

 
Submit the draft work plan and financial plan to the ASC Analyst for 
review. 

 
ADODR 

 
As needed    2/     

 
12 

 
Review the work plan and financial plan for adequacy, completeness, 
and compliance with authorities, regulations, and policies.  Clear up any 
issues with the ADODR.  When applicable, submit to the Program Unit 
IT Officer for review and approval.  3/  Steps 8, 11, and 12 will be 
repeated, if needed.  Prepare the Notice of Award.   
 

 
ASC Analyst 

 

 
10 work days       

 
13 

 
If necessary, coordinate  review and comment by the ITD and LPA; 
and.   3/ 

 
ASC Analyst 
 

 
5 workdays         

 
14 

 
If necessary, coordinate the OGC review and comment of the final 
draft: and.  4/ 

 
ASC Analyst 

 
3 - 6 months        

 
15 

 
If necessary, coordinate the DOS review and comment. 

 
OGC  

 
6-12 months       

 
16 

 
Incorporate changes from the headquarters review parties.   
Resolve any conflicts in the parties’ comments, and submit to the 
ADODR for concurrence. 

 
ASC Analyst  

 
As needed            

 
17 

 
Review changes, if any, resulting from headquarters review; and obtain 
the applicant’s/recipient/s  concurrence.  If changes are not accepted or 
are countered with alternatives, Steps 8 and 11-16 will be repeated, as 
needed.  Notify the ASC of concurrence. 
 

 
ADODR 

 
As needed   2/ 

 
18 

 
Upon obtaining concurrence for any changes from the ADODR, 
finalize the agreement package and submit it to the recipient for 
signature. 

 
ASC Analyst 

 
5 workdays          
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
19 

 
Submit the application package to the SPOC, if applicable to CFDA 
No. 10.025 and the process was not completed at Step 9. 

 
ROAR 

 
Refer to Step 8    

 
20 

 
Submit all required documents to the ASC for signature.  

 
ROAR 

 
10 workdays        

 
21 

 
Prepare an APHIS-16R to route for required approvals to the ADO for 
signature. 

 
ASC Analyst 

 
Upon receipt. 

 
22 

 
Return the signed agreement to the ASC Analyst for distribution. 

 
ADO 

 
5 work days 

 
23 

 
Enter the agreement into ACMS and distribute a copy to the ADODR, 
recipient, budget analyst(s), and Minneapolis FOB (with printed ACMS 
data entry screen for obligation).  Retain the original in the ADO file.  
The signed ADODR letter can be distributed at this point as follows:  
original to the ADODR and a copy to the remaining parties and ADO 
file.  

 
ASC Analyst 

 
1 work day 

 
 

1/    This process can include additional documentation such as a Decision Template prepared for each proposed agreement, 
if required due to current Departmental policy and guidance provided by APHIS Management. 

 
2/    This timeframe must take into consideration the required project start date and the timeframes required to 

complete all steps necessary for full execution (signature) of the agreement prior to commencement of 
program activities and expenditures. 

 
3/    The Program Unit IT Officer and ITD review is required if computers, databases, software, telephones, cell phones, 

radios, or other information technology components are involved.  LPA review is required if publications, 
audio/visuals, Freedom of Information Act, and Privacy Act components are included. 

 
4/    Drafts submitted to OGC are to be in the final APHIS version, i.e., all interested APHIS parties are to review and 

provide/incorporate agreed to changes prior to submitting the document for review.
 
 
 
 
 
Comments from Christie 
 
I reviewed this document and my comments and questions are: 
 
Item 23: Do we need to add that we should attach all supporting documents? I think we are doing this now for the 
most part but I have seen old ones and even somewhat recent ones where new ADODR letters were not included 
in ACMS and our MN contacts were looking for them to complete 270s. 
 
Question: When the charts says to keep in ADO file, are those the files WE keep? 
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EXHIBIT 4-17? 
Page  1 of ? 

 
VETERINARY SERVICES  

REVIEW AND APPROVAL PROCESS  
FOR  

NEW, REVISED, AND CONTINUED COOPERATIVE AGREEMENTS AND GRANTS 
HEADQUARTERS PROGRAMS 

 
(Refer to the Glossary for definitions of acronyms and terms.) 

 
 
Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
1 

 
Appoint and notify an ADODR.  Notify the ASC Analyst (via the 
ADODR, if convenient).     

 
ADO 

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
2 

 
Prepare, for the signature of the ADO, an ADODR designation letter 
outlining responsibilities.  Provide a copy to the ADODR and 
review the content with any new ADODR.  Notify the ADODR that 
the original will be forwarded once signed along with a copy of the 
signed agreement. 

 
ASC Analyst 

Prior to 
discussion/ 
negotiation 
with the ROAR 

 
3 

 
As required, submit a list of agreements to be funded for the 
approval of the Director, Planning, Finance, and Strategy Unit 
(PFSU) and the NPM.  1/ 
 
Revisions that broaden the scope and adjust the funding are subject 
to this process.  As required, submit a list of agreements to be 
revised to the Director, PFSU, and the NPM. 

 
ADODR 

 
At least 4 
months prior to 
project start 
date                                         

 

4 

 
For new agreements, determine program and administrative 
authority for entering into an agreement for the proposed activity 
and verify with the ADO, as needed. 

 
Skip this step for revision and continuations unless changes in the 
original agreement add activities that could be outside the scope of 
the authority. 

 
ADODR and ASC 
Analyst and, if project  
is to be competed, the 
NPM 

 
Upon 
considering a 
program for 
funding and 
prior to 
negotiating an 
agreement 

 

5 

 
Develop and post an announcement to grants.gov, if competition is 
applicable.  Prior to posting, obtain review and approval of the 
Program Unit IT Officer and ITD.  4/  If a project is not competed, 
this will be accomplished in a later step. 

 
NPM/ADODR and  
ASC Analyst 

 
Upon 
considering a 
program for 
funding 

 

6 

 
Determine whether the applicant is debarred or suspended.  If “no”, 
proceed to the next step.  If “yes”, stop.  We are prohibited from 
entering into an agreement with that applicant.  Refer to 2 CFR 
417.215 for exclusions, i.e., for not covered transactions. 
 
Skip this step for revisions only. 

 
ADODR and ASC 
Analyst 

 
1 work day and 
prior to 
entering into 
negotiations 
with an 
applicant   

 
7 

 
Negotiate and develop a work plan and financial plan and negotiate 
the terms and conditions of the Notice of Award, or changes thereto 
for revisions and continuations. 

 
ADODR and  ROAR 

 
As needed     2/                                
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
8 

 
Submit the work plan and financial plan to the SPOC, if applicable 
to CFDA No. 10.025, along with any other forms required by the 
state’s SPOC.  If the work plan and financial plan are not 
sufficiently finalized, this part of the process would occur later (see 
Step 19).   
 
For revisions and continuations, review the SPOC response in the 
initial year of the agreement to determine whether the review and 
clearance was (1) applicable to the current year or life of the project 
or (2) waived for the current year or life of the project.  Depending 
on the response, this step might not be necessary for these two 
actions. 

 
ROAR 
 
 
 
 
 
ADODR and ASC 
Analyst  verify SPOC 
intent. 

 
For new 
agreements, 65 
Calendar days. 
 
 
 
For revisions 
and 
continuations, 
35 calendar 
days 

 
9 

 
If necessary, obtain written approval from the ADO through the 
ADODR/ASC to incur pre-award costs.  Approval is granted only if 
EO 12372 Intergovernmental Review of 10.025 is not required by 
the SPOC or it has been completed. 

 
ROAR 

 
Before work 
commences                

 
10 

 
Submit the draft work plan and financial plan to the ASC Analyst 
for review. 

 
ADODR 

 
As needed    2/                                 

 
11 

 
Review the work plan and financial plan for adequacy, 
completeness, and compliance with authorities, regulations, and 
policies.  Prepare the Notice of Award.  Submit for review and 
approval by the NPM   3/   and Program Unit IT Officer.  4/ 
 
Revisions that are solely administrative in nature, e.g., related to 
federal assistance regulations and policies, as determined by the 
ASC analyst might not require NPM review. 

 
ASC Analyst 

 
10 work days                                   

 
12 

 
Upon receipt from the ASC, review the draft agreement package 
(work plan, financial plan, and  Notice of Award) to ensure 
compliance with program  authorities, goals, objectives, and 
policies.  Clear up any issues with the ADODR.  Notify the ASC of 
changes, if any, and approval of the draft.  Steps 7, 10, and 11 will 
be repeated, if needed. 

 
NPM and Program 
Unit IT Officer (when 
applicable) 

 
5 workdays 

 
13 

 
If necessary, coordinate  review and comment by the ITD and LPA; 
and.   4/ 

 
ASC Analyst 
 

 
5 workdays                                    

 
14 

 
If necessary, coordinate the OGC review and comment of the final 
draft: and.  5/ 

 
ASC Analyst 

 
3 - 6 months                                  

 
15 

 
If necessary, coordinate the DOS review and comment. 

 
OGC  

 
6-12 months                                  

 
16 

 
Incorporate changes from the headquarters review parties.   
Resolve any conflicts in the parties’ comments, and submit to the 
ADODR for concurrence. 

 
ASC Analyst  

 
As needed                                    

 
17 

 
Review changes, if any, resulting from headquarters review; and 
obtain the applicant’s/recipient’s concurrence.  If changes are not 
accepted or are countered with alternatives, Steps 7 and 10-16 will 
be repeated, as needed.  Notify the ASC of concurrence. 

 
ADODR 

 
As needed   2/ 



March 8, 2011 

 
Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
18 

 
Upon obtaining concurrence for any changes from the ADODR, 
finalize the agreement package and submit it to the 
applicant/recipient for signature. 

 
ASC Analyst 

 
5 workdays                                   

 
19 

 
Submit the application package to the SPOC, if applicable to CFDA 
No. 10.025 and the process was not completed at Step 8. 
 

 
ROAR 

 
Refer to Step 8                          

 
20 

 
Submit all required documents to the ASC for signature.  

 
ROAR 

 
10 workdays                                 

 
21 

 
Prepare an APHIS-16R to route for required approvals to the ADO 
for signature. 

 
ASC Analyst 

 
Upon receipt. 

 
22 

 
Return the signed agreement to the ASC Analyst for distribution.. 

 
ADO 

 
5 work days 

 
23 

 
Enter the agreement into ACMS and distribute a copy to the 
ADODR, recipient, budget analyst(s), and Minneapolis  FOB (with 
printed ACMS data entry screen for obligation).  Retain the original 
in the ADO file. The signed ADODR letter can be distributed at this 
point as follows:  original to the ADODR and a copy to the 
remaining parties and ADO file. 

 
ASC Analyst 

 
1 work day 

 
 

1/    This process can include additional documentation such as a Decision Template prepared for each proposed agreement, 
if required due to current Departmental policy and guidance provided by APHIS Management. 

 
2/    This timeframe must take into consideration the required project start date and the timeframes required to 

complete all steps necessary for full execution (signature) of the agreement prior to commencement of 
program activities and expenditures. 

 
3/    The NPM and ADODR, in some situations, is the same person.  If so, Steps 7, 10, and 12 will be performed 

simultaneously followed by Step 11 and then Steps 13-23. 
 

4/    The Program Unit IT Officer and ITD review is required if computers, databases, software, telephones, cell phones, 
radios, or other information technology components are involved.  LPA review is required if publications, 
audio/visuals, Freedom of Information Act, and Privacy Act components are included. 

 
5/    Drafts submitted to OGC are to be in the final APHIS version, i.e., all interested APHIS parties are to review and 

provide/incorporate agreed to changes prior to submitting the document for review.
 
 
 
 
 
 
 
 
 
 
 
 
 

EXHIBIT 4-17 
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Page  4 of 7 
VETERINARY SERVICES 

REVIEW AND APPROVAL PROCESS  
FOR  

NEW, REVISED, AND CONTINUED COOPERATIVE AGREEMENTS AND GRANTS 
FOR THE 

REGIONAL, LABORATORY, AND CENTER PROGRAMS 
(Regions,  Laboratories, and Centers operate independently.) 

 
(Refer to the Glossary for definitions of acronyms and terms.) 

 
 
Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
1 

 
Appoint and notify an ADODR.  Notify the ASC Analyst (via the 
ADODR, if convenient).     

 
ADO 

Prior to 
discussion/ 
negotiation 
with the ROAR 

 
2 

 
Prepare, for the signature of the ADO, an ADODR designation letter 
outlining responsibilities.  Provide a copy to the ADODR and 
review the content with any new ADODR.  Notify the ADODR that 
the original will be forwarded once signed along with a copy of the 
signed agreement. 

 
Region/Lab/Center 
Agreements Specialist  

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
3 

 
As required, submit a list of agreements to be funded for the 
approval of the Region/Lab/Center Director and the 
Region/Lab/Center Program Manager for the program activity.   1/ 
 
Revisions that broaden the scope and adjust the funding are subject 
to this process.  As required, submit a list of agreements to be 
revised to the Region/Lab/Center Director. 

 
ADODR 

 
At least 4 
months prior to 
project start 
date                                         

 

4 

 
For new agreements, determine program and administrative 
authority for entering into an agreement for the proposed activity 
and verify with the ADO, as needed. 

 
Skip this step for revisions and continuations unless changes in the 
original agreement add activities that could be outside the scope of 
the authority. 

 
ADODR and 
Region/Lab/Center 
Agreements Specialist 

Also, if project  is to be 
competed, the NPM 

 
Upon 
considering a 
program for 
funding and 
prior to 
negotiating an 
agreement 

 

5 

 
Develop and post an announcement to grants.gov, if competition is 
applicable.  Prior to posting, obtain review and approval of the 
Program Unit IT Officer and ITD.  4/  If a project is not competed, 
this will be accomplished in a later step. 

 
NPM/ADODR and  
ASC Analyst 

 
Upon 
considering a 
program for 
funding 

 

6 

 
Determine whether the applicant is debarred or suspended.  If “no”, 
proceed to the next step.  If “yes”, stop.  We are prohibited from 
entering into an agreement with that applicant.  Refer to 2 CFR 417 
for exclusions, i.e., for not covered transactions. 
 
Skip this step for revisions only. 

 
ADODR and 
Region/Lab/Center 
Agreements Specialist 

 
1 work day and 
prior to 
entering into 
negotiations 
with an 
applicant   

 
7 

 
Negotiate and develop a work plan and financial plan and negotiate 
the terms and conditions of the Notice of Award, or changes thereto 
for revisions and continuations. 

 

 
ADODR and  ROAR 

 
As needed     2/                                
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
8 

 
Submit the work plan and financial plan to the SPOC, if applicable 
to CFDA No. 10.025, along with any other forms required by the 
state’s SPOC.  If the work plan and financial plan are not 
sufficiently finalized, this part of the process would occur later (e.g., 
upon completion of Step 12 or 20, as applicable).   
 
For revisions and continuations, review the SPOC response in the 
initial year of the agreement to determine whether the review and 
clearance was (1) applicable to the current year or life of the project 
or (2) waived for the current year or life of the project.  Depending 
on the response, this step might not be necessary for these two 
actions. 

 
ROAR 
 
 
 
 
 
ADODR and 
Region/Lab/Center 
Agreements Specialist 
verify intent 

 
For new 
agreements, 65 
Calendar days. 
 
 
 
For revisions 
and 
continuations, 
35 calendar 
days 

 
9 

 
If necessary, obtain written approval from the ADO through the 
ADODR to incur pre-award costs.  Approval is granted only if EO 
12372 Intergovernmental Review of 10.025 is not required by the 
SPOC or it has been completed. 
 
If the agreement will be signed at headquarters (see Chapter 2), the 
Region/Lab/Center ADO’s approval  is also required to obtain final 
approval of the headquarters ADO. 

 
ROAR 

 
Before work 
commences                

 
10 

 
Submit the draft work plan and financial plan to the 
Region/Lab/Center Agreements Specialist for review. 

 
ADODR 

 
As needed    2/                                 

 
11 

 
Review the work plan and financial plan for adequacy, 
completeness, and compliance with authorities, regulations, and 
policies.  Prepare the Notice of Award.  Submit for review and 
approval by the Region/Lab/Center Program Manager  3/  When 
applicable, send to the Program Unit IT Officer, ITD and LPA for 
review and comment.   4/ 
 
If  meets the criteria for signature of the Administrator or Deputy  
Administrator (see Chapter 2),  the ASC will coordinate the 
Program Unit IT Officer, ITD, LPA, and other headquarters review.  
 

Revisions are subject to this process and might result in a revision to 
the Notice of Award. 

 
Region/Lab/Center 
Agreements Specialist 

 
10 work days                                   

 
12 

 
Review the draft agreement package (work plan, financial plan, and 
Notice of Award) to ensure compliance with program authorities, 
goals, objectives, and policies.  Clear up any issues with the 
ADODR.  Notify the Region/Lab/Center Agreements Specialist of 
changes, if any, and approval of the draft.  Steps 7, 10, 11, and 12 
will be repeated, if needed.     

 
Regional/Lab/Center 
Program Manager  and 
Program Unit IT 
Officer (when 
applicable 

 
5 workdays 

 
13 

 
Incorporate changes in the agreement package.   If signed by a 
headquarters ADO, submit the draft to the ASC to coordinate 
headquarters review and continue to Step 14.  If not subject to the 
ASC review, proceed to Step 21. 

 
Region/Lab/Center 
Agreements Specialist 

 

 
14 

 
Review the agreement package to ensure it meets all administrative 

 
ASC Analyst 

 
5 work days 
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

statutory and regulatory requirements and submit to the NPM and 
Program Unit IT Officer for review and comment. 
 
Revisions that are solely administrative in nature, e.g., related to 
federal assistance regulations, as determined by the ASC Analyst 
might not require NPM and Program Unit IT Officer review. 

 
 
 
 

 
15 

 
Review the agreement for compliance with program goals and 
objectives, regulations, statutes, policies and procedures.   
Resolve any issues with the Regional/Lab/Center Program Manager 
and ADODR.  Submit comments and changes to the ASC Analyst. 
 

  
NPM and Program 
Unit IT Officer 

 
5 work days 

 
16 

 
If necessary, coordinate review and comment by the ITD and LPA; 
and.   4/ 

 
ASC Analyst 
 

 
5 workdays                                    

 
17 

 
If necessary, coordinate the OGC review and comment of the final 
draft: and.  5/ 

 
ASC Analyst 

 
3 - 6 months                                  

 
18 

 
If  necessary, coordinate the DOS review and comment. 

 
 OGC  

 
6-12 months                                  

 
19 

 
Incorporate changes from the headquarters and OGC review parties.   
Resolve any conflicts in the parties’ comments, and submit to the 
Region/Lab/Center Agreement Specialist to review and discuss with 
the ADODR and applicant/recipient . 

 
ASC Analyst  

 
As needed                                    

 
20 

 
Review changes, if any, resulting from headquarters review; and 
obtain the applicant’s/recipient‘s concurrence.  If changes are not 
accepted or are countered with alternatives, Steps 7 and 10-16 will 
be repeated, as needed, to finalize the terms and conditions of the 
documents. 

 
Region/Lab/Center 
Agreements Specialist, 
ADODR, and ROAR 

 
As needed   2/ 

 
21 

 
Upon obtaining concurrence for any changes from the ADODR and 
applicant/recipient, finalize the agreement package and submit it to 
the applicant/recipient for signature. 

 
Region/Lab/Center 
Agreements Specialist 

 
5 workdays                                   

 
22 

 
Submit the application package to the SPOC, if applicable to CFDA 
No. 10.025 and the process was not completed at Step 8. 

 
ROAR 

 
Refer to Step 8                          

 
2321 

 
Submit all required documents to the Region/Lab/Center 
Agreements Specialist for signature.  

 
ROAR 

 
10 workdays                                 

 
24 

 
If  headquarters signature is not required, obtain Region/Lab/Center 
ADO signature and proceed to Step 28. 
 
If  the agreement is to be signed at headquarters, submit it to the 
ASC for routing. 

 
Region/Lab/Center 
Agreements Specialist 

 
1 work day 

 
25 

 
Prepare an APHIS-16R to route for required approvals to the ADO 
for signature.  

 
ASC Analyst 

 
Upon receipt. 
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

26 Return the signed agreement to the ASC Analyst for distribution. ADO 5 work days 
 

27 
 
Return a copy to the Region/Lab/Center Agreements Specialist.  
Retain the original in the ADO file. 

 
ASC Analyst 

 
1 work day 

 
28 

 
Enter the agreement into the ACMS and distribute a copy to the 
ADODR, recipient, budget analyst(s), and Minneapolis FOB (with 
printed ACMS data entry screen for obligation).  Retain a copy.  The 
signed ADODR letter can be distributed at this point as follows:  
original to the ADODR and a copy to the remaining parties and 
ADO file. 

 
Region/Lab/Center 
Agreements Specialist 

 
1 work day 

 
 

1/    This process can include additional documentation such as a Decision Template prepared for each proposed agreement, 
if required due to current Departmental policy and guidance provided by APHIS Management. 

 
2/    This timeframe must take into consideration the required project start date and the timeframes required to 

complete all steps necessary for full execution (signature) of the agreement prior to commencement of 
program activities and expenditures. 

 
3/    The Region/Lab/Center Program Manager and ADODR, in some situations, is the same person.  If so, Step 7, 10, and 

12 will be performed simultaneously followed by Step 11 and then Steps 13-28.  Steps 8 and 9 can proceed during the 
same time as 7, 10, and 11, if appropriate. 

 
4/    The Program Unit IT Officer and ITD review is required if computers, databases, software, telephones, cell phones, 

radios, or other information technology components are involved.  LPA review is required if publications, 
audio/visuals, Freedom of Information Act, and Privacy Act components are included. 

 
5/    Drafts submitted to OGC are to be in the final APHIS version, i.e., all interested APHIS parties are to review and 

provide/incorporate agreed to changes prior to submitting the document for review.
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EXHIBIT 4-16? 
Page  1 of ? 

 
PROGRAM PLANNING AND DEVELOPMENT 

REVIEW AND APPROVAL PROCESS  
FOR  

NEW, REVISED, AND CONTINUED COOPERATIVE AGREEMENTS AND GRANTS 
HEADQUARTERS PROGRAMS 

 
(Refer to the Glossary for definitions of acronyms and terms.) 

 
 
Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
1 

 
Appoint and notify an ADODR.  Notify the ASC Analyst (via the 
ADODR, if convenient).     

 
ADO 

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
2 

 
Prepare, for the signature of the ADO, an ADODR designation letter 
outlining responsibilities.  Provide a copy to the ADODR and review 
the content with any new ADODR.  Notify the ADODR that the 
original will be forwarded once signed along with a copy of the signed 
agreement.  

 
ASC Analyst 

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
3 

 
As required, submit a list of agreements to be funded for the approval 
of the ODA.  1/ 
 
Revisions that broaden the scope and adjust the funding are subject to 
this process.  As required, submit a list of agreements to be revised to 
the ODA. 

 
ADODR 

 
At least 4 
months prior to 
project start 
date                      

 

4 

 
For new agreements, determine program and administrative authority 
for entering into an agreement for the proposed activity and verify with 
the ADO, as needed. 

 

Skip this step for revision and continuations unless changes in the 
original agreement add activities that could be outside the scope of the 
authority. 

 
ADODR and ASC 
Analyst  

 
Upon 
considering a 
program for 
funding and 
prior to 
negotiating an 
agreement 

 

5 

 
Develop and post an announcement to grants.gov, if competition is 
applicable.  Prior to posting, obtain review and approval of the Program 
Unit IT Officer and ITD.  3/  If a project is not competed, this will be 
accomplished in a later step. 

 
ADODR and  ASC 
Analyst 

 
Upon 
considering a 
program for 
funding 

 

6 

 
Determine whether the applicant is debarred or suspended.  If “no”, 
proceed to the next step.  If “yes”, stop.  We are prohibited from 
entering into an agreement with that applicant.  Refer to 2 CFR 417.215 
for exclusions, i.e., for not covered transactions. 
 
Skip this step for revisions only. 

 
ADODR and ASC 
Analyst 

 
1 work day and 
prior to 
entering into 
negotiations 
with an 
applicant   

 
7 

 
Negotiate and develop a work plan and financial plan and negotiate the 
terms and conditions of the Notice of Award, or changes thereto for 
revisions and continuations. 

 
ADODR and  
ROAR 

 
As needed     2/    
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
8 

 
Submit the work plan and financial plan to the SPOC, if applicable to 
CFDA No. 10.025, along with any other forms required by the state’s 
SPOC.  If the work plan and financial plan are not sufficiently finalized, 
this part of the process would occur later (see Step 18).   
 
For revisions and continuations, review the SPOC response in the initial 
year of the agreement to determine whether the review and clearance 
was (1) applicable to the current year or life of the project or (2) waived 
for the current year or life of the project.  Depending on the response, 
this step might not be necessary for these two actions. 

 
ROAR 
 
 
 
 
ADODR and ASC 
Analyst  verify 
SPOC intent. 

 
For new 
agreements, 65 
Calendar days. 
 
For revisions 
and 
continuations, 
35 calendar 
days 

 
9 

 
If necessary, obtain written approval from the ADO through the 
ADODR/ASC to incur pre-award costs.  Approval is granted only if EO 
12372 Intergovernmental Review of 10.025 is not required by the 
SPOC or it has been completed. 

 
ROAR 

 
Before work 
commences          

 
10 

 
Submit the draft work plan and financial plan to the ASC Analyst for 
review. 

 
ADODR 

 
As needed    2/     

 
11 

 
Review the work plan and financial plan for adequacy, completeness, 
and compliance with authorities, regulations, and policies.  Clear up any 
issues with the ADODR.  Submit to the Program Unit IT Officer for 
review.  4/  Steps 7, 10, and 11 will be repeated, if needed.  Prepare the 
Notice of Award.   
 

 
ASC Analyst 

 

 
10 work days       

 
12 

 
If necessary, coordinate  review and comment by the ITD and LPA; 
and.   3/ 

 
ASC Analyst 
 

 
5 workdays          

 
13 

 
If necessary, coordinate the OGC review and comment of the final 
draft: and.  4/ 

 
ASC Analyst 

 
3 - 6 months        

 
14 

 
If necessary, coordinate the DOS review and comment. 

 
OGC  

 
6-12 months        

 
15 

 
Incorporate changes from the headquarters review parties.   
Resolve any conflicts in the parties’ comments, and submit to the 
ADODR for concurrence. 

 
ASC Analyst  

 
As needed            

 
16 

 
Review changes, if any, resulting from headquarters review; and obtain 
the applicant’s/recipient/s  concurrence.  If changes are not accepted or 
are countered with alternatives, Steps 7 and 10-15 will be repeated, as 
needed.  Notify the ASC of concurrence. 
 

 
ADODR 

 
As needed   2/ 

 
17 

 
Upon obtaining concurrence for any changes from the ADODR, 
finalize the agreement package and submit it to the recipient for 
signature. 

 
ASC Analyst 

 
5 workdays          

 
18 

 
Submit the application package to the SPOC, if applicable to CFDA 
No. 10.025 and the process was not completed at Step 8. 

 

 
ROAR 

 
Refer to Step 8    
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
19 

 
Submit all required documents to the ASC for signature.  

 
ROAR 

 
10 workdays        

 
20 

 
Prepare an APHIS-16R to route for required approvals to the ADO for 
signature. 

 
ASC Analyst 

 
Upon receipt. 

 
21 

 
Return the signed agreement to the ASC Analyst for distribution. 

 
ADO 

 
5 work days 

 
22 

 
Enter the agreement into ACMS and distribute a copy to the ADODR, 
recipient, budget analyst(s), and Minneapolis FOB (with printed ACMS 
data entry screen for obligation).  Retain the original in the ADO file.  
The signed ADODR letter can be distributed at this point as follows:  
original to the ADODR and a copy to the remaining parties and ADO 
file.  

 
ASC Analyst 

 
1 work day 

 
 

1/    This process can include additional documentation such as a Decision Template prepared for each proposed agreement, 
if required due to current Departmental policy and guidance provided by APHIS Management. 

 
2/    This timeframe must take into consideration the required project start date and the timeframes required to 

complete all steps necessary for full execution (signature) of the agreement prior to commencement of 
program activities and expenditures. 

 
3/    The Program Unit IT Officer and ITD review is required if computers, databases, software, telephones, cell phones, 

radios, or other information technology components are involved.  LPA review is required if publications, 
audio/visuals, Freedom of Information Act, and Privacy Act components are included. 

 
4/    Drafts submitted to OGC are to be in the final APHIS version, i.e., all interested APHIS parties are to review and 

provide/incorporate agreed to changes prior to submitting the document for review.
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EXHIBIT 4-17? 
Page  1 of ? 

 
VETERINARY SERVICES  

REVIEW AND APPROVAL PROCESS  
FOR  

NEW, REVISED, AND CONTINUED COOPERATIVE AGREEMENTS AND GRANTS 
HEADQUARTERS PROGRAMS 

 
(Refer to the Glossary for definitions of acronyms and terms.) 

 
 
Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
1 

 
Appoint and notify an ADODR.  Notify the ASC Analyst (via the 
ADODR, if convenient).     

 
ADO 

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
2 

 
Prepare, for the signature of the ADO, an ADODR designation letter 
outlining responsibilities.  Provide a copy to the ADODR and 
review the content with any new ADODR.  Notify the ADODR that 
the original will be forwarded once signed along with a copy of the 
signed agreement. 

 
ASC Analyst 

Prior to 
discussion/ 
negotiation 
with the ROAR 

 
3 

 
As required, submit a list of agreements to be funded for the 
approval of the Director, Planning, Finance, and Strategy Unit 
(PFSU) and the NPM.  1/ 
 
Revisions that broaden the scope and adjust the funding are subject 
to this process.  As required, submit a list of agreements to be 
revised to the Director, PFSU, and the NPM. 

 
ADODR 

 
At least 4 
months prior to 
project start 
date                      

 

4 

 
For new agreements, determine program and administrative 
authority for entering into an agreement for the proposed activity 
and verify with the ADO, as needed. 

 
Skip this step for revision and continuations unless changes in the 
original agreement add activities that could be outside the scope of 
the authority. 

 
ADODR and ASC 
Analyst and, if project  
is to be competed, the 
NPM 

 
Upon 
considering a 
program for 
funding and 
prior to 
negotiating an 
agreement 

 

5 

 
Develop and post an announcement to grants.gov, if competition is 
applicable.  Prior to posting, obtain review and approval of the 
Program Unit IT Officer and ITD.  4/  If a project is not competed, 
this will be accomplished in a later step. 

 
NPM/ADODR and  
ASC Analyst 

 
Upon 
considering a 
program for 
funding 

 

6 

 
Determine whether the applicant is debarred or suspended.  If “no”, 
proceed to the next step.  If “yes”, stop.  We are prohibited from 
entering into an agreement with that applicant.  Refer to 2 CFR 
417.215 for exclusions, i.e., for not covered transactions. 
 
Skip this step for revisions only. 

 
ADODR and ASC 
Analyst 

 
1 work day and 
prior to 
entering into 
negotiations 
with an 
applicant   

 
7 

 
Negotiate and develop a work plan and financial plan and negotiate 
the terms and conditions of the Notice of Award, or changes thereto 
for revisions and continuations. 

 
ADODR and  ROAR 

 
As needed     2/    
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
8 

 
Submit the work plan and financial plan to the SPOC, if applicable 
to CFDA No. 10.025, along with any other forms required by the 
state’s SPOC.  If the work plan and financial plan are not 
sufficiently finalized, this part of the process would occur later (see 
Step 19).   
 
For revisions and continuations, review the SPOC response in the 
initial year of the agreement to determine whether the review and 
clearance was (1) applicable to the current year or life of the project 
or (2) waived for the current year or life of the project.  Depending 
on the response, this step might not be necessary for these two 
actions. 

 
ROAR 
 
 
 
 
 
ADODR and ASC 
Analyst  verify SPOC 
intent. 

 
For new 
agreements, 65 
Calendar days. 
 
 
 
For revisions 
and 
continuations, 
35 calendar 
days 

 
9 

 
If necessary, obtain written approval from the ADO through the 
ADODR/ASC to incur pre-award costs.  Approval is granted only if 
EO 12372 Intergovernmental Review of 10.025 is not required by 
the SPOC or it has been completed. 

 
ROAR 

 
Before work 
commences          

 
10 

 
Submit the draft work plan and financial plan to the ASC Analyst 
for review. 

 
ADODR 

 
As needed    2/     

 
11 

 
Review the work plan and financial plan for adequacy, 
completeness, and compliance with authorities, regulations, and 
policies.  Prepare the Notice of Award.  Submit for review and 
approval by the NPM   3/   and Program Unit IT Officer.  4/ 
 
Revisions that are solely administrative in nature, e.g., related to 
federal assistance regulations and policies, as determined by the 
ASC analyst might not require NPM review. 

 
ASC Analyst 

 
10 work days       

 
12 

 
Upon receipt from the ASC, review the draft agreement package 
(work plan, financial plan, and  Notice of Award) to ensure 
compliance with program  authorities, goals, objectives, and 
policies.  Clear up any issues with the ADODR.  Notify the ASC of 
changes, if any, and approval of the draft.  Steps 7, 10, and 11 will 
be repeated, if needed. 

 
NPM and Program 
Unit IT Officer (when 
applicable) 

 
5 workdays 

 
13 

 
If necessary, coordinate  review and comment by the ITD and LPA; 
and.   4/ 

 
ASC Analyst 
 

 
5 workdays          

 
14 

 
If necessary, coordinate the OGC review and comment of the final 
draft: and.  5/ 

 
ASC Analyst 

 
3 - 6 months        

 
15 

 
If necessary, coordinate the DOS review and comment. 

 
OGC  

 
6-12 months        

 
16 

 
Incorporate changes from the headquarters review parties.   
Resolve any conflicts in the parties’ comments, and submit to the 
ADODR for concurrence. 

 
ASC Analyst  

 
As needed            

 
17 

 
Review changes, if any, resulting from headquarters review; and 
obtain the applicant’s/recipient’s concurrence.  If changes are not 
accepted or are countered with alternatives, Steps 7 and 10-16 will 
be repeated, as needed.  Notify the ASC of concurrence. 

 
ADODR 

 
As needed   2/ 
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
18 

 
Upon obtaining concurrence for any changes from the ADODR, 
finalize the agreement package and submit it to the 
applicant/recipient for signature. 

 
ASC Analyst 

 
5 workdays          

 
19 

 
Submit the application package to the SPOC, if applicable to CFDA 
No. 10.025 and the process was not completed at Step 8. 
 

 
ROAR 

 
Refer to Step 8    

 
20 

 
Submit all required documents to the ASC for signature.  

 
ROAR 

 
10 workdays        

 
21 

 
Prepare an APHIS-16R to route for required approvals to the ADO 
for signature. 

 
ASC Analyst 

 
Upon receipt. 

 
22 

 
Return the signed agreement to the ASC Analyst for distribution.. 

 
ADO 

 
5 work days 

 
23 

 
Enter the agreement into ACMS and distribute a copy to the 
ADODR, recipient, budget analyst(s), and Minneapolis  FOB (with 
printed ACMS data entry screen for obligation).  Retain the original 
in the ADO file. The signed ADODR letter can be distributed at this 
point as follows:  original to the ADODR and a copy to the 
remaining parties and ADO file. 

 
ASC Analyst 

 
1 work day 

 
 

1/    This process can include additional documentation such as a Decision Template prepared for each proposed agreement, 
if required due to current Departmental policy and guidance provided by APHIS Management. 

 
2/    This timeframe must take into consideration the required project start date and the timeframes required to 

complete all steps necessary for full execution (signature) of the agreement prior to commencement of 
program activities and expenditures. 

 
3/    The NPM and ADODR, in some situations, is the same person.  If so, Steps 7, 10, and 12 will be performed 

simultaneously followed by Step 11 and then Steps 13-23. 
 

4/    The Program Unit IT Officer and ITD review is required if computers, databases, software, telephones, cell phones, 
radios, or other information technology components are involved.  LPA review is required if publications, 
audio/visuals, Freedom of Information Act, and Privacy Act components are included. 

 
5/    Drafts submitted to OGC are to be in the final APHIS version, i.e., all interested APHIS parties are to review and 

provide/incorporate agreed to changes prior to submitting the document for review.
 
 
 
 
 
 
 
 
 
 
 
 
 

EXHIBIT 4-17 
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Page  4 of 7 
VETERINARY SERVICES 

REVIEW AND APPROVAL PROCESS  
FOR  

NEW, REVISED, AND CONTINUED COOPERATIVE AGREEMENTS AND GRANTS 
FOR THE 

REGIONAL, LABORATORY, AND CENTER PROGRAMS 
(Regions,  Laboratories, and Centers operate independently.) 

 
(Refer to the Glossary for definitions of acronyms and terms.) 

 
 
Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
1 

 
Appoint and notify an ADODR.  Notify the ASC Analyst (via the 
ADODR, if convenient).     

 
ADO 

Prior to 
discussion/ 
negotiation 
with the ROAR 

 
2 

 
Prepare, for the signature of the ADO, an ADODR designation letter 
outlining responsibilities.  Provide a copy to the ADODR and 
review the content with any new ADODR.  Notify the ADODR that 
the original will be forwarded once signed along with a copy of the 
signed agreement. 

 
Region/Lab/Center 
Agreements Specialist  

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
3 

 
As required, submit a list of agreements to be funded for the 
approval of the Region/Lab/Center Director and the 
Region/Lab/Center Program Manager for the program activity.   1/ 
 
Revisions that broaden the scope and adjust the funding are subject 
to this process.  As required, submit a list of agreements to be 
revised to the Region/Lab/Center Director. 

 
ADODR 

 
At least 4 
months prior to 
project start 
date                      

 

4 

 
For new agreements, determine program and administrative 
authority for entering into an agreement for the proposed activity 
and verify with the ADO, as needed. 

 
Skip this step for revisions and continuations unless changes in the 
original agreement add activities that could be outside the scope of 
the authority. 

 
ADODR and 
Region/Lab/Center 
Agreements Specialist 

Also, if project  is to be 
competed, the NPM 

 
Upon 
considering a 
program for 
funding and 
prior to 
negotiating an 
agreement 

 

5 

 
Develop and post an announcement to grants.gov, if competition is 
applicable.  Prior to posting, obtain review and approval of the 
Program Unit IT Officer and ITD.  4/  If a project is not competed, 
this will be accomplished in a later step. 

 
NPM/ADODR and  
ASC Analyst 

 
Upon 
considering a 
program for 
funding 

 

6 

 
Determine whether the applicant is debarred or suspended.  If “no”, 
proceed to the next step.  If “yes”, stop.  We are prohibited from 
entering into an agreement with that applicant.  Refer to 2 CFR 417 
for exclusions, i.e., for not covered transactions. 
 
Skip this step for revisions only. 

 
ADODR and 
Region/Lab/Center 
Agreements Specialist 

 
1 work day and 
prior to 
entering into 
negotiations 
with an 
applicant   

 
7 

 
Negotiate and develop a work plan and financial plan and negotiate 
the terms and conditions of the Notice of Award, or changes thereto 
for revisions and continuations. 

 
ADODR and  ROAR 

 
As needed     2/    
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

8 Submit the work plan and financial plan to the SPOC, if applicable 
to CFDA No. 10.025, along with any other forms required by the 
state’s SPOC.  If the work plan and financial plan are not 
sufficiently finalized, this part of the process would occur later (e.g., 
upon completion of Step 12 or 20, as applicable).   
 
For revisions and continuations, review the SPOC response in the 
initial year of the agreement to determine whether the review and 
clearance was (1) applicable to the current year or life of the project 
or (2) waived for the current year or life of the project.  Depending 
on the response, this step might not be necessary for these two 
actions. 

ROAR 
 
 
 
 
 
ADODR and 
Region/Lab/Center 
Agreements Specialist 
verify intent 

For new 
agreements, 65 
Calendar days. 
 
 
 
For revisions 
and 
continuations, 
35 calendar 
days 

 
9 

 
If necessary, obtain written approval from the ADO through the 
ADODR to incur pre-award costs.  Approval is granted only if EO 
12372 Intergovernmental Review of 10.025 is not required by the 
SPOC or it has been completed. 
 
If the agreement will be signed at headquarters (see Chapter 2), the 
Region/Lab/Center ADO’s approval  is also required to obtain final 
approval of the headquarters ADO. 

 
ROAR 

 
Before work 
commences          

 
10 

 
Submit the draft work plan and financial plan to the 
Region/Lab/Center Agreements Specialist for review. 

 
ADODR 

 
As needed    2/     

 
11 

 
Review the work plan and financial plan for adequacy, 
completeness, and compliance with authorities, regulations, and 
policies.  Prepare the Notice of Award.  Submit for review and 
approval by the Region/Lab/Center Program Manager  3/  When 
applicable, send to the Program Unit IT Officer, ITD and LPA for 
review and comment.   4/ 
 
If  meets the criteria for signature of the Administrator or Deputy  
Administrator (see Chapter 2),  the ASC will coordinate the 
Program Unit IT Officer, ITD, LPA, and other headquarters review.  
 

Revisions are subject to this process and might result in a revision to 
the Notice of Award. 

 
Region/Lab/Center 
Agreements Specialist 

 
10 work days       

 
12 

 
Review the draft agreement package (work plan, financial plan, and 
Notice of Award) to ensure compliance with program authorities, 
goals, objectives, and policies.  Clear up any issues with the 
ADODR.  Notify the Region/Lab/Center Agreements Specialist of 
changes, if any, and approval of the draft.  Steps 7, 10, 11, and 12 
will be repeated, if needed.     

 
Regional/Lab/Center 
Program Manager  and 
Program Unit IT 
Officer (when 
applicable 

 
5 workdays 

 
13 

 
Incorporate changes in the agreement package.   If signed by a 
headquarters ADO, submit the draft to the ASC to coordinate 
headquarters review and continue to Step 14.  If not subject to the 
ASC review, proceed to Step 21. 

 
Region/Lab/Center 
Agreements Specialist 

 

 
14 

 
Review the agreement package to ensure it meets all administrative 
statutory and regulatory requirements and submit to the NPM and 

 
ASC Analyst 
 

 
5 work days 
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

Program Unit IT Officer for review and comment. 
 
Revisions that are solely administrative in nature, e.g., related to 
federal assistance regulations, as determined by the ASC Analyst 
might not require NPM and Program Unit IT Officer review. 

 
 
 

 
15 

 
Review the agreement for compliance with program goals and 
objectives, regulations, statutes, policies and procedures.   
Resolve any issues with the Regional/Lab/Center Program Manager 
and ADODR.  Submit comments and changes to the ASC Analyst. 
 

  
NPM and Program 
Unit IT Officer 

 
5 work days 

 
16 

 
If necessary, coordinate review and comment by the ITD and LPA; 
and.   4/ 

 
ASC Analyst 
 

 
5 workdays          

 
17 

 
If necessary, coordinate the OGC review and comment of the final 
draft: and.  5/ 

 
ASC Analyst 

 
3 - 6 months        

 
18 

 
If  necessary, coordinate the DOS review and comment. 

 
 OGC  

 
6-12 months        

 
19 

 
Incorporate changes from the headquarters and OGC review parties.  
Resolve any conflicts in the parties’ comments, and submit to the 
Region/Lab/Center Agreement Specialist to review and discuss with 
the ADODR and applicant/recipient . 

 
ASC Analyst  

 
As needed            

 
20 

 
Review changes, if any, resulting from headquarters review; and 
obtain the applicant’s/recipient ‘s concurrence.  If changes are not 
accepted or are countered with alternatives, Steps 7 and 10-16 will 
be repeated, as needed, to finalize the terms and conditions of the 
documents. 

 
Region/Lab/Center 
Agreements Specialist, 
ADODR, and ROAR 

 
As needed   2/ 

 
21 

 
Upon obtaining concurrence for any changes from the ADODR and 
applicant/recipient, finalize the agreement package and submit it to 
the applicant/recipient for signature. 

 
Region/Lab/Center 
Agreements Specialist 

 
5 workdays          

 
22 

 
Submit the application package to the SPOC, if applicable to CFDA 
No. 10.025 and the process was not completed at Step 8. 

 
ROAR 

 
Refer to Step 8    

 
2321 

 
Submit all required documents to the Regional/CPHST Agreements 
Specialist for signature.  

 
ROAR 

 
10 workdays        

 
24 

 
If  headquarters signature is not required, obtain Regional/CPHST 
ADO signature and proceed to Step 28. 
 
If  the agreement is to be signed at headquarters, submit it to the 
ASC for routing. 

 
Region/Lab/Center 
Agreements Specialist 

 
1 work day 

 
25 

 
Prepare an APHIS-16R to route for required approvals to the ADO 
for signature.  

 
ASC Analyst 

 
Upon receipt. 

 
26 

 
Return the signed agreement to the ASC Analyst for distribution. 

 
ADO 

 
5 work days 
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
27 

 
Return a copy to the Region/Lab/Center Agreements Specialist.  
Retain the original in the ADO file. 

 
ASC Analyst 

 
1 work day 

 
28 

 
Enter the agreement into the ACMS and distribute a copy to the 
ADODR, recipient, budget analyst(s), and Minneapolis FOB (with 
printed ACMS data entry screen for obligation).  Retain a copy.  The 
signed ADODR letter can be distributed at this point as follows:  
original to the ADODR and a copy to the remaining parties and 
ADO file. 

 
Region/Lab/Center 
Agreements Specialist 

 
1 work day 

 
 

1/    This process can include additional documentation such as a Decision Template prepared for each proposed agreement, 
if required due to current Departmental policy and guidance provided by APHIS Management. 

 
2/    This timeframe must take into consideration the required project start date and the timeframes required to 

complete all steps necessary for full execution (signature) of the agreement prior to commencement of 
program activities and expenditures. 

 
3/    The Region/Lab/Center Program Manager and ADODR, in some situations, is the same person.  If so, Step 7, 10, and 

12 will be performed simultaneously followed by Step 11 and then Steps 13-28.  Steps 8 and 9 can proceed during the 
same time as 7, 10, and 11, if appropriate. 

 
4/    The Program Unit IT Officer and ITD review is required if computers, databases, software, telephones, cell phones, 

radios, or other information technology components are involved.  LPA review is required if publications, 
audio/visuals, Freedom of Information Act, and Privacy Act components are included. 

 
5/    Drafts submitted to OGC are to be in the final APHIS version, i.e., all interested APHIS parties are to review and 

provide/incorporate agreed to changes prior to submitting the document for review.
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EXHIBIT 4-18? 
Page  1 of ? 

WILDLIFE SERVICES  
REVIEW AND APPROVAL PROCESS  

FOR  
NEW, REVISED, AND CONTINUED COOPERATIVE AGREEMENTS AND GRANTS 

HEADQUARTERS PROGRAMS 
 

(Refer to the Glossary for definitions of acronyms and terms.) 
 

 
Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
1 

 
Appoint and notify an ADODR.  Notify the ASC Analyst (via the 
ADODR, if convenient).     

 
ADO 

Prior to 
discussion/ 
negotiation 
with the ROAR 

 
2 

 
Prepare, for the signature of the ADO, an ADODR designation 
letter outlining responsibilities.  Provide a copy to the ADODR and 
review the content with any new ADODR.  Notify the ADODR that 
the original will be forwarded once signed along with a copy of the 
signed agreement. 

 
ASC Analyst 

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
3 

 
As required, submit a list of agreements to be funded for the 
approval of the Deputy Director for Administration, OSS, and the  
NPM.  1/ 
 
Revisions that broaden the scope and adjust the funding are subject 
to this process.  As required, submit a list of agreements to be 
revised to the Deputy Director for Administration, OSS, and the 
NPM. 

 
ADODR 

 
At least 4 
months prior to 
project start 
date                      

 

4 

 
For new agreements, determine program and administrative 
authority for entering into an agreement for the proposed activity 
and verify with the ADO, as needed. 

 
Skip this step for revision and continuations unless changes in the 
original agreement add activities that could be outside the scope of 
the authority. 

 
ADODR and ASC 
Analyst and, if project  
is to be competed, the 
NPM 

 
Upon 
considering a 
program for 
funding and 
prior to 
negotiating an 
agreement 

 

5 

 
Develop and post an announcement to grants.gov, if competition is 
applicable.  Prior to posting, obtain review and approval of the 
Program Unit IT Officer and ITD.  4/  If a project is not competed, 
this will be accomplished in a later step. 

 
NPM/ADODR and  
ASC Analyst 

 
Upon 
considering a 
program for 
funding 

 

6 

 
Determine whether the applicant is debarred or suspended.  If “no”, 
proceed to the next step.  If “yes”, stop.  We are prohibited from 
entering into an agreement with that applicant.  Refer to 2 CFR 
417.215 for exclusions, i.e., for not covered transactions. 
 
Skip this step for revisions only. 

 
ADODR and ASC 
Analyst 

 
1 work day and 
prior to 
entering into 
negotiations 
with an 
applicant  

 
7 

 
Negotiate and develop a work plan and financial plan and negotiate 
the terms and conditions of the Notice of Award, or changes thereto 
for revisions and continuations. 
 

 
ADODR and  ROAR 

 
As needed     2/    
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
8 

 
Submit the work plan and financial plan to the SPOC, if applicable 
to CFDA No. 10.028, along with any other forms required by the 
state’s SPOC.  If the work plan and financial plan are not 
sufficiently finalized, this part of the process would occur later (see 
Step 19).   
 
For revisions and continuations, review the SPOC response in the 
initial year of the agreement to determine whether the review and 
clearance was (1) applicable to the current year or life of the project 
or (2) waived for the current year or life of the project.  Depending 
on the response, this step might not be necessary for these two 
actions. 

 
ROAR 
 
 
 
 
 
ADODR and ASC 
Analyst verify SPOC 
intent 

 
For new 
agreements, 65 
Calendar days. 
 
For revisions 
and 
continuations, 
35 calendar 
days 

 
9 

 
If necessary, obtain written approval from the ADO through the 
ADODR/ASC to incur pre-award costs.  Approval is granted only if 
EO 12372 Intergovernmental Review of 10.028 is not required by 
the SPOC or it has been completed. 

 
ROAR 

 
Before work 
commences          

 
10 

 
Submit the draft work plan and financial plan to the ASC Analyst 
for review. 

 
ADODR 

 
As needed    2/     

 
11 

 
Review the work plan and financial plan for adequacy, 
completeness, and compliance with authorities, regulations, and 
policies.  Prepare the Notice of Award.  Submit for review and 
approval by the NPM   3/   and Program Unit IT Officer.  4/ 
 
Revisions that are solely administrative in nature, e.g., related to 
federal assistance regulations and policies, as determined by the 
ASC analyst might not require NPM and Program Unit IT Officer 
review. 

 
ASC Analyst 

 
10 work days       

 
12 

 
Upon receipt from the ASC, review the draft agreement package 
(work plan, financial plan, and  Notice of Award) to ensure 
compliance with program  authorities, goals, objectives, and 
policies.  Clear up any issues with the ADODR.  Notify the ASC of 
changes, if any, and approval of the draft.  Steps 7, 10, and 11 will 
be repeated, if needed. 

 
NPM and Program 
Unit IT Officer (when 
applicable) 

 
5 workdays 

 
13 

 
If necessary,  coordinate  review and comment by the ITD and LPA; 
and.   4/ 

 
ASC Analyst 
 

 
5 workdays         

 
14 

 
If necessary, coordinate the OGC review and comment of the final 
draft: and.  5/ 

 
ASC Analyst 

 
3 - 6 months        

 
15 

 
If necessary, coordinate the DOS review and comment 

 
OGC  

 
6-12 months       

 
16 

 
Incorporate changes from the headquarters review parties.   
Resolve any conflicts in the parties’ comments, and submit to the 
ADODR for concurrence. 

 
ASC Analyst  

 
As needed            

 
17 

 
Review changes, if any, resulting from headquarters review; and 
obtain the applicant’s/recipient’s concurrence.  If changes are not 

 
ADODR 

 
As needed   2/ 
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

accepted or are countered with alternatives, Steps 7 and 10-16 will 
be repeated, as needed.  Notify the ASC of concurrence. 

 
18 

 
Upon obtaining concurrence for any changes from the ADODR, 
finalize the agreement package and submit it to the 
applicant/recipient for signature. 

 
ASC Analyst 

 
5 workdays          

 
19 

 
Submit the application package to the SPOC, if applicable to CFDA 
No. 10.028 and the process was not completed at Step 8. 

 
ROAR 

 
Refer to Step 8    

 
20 

 
Submit all required documents to the ASC for signature.  

 
ROAR 

 
10 workdays        

 
21 

 
Prepare an APHIS-16R to route for required approvals to the ADO 
for signature. 

 
ASC Analyst 

 
Upon receipt. 

 
22 

 
Return the signed agreement to the ASC Analyst for distribution. 

 
ADO 

 
5 work days 

 
23 

 
Enter the agreement into ACMS and distribute a copy to the 
ADODR, recipient, budget analyst(s), and Minneapolis FOB (with 
printed ACMS data entry screen for obligation).  Retain the original 
in the ADO file.  The signed ADODR letter can be distributed at 
this point as follows:  original to the ADODR and a copy to the 
remaining parties and ADO file. 

 
ASC Analyst 

 
1 work day 

 
 

1/    This process can include additional documentation such as a Decision Template prepared for each proposed agreement, 
if required due to current Departmental policy and guidance provided by APHIS Management. 

 
2/    This timeframe must take into consideration the required project start date and the timeframes required to 

complete all steps necessary for full execution (signature) of the agreement prior to commencement of 
program activities and expenditures. 

 
3/    The NPM and ADODR, in some situations, is the same person.  If so, Steps 7, 10, and 12 will be performed 

simultaneously followed by Step 11 and then Steps 13-23. 
 

4/    The Program Unit IT Officer and ITD review is required if computers, databases, software, telephones, cell phones, 
radios, or other information technology components are involved.  LPA review is required if publications, 
audio/visuals, Freedom of Information Act, and Privacy Act components are included. 

 
5/    Drafts submitted to OGC are to be in the final APHIS version, i.e., all interested APHIS parties are to review and 

provide/incorporate agreed to changes prior to submitting the document for review.
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EXHIBIT 4-18 
Page  4 of 7 

WILDLIFE SERVICES 
REVIEW AND APPROVAL PROCESS  

FOR  
NEW, REVISED, AND CONTINUED COOPERATIVE AGREEMENTS AND GRANTS 

FOR THE 
REGIONAL AND NATIONAL WILDLIFE RESEARCH CENTER (NWRC) PROGRAMS 

(Regional and NWRC processes operate independently.) 
 

(Refer to the Glossary for definitions of acronyms and terms.) 
 

 
Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
1 

 
Appoint and notify an ADODR.  Notify the ASC Analyst (via the 
ADODR, if convenient).     

 
ADO 

Prior to 
discussion/ 
negotiation 
with the ROAR 

 
2 

 
Prepare, for the signature of the ADO, an ADODR designation letter 
outlining responsibilities.  Provide a copy to the ADODR and 
review the content with any new ADODR.  Notify the ADODR that 
the original will be forwarded once signed along with a copy of the 
signed agreement. 

 
Regional/NWRC 
Agreements Specialist 

 
Prior to 
discussion/ 
negotiation 
with the ROAR 

 
3 

 
As required, submit a list of agreements to be funded for the 
approval of the Regional/NWRC Director and the RPM/NWRC 
Program Manager for the program activity.   1/ 
 
Revisions that broaden the scope and adjust the funding are subject 
to this process.  As required, submit a list of agreements to be 
revised to the Regional/NWRC Director. 

 
ADODR 

 
At least 4 
months prior to 
project start 
date                      

 

4 

 
For new agreements, determine program and administrative 
authority for entering into an agreement for the proposed activity 
and verify with the ADO, as needed. 

 
Skip this step for revisions and continuations unless changes in the 
original agreement add activities that could be outside the scope of 
the authority. 

 
ADODR and 
Regional/NWRC 
Agreements Specialist 

Also, if project  is to be 
competed, the NPM 

 
Upon 
considering a 
program for 
funding and 
prior to 
negotiating an 
agreement 

 

5 

 
Develop and post an announcement to grants.gov, if competition is 
applicable.  Prior to posting, obtain review and approval of the 
Program Unit IT Officer and ITD.  4/  If a project is not competed, 
this will be accomplished in a later step. 

 
NPM/ADODR and  
ASC Analyst 

 
Upon 
considering a 
program for 
funding 

 

6 

 
Determine whether the applicant is debarred or suspended.  If “no”, 
proceed to the next step.  If “yes”, stop.  We are prohibited from 
entering into an agreement with that applicant.  Refer to 2 CFR 417 
for exclusions, i.e., for not covered transactions. 
 
Skip this step for revisions only. 

 
ADODR and 
Regional/NWRC 
Agreements Specialist 

 
1 work day and 
prior to 
entering into 
negotiations 
with an 
applicant  

 
7 

 
Negotiate and develop a work plan and financial plan and negotiate 
the terms and conditions of the Notice of Award, or changes thereto 

 
ADODR and  ROAR 

 
As needed     2/    
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

for revisions and continuations. 

 
8 

 
Submit the work plan and financial plan to the SPOC, if applicable 
to CFDA No. 10.028, along with any other forms required by the 
state’s SPOC.  If the work plan and financial plan are not 
sufficiently finalized, this part of the process would occur later (e.g., 
upon completion of Step 12 and 20, as applicable).   
 
For revisions and continuations, review the SPOC response in the 
initial year of the agreement to determine whether the review and 
clearance was (1) applicable to the current year or life of the project 
or (2) waived for the current year or life of the project.  Depending 
on the response, this step might not be necessary for these two 
actions. 
 

 
ROAR 
 
 
 
 
ADODR and 
Regional/NWRC 
Agreements Specialist 
verify SPOC intent 

 
For new 
agreements, 65 
Calendar days. 
 
For revisions 
and 
continuations, 
35 calendar 
days 

 
9 

 
If necessary, obtain written approval from the ADO through the 
ADODR to incur pre-award costs.  Approval is granted only if EO 
12372 Intergovernmental Review of 10.028 is not required by the 
SPOC or it has been completed. 
 
If the agreement will be signed at headquarters (see Chapter 2), the 
Regional/NWRC ADO’s approval  is also required to obtain final 
approval of the headquarters ADO. 

 
ROAR 

 
Before work 
commences          

 
10 

 
Submit the draft work plan and financial plan to the 
Regional/NWRC Agreements Specialist for review. 

 
ADODR 

 
As needed    2/     

 
11 

 
Review the work plan and financial plan for adequacy, 
completeness, and compliance with authorities, regulations, and 
policies.  Prepare the Notice of Award.  Submit for review and 
approval by the RPM/NWRC Program Manager.  3/  When 
applicable, send to the Program Unit IT Officer, ITD and LPA for 
review and comment.   4/ 
 
If  meeting the criteria for signature of the Administrator or Deputy  
Administrator (see Chapter 2),  the ASC will coordinate the 
Program Unit IT Officer, ITD, LPA, and other headquarters review.  
 

Revisions are subject to this process and might result in a revision to 
the Notice of Award. 

 
Regional/NWRC 
Agreements Specialist 

 
10 work days      

 
12 

 
Review the draft agreement package (work plan, financial plan, and 
Notice of Award) to ensure compliance with program authorities, 
goals, objectives, and policies.  Clear up any issues with the 
ADODR.  Notify the Regional/NWRC Agreements Specialist of 
changes, if any, and approval of the draft.  Steps 7, 10, 11 and 12 
will be repeated, if needed.     

 
RPM/NWRC Program 
Manager  and Program 
Unit IT Officer (when 
applicable) 

 
5 workdays 

 
13 

 
Incorporate changes in the agreement package.   If signed by a 
headquarters ADO, submit the draft to the ASC to coordinate 
headquarters review and continue to Step 14.  If not subject to the 
ASC review, proceed to Step 21. 

 
Regional NWRC 
Agreements Specialist 
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
 
 

 
14 

 
Review the agreement package to ensure it meets all administrative 
statutory and regulatory requirements and submit to the NPM and 
Program Unit IT Officer for review and comment. 
 
Revisions that are solely administrative in nature, e.g., related to 
federal assistance regulations, as determined by the ASC Analyst 
might not require NPM review. 

 
ASC Analyst 
 
 
 
 

 
5 work days 

 
15 

 
Review the agreement for compliance with program goals and 
objectives, regulations, statutes, policies and procedures.   
Resolve any issues with the RPM/NWRC Program Manager and 
ADODR.  Submit comments and changes to the ASC Analyst. 

  
NPM and Program 
Unit IT Officer (when 
applicable) 

 
5 work days 

 
16 

 
If necessary, coordinate review and comment by the ITD and LPA; 
and.   4/ 

 
ASC Analyst 
 

 
5 workdays          

 
17 

 
If necessary, coordinate the OGC review and comment of the final 
draft: and.  5/ 

 
ASC Analyst 

 
3 - 6 months        

 
18 

 
If  necessary,  coordinate the DOS review and comment. 

 
 OGC  

 
6-12 months        

 
19 

 
Incorporate changes from the headquarters and OGC review parties.  
Resolve any conflicts in the parties’ comments, and submit to the 
Regional/NWRC Agreement Specialist to review and discuss with 
the ADODR and applicant/recipient. 

 
ASC Analyst  

 
As needed            

 
20 

 
Review changes, if any, resulting from headquarters review; and 
obtain the applicant’s/recipient’s concurrence.  If changes are not 
accepted or are countered with alternatives, Steps 7 and 10-16 will 
be repeated, as needed, to finalize the terms and conditions of the 
documents. 

 
Regional /NWRC 
Agreements Specialist, 
ADODR, and ROAR 

 
As needed   2/ 

 
21 

 
Upon obtaining concurrence for any changes from the ADODR and 
applicant/recipient, finalize the agreement package and submit it to 
the applicant/recipient for signature. 

 
Regional/NWRC 
Agreements Specialist 

 
5 workdays          

 
22 

 
Submit the application package to the SPOC, if applicable to CFDA 
No. 10.028 and the process was not completed at Step 8. 

 
ROAR 

 
Refer to Step 8    

 
23 

 
Submit all required documents to the Regional/CPHST Agreements 
Specialist for signature.  

 
ROAR 

 
10 workdays        

 
24 

 
If  headquarters’ signature is not required, obtain Regional/CPHST 
ADO signature and proceed to Step 28. 
 
If  the agreement is to be signed at headquarters, submit it to the 
ASC for routing. 

 
Regional/NWRC 
Agreements Specialist 

 
1 work day 
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Step 

 
Action Needed 

 
Responsibility of 

 
Timeframes 

 
25 

 
Prepare an APHIS-16R to route for required approvals to the ADO 
for signature. 
 

 
ASC Analyst 

 
Upon receipt. 

 
26 

 
Return the signed agreement to the ASC Analyst for distribution. 

 
ADO 

 
5 work days 

 
27 

 
Return a copy to the Regional/NWRC Agreements Specialist.  
Retain the original in the ADO file. 

 
ASC Analyst 

 
1 work day 

 
28 

 
Enter the agreement into the ACMS and distribute a copy to the 
ADODR, recipient, budget analyst(s), and Minneapolis FOB (with 
printed ACMS data entry screen for obligation).  Retain a copy.  The 
signed ADODR letter can be distributed at this point as follows:  
original to the ADODR and a copy to the remaining parties and 
ADO file. 

 
Regional/NWRC 
Agreements Specialist 

 
1 work day 

 
 

1/    This process can include additional documentation such as a Decision Template prepared for each proposed agreement, 
if required due to current Departmental policy and guidance provided by APHIS Management. 

 
2/    This timeframe must take into consideration the required project start date and the timeframes required to 

complete all steps necessary for full execution (signature) of the agreement prior to commencement of 
program activities and expenditures. 

 
3/    The RPM/NWRC Program Manager and ADODR, in some situations, is the same person.  If so, Step 7, 10 and 12 will 

be performed simultaneously followed by Step 11 and then Steps 13-28.  Steps 8 and 9 can proceed during the same 
time as 7, 10 and 11, if appropriate. 

 
4/    The Program Unit IT Officer and ITD review is required if computers, databases, software, telephones, cell phones, 

radios, or other information technology components are involved.  LPA review is required if publications, 
audio/visuals, Freedom of Information Act, and Privacy Act components are included. 

 
5/    Drafts submitted to OGC are to be in the final APHIS version, i.e., all interested APHIS parties are to review and 

provide/incorporate agreed to changes prior to submitting the document for review.
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        Enclosure 5 
WORK PLAN FORMULATION TABLE 

 
To assist in the development of the program work plan/proposal, we have prepared the following table 
and outline as a guide.  The work plan/proposal should describe, in detail, the activities to be conducted 
by the parties to the agreement.  Involvement by other parties in the program or project, which is 
incidental to the agreement, should only be discussed as indicated in III.H.   
 
The work plan for a cooperative agreement discusses the roles and responsibilities of the parties to the 
agreement (those signing) and the interaction between them as well as their resource contributions. 
 
For a grant, the proposal would address exclusively activities conducted by the Grantee as APHIS would 
not have a role in conducting the project.    
 
Major topics outlined ( I, II, and III) should be included in each program work plan/proposal.  It is not 
intended to be all inclusive, but to serve as a reference for items which should be discussed in 
development of the program narrative. 
 
An introductory paragraph should be included to identify the cooperating parties, the agreement 
number, and the overall purpose of the initiative as illustrated in the next paragraph. 
 
This Work Plan reflects a cooperative relationship between the (insert Cooperator’s agency name) (the 
Cooperator) and the United States Department of Agriculture (USDA), Animal and Plant Health Inspection 
Service (APHIS), Veterinary Services (VS) under Notice of Cooperative Agreement Award No. (insert 
agreement control number).  It outlines the mission-related goals, objectives, and anticipated accomplishments 
as well as the approach for conducting a (insert description of program, e.g., gypsy moth survey and control 
program) and the related roles and responsibilities of the parties [e.g., mutual roles, APHIS role(s), Cooperator 
role(s)] as negotiated. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



 
WORK PLAN FORMULATION TABLE 

 
 

 
Work Plan Format Headings by Section 
(If Section does not apply, omit it.) 
 
 

 
Questions that are to be addressed in responding to each Section, if 
applicable.  Questions are not to be inserted into the Work Plan.   
Write in a narrative format and place under each Section of Column 1 
as appropriate. 

 
I.       Objectives and Need for the   

Assistance 
 

A.  Relevant need or program  
requiring a solution.  

  
 
         B.  Supporting documentation. 
  

C.  Demonstrate need for  
assistance. 

 

 
 
 
 
What relevant need or problem within the cooperator’s mission area 
requires a solution in carrying out a public purpose of support or 
stimulation authorized by a law of the United States? 
  
How does the need or problem align with the mission area and 
strategic plan and goals of APHIS?  

 
Is there any relevant supporting documentation that needs to be 
referenced or incorporated by reference? 

 
Why and in what way does the cooperator need our assistance? 

  
II.     Results or Benefits Expected 
   

Identify results or benefits to be   
accomplished through assistance. 

 

 
 
 
What results or benefits will be derived from the cooperative effort?  
 

III.    Approach  
 
         A.  Outline a plan of action. 
        
 
 
 
 
 

B.  Work Performed by Activity  
or Function.  

    
 
 
 
 
 
 

What is the overall plan of action or approach to the work? 
 
This Section should discuss an overall plan of action and clearly 
outlines in separate sections the roles and responsibilities that are 
mutual, those of the cooperator, and those of APHIS in terms of work 
to be performed, expected accomplishments by each party, and 
resources to be contributed by each.  A grant proposal would reflect 
only work of the Grantee. 
 
The activities or functions must be within the scope of the Notice of 
Cooperative Agreement Award and consistent with the terms and 
conditions therein.  Provide a description for each of the activities or 
functions (e.g., survey, regulatory, control, etc.) for which funding is 
to be expended.  The narrative is to include any information or data 
that will be shared with APHIS.    Roles and responsibilities of the 
parties within each functional area as well as the resources to be 
contributed need to be clearly delineated.  If specific program 
protocols, action plans, or uniform rules or other program guidelines 



 
 
 
 
 
 
 
       

  C.  How each Activity or Function 
is to be Accomplished. 

   
 
        
        D.  Unusual Features 
          
        E.  Resources required : 

 
1.  Number and Type of 

Personnel: 
  
                  a.   Current Employees 
       b.  Recruit Personnel 
       c.   Pay Status of Employees  
        
                  
                 d.  Unemployment  
 
 
  
            2.  Equipment Needed 
      
 
 
 
       a.  Equipment provided: 
             1.  by the Cooperator 
             2.  by APHIS  

 b.  Purchased with APHIS 
funds. 

        c.  Uses for Equipment  
        d. Method of procurement 
       
 
 
   

e. Method of disposition 
 

 

must be followed, mention them in this section wherever they apply.  
A grant proposal would reflect only the work of the grantee. 
 
The following sections will assist in the preparation of a succinct 
proposal that provides APHIS with the information required to 
determine the appropriateness of a cooperative agreement.  These 
sections are to be included in the work plan as applicable.   

 
By activity or function, what work is to be accomplished?  Cite 
program standards, action plans, or other program guidelines as a 
standard for conducting the particular functions for this program, as 
applicable. 
 
Describe any unusual features of the project. 
 
What resources are required to perform the work? 
 
What numbers and types of personnel will be needed?  Tie these 
needs back to the activities outlined in III.A.   
 
Are the employees currently employed or will they be hired?  If 
recruited, who will hire the personnel, and what mechanism will be 
used to hire them?  Will they be full-time or part-time?  Are they paid 
or volunteers? 
 
How will unemployment payments be handled upon terminating 
assistance?  The budget can include only insurance or equitable 
contributions to a self insured fund, claims are not allowable. 

What equipment will be needed to perform the work?  Include major 
items of equipment with a value of $5,000 or more.   Identify 
information technology equipment, e,g., computers, and their 
ancillary components.   

 
       

What equipment will be provided by the Cooperator? 
What equipment will be provided by APHIS? 
What equipment will be purchased in whole or in part by the 
Cooperator with APHIS funds? 
How will the equipment be used? 
How will the equipment be procured, i.e., purchase, lease (GSA or 
commercial, donated by a third party, etc.)?  Who will handle 
acquisition needs?  Cooperator procurements shall be in accordance 
with 2 CFR 225 or 2 CFR 215, as applicable. 
 
What is the proposed method of disposition of the equipment upon 
termination of the agreement/project? 



3. Supplies Needed 
 
 
 
 
 
 
     a.  Supplies provided by: 

1.  the Cooperator 
2. APHIS 

b. Purchased with APHIS 
funds 

c. Uses for supplies 
d. Method of procurement 

 
 
 
 
                   e.  Method of Disposition   
 
 
 
             4.  Special Contracts 
 
 
 
 
 
 
 
  
             5.  Travel Needs 
 

a.  Local Travel 
 
 
 
 
 
                  
                 b.  Extended Travel 
       
  
 
 
   

 F.  Quantitative Projection of 
Accomplishments 

What supplies will be needed to perform the work?  Identify 
individual supplies with a cumulative value of $5,000 or more as a 
separate item.  All information technology supplies (e.g., small items 
of equipment,  connectivity through air cards or high speed internet 
access, readers to record animal identification, radios for emergency 
operations, telecommunications are to be specifically identified).  

 
       

What supplies will be provided by the Cooperator? 
What supplies will be provided by APHIS? 
What supplies will be purchased in whole or in part with APHIS 
funds? 
How will the supplies be used? 
How will supplies be acquired, e.g., purchased, donated by third 
parties?  Who will handle acquisition needs?  Cooperator 
procurements shall be in accordance with 2 CFR 225 or 2 CFR 215, 
as applicable. 
 
What is the proposed method of disposition of the supplies with a 
cumulative value over $5,000 upon termination of the 
agreement/project? 
 
Are there special contractual requirements, e.g., aerial application, 
pesticides, cleaning and disinfecting, etc.? 
 
Which contracts will be awarded by the Cooperator and by APHIS? 
What is the purpose of the contract, i.e., what goods or services are 
being purchases and for what activity and where?  Cooperator 
procurements shall be in accordance with 2 CFR 225 or 2 CFR 215,  
as applicable. 
 
What are the travel needs for the project? 

 
Is there any local travel to daily work sites?  What is the purpose?  
Who, by position type, travels and by what means?  Who is the 
approving official?  What are the methods of payment?  Indicate 
number of trips per day/week/month, as appropriate, mileage and 
related rates plus meals (if authorized by regulation).  Total projected 
mileage, rates, and total costs are to be reflected in the Financial Plan. 
 
What extended or overnight travel will be performed (number of 
trips, their purpose, frequency and approximate dates).  What is the 
purpose?  Who is the approving official?  What is the method of 
payment?  Indicate number of trips, rates, transportation costs, and 
total cost in the Financial Plan. 
 
What is the quantitative projection of accomplishments to be 
achieved? 



 
  1.  Identify activity or function. 

 
a.   Monthly 

accomplishments. 
b.  Quarterly 

accomplishments. 
       c.  Other specified intervals. 
 

2.  Non-quantitative 
Accomplishments   

  
 
 G.  Data Collection and   

Maintenance :     
 
       H.  Project Evaluation  
 
              1.  Criteria 
    
 
               2.  Methodology 
 
 
       I.  Other Contributing Parties  
 
 

 
By activity or function, what are the anticipated accomplishments by 
month, quarter, or other specified intervals? 

 
 

 
 
 
 
When accomplishments cannot be identified by activity or function, 
provide a list in chronological order, show the schedule of 
accomplishments, and target date for each. 
 
What type of data will be collected and how will it be maintained?  
Address timelines for collection and recording of data.  How will 
APHIS be provided access to the data? 
 
 
What criteria will be used to evaluate the project results and 
successes? 
 
What methodology will be used to determine if identified needs are 
met and results and benefits are achieved? 
 
Are there any other contributing third parties who will be working on 
the project?  Who are they and what is the nature of their effort and 
their contribution? 
 

 



Using the Work Plan Formulation Table 

1.  What are the major components you expect to find in a work plan for a cooperative agreement or grant? 

Authorities        Benefits expected       

Need for assistance      Cost breakdown 

2.  In a work plan, which of the following details would you expect to find? 

Recipients responsibility    Name, address and social security of Cooperator personnel   

Type of match, in‐kind, cash etc.  Clear explanation of each party’s responsibility 

3.  Which of the following is the best example of a benchmark for measuring performance? 

“Training will enhance the department’s emergency response capabilities.” 

“All plant samples will be test using three (3) separate methods.” 

“Surveillance will be conducted by testing 5 animals at each of the 23 locations outlined below.  All samples will 
be tested.  Positive samples will result in 100% testing at those locations.” 

“The proposed activity will provide unprecedented benefits to both agricultural and wildlife programs of this 
nation.” 

4.  Which of the following are examples of resources to be reflected in a work plan for a cooperative agreement? 

Number of cooperator personnel     Social security numbers of those paid with indirect costs  

Seasonal workers used under the agreement  Activities which require additional federal funding  

5.  In outlining the approach for a project, which of the following would be included in the work plan? 

Contracted services and who will monitor      Weather/ Climate forecasts 

Percentage of time devoted to project activities     Extension of deadline to expend funding 

6.  In describing the location of a project, which of the following is relevant to a work plan? 

  Type of terrain        State/ County/ Tribal Area 

  Traffic patterns        Legal description of area 

  Map from Google maps or Earth  GIS coordinates 

 

 

 

 

 



















































Avian Influenza Work Plan 

1.  How does this work plan measure success?  

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

2.  What activities are being conducted under this work plan? 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

3.  Will any special equipment be needed to carry out the work plan? 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

4.  How many APHIS personnel will be assisting with this work plan?  How many cooperator personnel? 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

5.  Where geographically will this work be taking place? 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

6.  Why is a Cooperative Agreement being used to accomplish these activities? 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 
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STEPS TO ENSURE PROPER FINANCIAL MANAGEMENT OF AGREEMENTS 
 
PREAWARD PHASE: 
 
 Select an ADODR with capacity to carry out the remainder of the steps below. 

 
 Negotiate a sound work plan and financial plan. 

 
 During negotiations, consider other sources of funding such as program income and the method 

of application to the project. 
 
 Consider the transfer of property and supplies purchased by the recipient with agreement funds 

and whether it would be advantageous to transfer title to the federal government with 
compensation. 

 
 Negotiate proper frequency of reports, which are required at least annually, but can be more 

frequent. 
 

 Accomplishment reports: 
Ensure frequency is sufficient to monitor progress and thereby enable the ADODR to 
determine the reasonableness and timeliness of payment requests. 

 
 Financial Reports: 

Ensure frequency is sufficient to monitor the rate of obligation and expenditure of 
program funds in direct correlation to the work accomplishments, budgeted amounts, 
and cash flow projections. 

 
POST AWARD PHASE: 
 
 Monitor timely receipt of and accuracy of reports in direct correlation to planned activities and 

accomplishments. 
 
 Determine if spending is at the rate projected, i.e., does it appear funds are in excess of needs. 
 
 Perform site visits/financial reviews as necessary to ensure performance and reliability of 

financial data. 
 
CLOSE OUT PHASE: 
 
 Ensure the final accomplishment and financial reports are submitted timely. 

 
 Make sure the cost share ratio established in the award article is maintained. 

 
 Check to ensure that there are not any unobligated balances reported in the final SF‐425 and, if 

so, take action to de‐obligate them. 
 
 Verify that all payments are proper and any excess or improper payments are collected. 



TABLE OF ALLOWABLE COSTS 
 

Consult the appropriate cost principles for specific guidance on costs.  We have listed for your 
convenience the costs that are covered by each circular.  This table should be used together with the 
applicable cost principles.  Failure to mention a particular item of cost is not intended to imply that it is 
unallowable; rather, determination as to allowability in each case should be based on the treatment or 
principles provided for similar or related items of cost. 

 
 
 
 

COSTS AS MENTIONED IN THE COST PRINCIPLES      Table 4-5 

 
 
 

 
Type of Cost 

 
2 CFR 225 

(Circular A-87)
State & Local 
Governments 

2 CFR 220 
(Circular A-21) 
Institutions of 

Higher 
Education 

 
2 CFR 230 

(Circular A-
122) 

Nonprofit 
Institutions 

 
Advertising and Public Relations 
Costs 

 
R 

 
R 

 
R 
 

Advisory Councils A A A 

Alcoholic Beverages U U U 

 
Audit Services 

 
A 

 
A 

 
A 

 
Bad Debts 

 
U 

 
U 

 
U 

 
Bonding 

 
A 

 
A 

 
A 

 
Commencement & Convocation Costs 

 
X 

 
U 

 
X 

 
Communications 

 
A 

 
A 

 
A 

 
Compensation for Personal Services 

 
A 

 
A 

 
A 

 
Contingencies and Provisions 

 
U 

 
U 

 
U 

 
Deans of Faculty and Grad Schools 
 

 
 

X 

 
A 

 
 

X 

Defense and Prosecution of Criminal 
and Civil Proceedings and Claims 
 

 
X 

 
R 

 
R 
 

 
Depreciation and Use Allowances 

 
R 

 
R 

 
R 

Donations and Contributions 
 

 
U 

 
U 

 
U 

 
Employee Fringe Benefits 

 
A 

 
A 

 
A 



 
 
 

 
Type of Cost 

 
2 CFR 225 

(Circular A-87)
State & Local 
Governments 

2 CFR 220 
(Circular A-21) 
Institutions of 

Higher 
Education 

 
2 CFR 230 

(Circular A-
122) 

Nonprofit 
Institutions 

 
Employee Morale, Health, & Welfare 
Costs 

 
A 

 
A 

 
A 

 
Entertainment Costs 

 
U 

 
U 

 
U 

 
 
Equipment - and Other Capital 
Expenditures 

 
 

P 

 
 

P 

 
 
P 

 
Fines and Penalties 

 
U 

 
R 

 
R 

 
Fund Raising and Investment Costs 

 
U 

 
U 

 
U 

 
Gains and Losses on Disposition of 
Depreciable Property 
 

 
R 

 
R 

 
R 
 

 
General Government Expenses 
 

 
U 

 
X 

 
X 

 
Goods or Services for Personal Use 
 

 
U 

 
U 

 
U 

 
Housing and Personal Living 
Expenses 

 
X 

 
X 

 
P 

 
Idle Facility and Idol Capacity Costs 

 
R 

 
R 

 
R 

 
Insurance and Indemnification 

 
P/R 

 
P/R 

 
P/R 

 
Interest  

 
R 

 
U 

 
U 

 
Labor Relations Costs 

 
X 

 
A 

 
A 

 
Lobbying 

 
U 

 
U 

 
U 

Losses on Other Sponsored 
Agreements and Contracts 

 
X 

 
U 

 
U 

 
Maintenance, Operation, and Repairs 

 
A 

 
A 

 
A 

 
Materials and Supplies Costs 

 
A 

 
A 

 
A 



 
 
 

 
Type of Cost 

 
2 CFR 225 

(Circular A-87)
State & Local 
Governments 

2 CFR 220 
(Circular A-21) 
Institutions of 

Higher 
Education 

 
2 CFR 230 

(Circular A-
122) 

Nonprofit 
Institutions 

 
Memberships, Subscriptions, & 
Professional Activities 

 
A 

 
A 

 
A 

 
Meetings and Conferences 

 
A 

 
A 

 
A 

 
Page Charges for Professional Journals 

 
X 

 
X 

 
A 

 
Participant Support Costs 

 
X 

 
X 

 
P 

 
Patent Costs  

 
R 

 
R 

 
R 

 
Plant and Homeland Security Costs 

 
A 

 
A 

 
A 

 
Pre-agreement Costs 

 
P 

 
P 

 
P 

 
Professional Services 

 
R 

 
R 

 
R 

 
Proposal Costs 

 
R 

 
R 

 
X 

 
Publication and Printing Costs 

 
A 

 
A 

 
A 

 
Re-arrangement and Alteration Costs  

 
A 

 
A 

 
A 

 
Reconversion Costs 

 
A 

 
A 

 
A 

 
Recruiting Costs 

 
X 

 
A 

 
R 

 
Relocation Costs 

 
X 

 
X 

 
R 

 
Rental Costs of Buildings and , 
Equipment 

 
A 

 
A 
 

 
A 

 
Royalties and Other Costs for the Use 
of Patents 

 
R 

 
R 

 
R 

 
Scholarships and Student Aid 

 
X 

 
P 

 
X 

 
Selling and Marketing 
 

 
U 

 
U 

 
U 

Severance Payments  
X 

 
R 

 
A 



 
 
 

 
Type of Cost 

 
2 CFR 225 

(Circular A-87)
State & Local 
Governments 

2 CFR 220 
(Circular A-21) 
Institutions of 

Higher 
Education 

 
2 CFR 230 

(Circular A-
122) 

Nonprofit 
Institutions 

 
Specialized Service Facilities  

 
X 

 
A 

 
A 

 
Student Activity Costs 

 
X 

 
U 

 
X 

 
Taxes 

 
A 

 
A 

 
R 

 
Termination Costs 

 
R 

 
R 

 
R 

 
Training Costs 

 
A 

 
X 

 
R 

 
Transportation Costs 

 
A 

 
A 

 
A 

 
Travel Costs 

 
R 

 
R 

 
R 

 
Trustees 

 
X 

 
A 

 
A 

 
A= Allowable 
R=Restricted 
U=Unallowable 
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COST SHARING OR MATCHING 
DEFINITIONS 

 
 
Cost-matching: Refers to the percentage match to Federal funds, 

dollar for dollar, that the Grantee must provide, 
e.g., a 20 percent match means that the Grantee 
must provide 20 cents for every Federal dollar 
contributed to the project.  A match is specified in 
legislation and is not negotiable. 

 
Cost-sharing: Refers to the percentage of the Grantee's 

participation in total project costs and is a 
negotiable rate by the parties.  For example, if the 
Federal share is 60 percent, the non-federal share 
is 40 percent. 

 
Total project cost: Refers to those allowable costs incurred by the 

Grantee and value of in-kind contributions made 
by a recipient or third parties in accomplishing 
project objectives during the period of the award. 

 
 
 
 



COMPONENTS OF COST SHARING AND MATCHING 
 

 
 Cost sharing and matching express non-federal participation in the total 

cost of a project or program. 
 
 Example:    If the Federal share is 66 2/3 %, the recipient’s share     is 

33 1/3 %. 
 
 Cost matching directly compares Federal and non-Federal participation 

dollar for dollar. 
 

Examples:  A 50 % match of Federal funds means the recipient   
 must provide 50 cents for every Federal dollar spent.   

 
  A 100 % match means one recipient dollar for every   

Federal dollar. 
 
 Costs to be considered are those: 

  
   allowable under applicable OMB guidance for the type of recipient; 

 
   incurred by the recipient  

 
   contributed by third parties as in-kind contribution; 

 
   verifiable in the recipient’s records; 

 
   not included as contributions to other Federally-assisted projects or   

programs; 
 

   are necessary and reasonable for proper and efficient 
accomplishment of project or program objectives; 

 
   are not paid by the federal government under another award, except 

where authorized by Federal statute to be used for cost sharing or 
matching; 

 
   are provided for in the approved budget when required by the 

awarding agency; and 
 

   conform to other provisions of 7 CFR 3016 or 7 CFR 3019. 
 
 
    



COST SHARE AND MATCHING (Continued) 
 
 
 APHIS does not have specific cost-sharing or -matching requirements 

unless so stated in our appropriation. 
 
 APHIS in-house expenditures are not a part of the cost-share to the 

agreement. 
 
 Refer to 7 CFR 3016.24 or 7 CFR 3019.23 

 
 Cost share on the “program” is distinguished from cost share for the 

agreement when APHIS in-house expenditures are considered. 
 

 
          Percent of            
       Agreement  |  Program 

                Budget      |   Budget 
Agreement Budget: 
 
Cooperator Expenditures                          $1,000,000        100 % 

 Cooperator Share                                                  500,000          50 % 
 APHIS Share                                                  $   500,000         50  %                 

              
  
 Program Budget: 
 
 APHIS In-house Expenditures                        $1,500,000 
 APHIS share of Agreement                               500,000 
      Total APHIS share                                    $2,000,000                                   80 % 

Cooperator Share  $   500,000                                   20 % 
Total Program Costs    $2,500,000                                100 % 
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S A M P L E 
FY 2011 

FINANCIAL PLAN 
FOR 

COOPERATIVE AGREEMENT NO. 11-9xxx-xxxx-CA 
       
Personnel 
 
Part 3, Phase 1,  2 weeks, 6 days, 9 hours per day 
 
  4 Vets @ $31.93 x 54 hours x 2 weeks =   $13,793.76 
    4 Techs @ $18.26 x 36 hours  x 2 weeks =       5,258.88 
  4 Techs @ $27.39 x 18 hours  x 2 weeks =        3,944.16 $ 22,996.80 
 
 Phase 2,  2 weeks, 6 days, 8 hours  per day 
 
  4 Vets @ $31.93 x  48 hours x 2 weeks =   $12,261.12 
    4 Techs @ $18.26 x 24 hours x 2 weeks =       3,505.92 
  4 Techs @ $27.39 x 12 hours x 2 weeks =      2,629.44    18,396.48  
 
 Phase 3,  4 weeks, 6 days, 8 hours per day 
 
  3 Vets @ $31.93 x 48 hours  x 4 weeks =   $18,391.68 
    2 Techs @ $18.26 x 24 hours  x 4 weeks =      3,505.92  
  2 Techs @ $27.39 x 12 hours x 4 weeks =        2,629.44    24,527.07 
 
Part 4, VMOs and AHTs, 20 hours per week for 13 weeks 
 
  1 Vet @ $31.93 x 20 hours x 13 weeks =   $8,307.00 
  2 Techs @ $18.26 x 20 hours x 13 weeks =       9,495.20    17,802.20 
    

TOTAL SALARIES       $ 83,722.55 
           
Fringe Benefits @ 31.61%            26,464.70 
 
 TOTAL SALARIES AND BENEFITS     $110,187.25 
 
Indirect Costs on Total Salaries and benefits @ 27.65 %        30,466.77 
 
 TOTAL SALARIES, BENEFITS & INDIRECT COSTS   $140,654.02  
     
 
Travel   
 

TDY Lodging & MIE for Cooperator Personnel    
     2 VMOs X 27 days x $197/day =    $10,638 
  
 Part 3 Phase 1, 4 vehicles x 400 miles @ $.34/mile x 2 weeks =     1,088 
  Phase 2, 4 vehicles x 400 miles @ $.34/mile x 2 weeks =     1,088 
  Phase 3, 3 vehicles x 200 miles @ $.34/mile x 4 weeks =        816 
 Part 4 1 vehicle x 200 miles @ $.34/mile x 13 weeks =         884    14,514.00 
    
Communications: 
  
     Cell Phones: 



EXHIBIT 4-?? 
Page 1 of 2 

 Part 3 Phase 1, 4 cell phones @ $20 per week x 2 weeks = $160.00 
  Phase 2, 4 cell phones  @ $20 per week x 2 weeks =     160.00    
  Phase 3, 3 cell phones @ $20 per week x 4 weeks =   240.00   
 Part 4   1 cell phone @ $20 per week x 13 weeks =    260.00         820.00 
 
Indemnities:  (Refer to Footnote)  
 
 Computation for each phase: 
  $24,500 for birds and $7,000 for red meat = $31,500 
  $31,500 x 3 Phases =          94,500.00 
 
 Total Cooperator Outlays       $250,488.02   
 
Less Cooperator Share of Outlays       _155,988.02 
 
Total APHIS Share        $  94,500.00              
 
 
FOOTNOTES: 
 
Basis for indemnity payments: 
 
For the 81 retail markets, we will assume a positive rate of 60% which would mean approximately 49 markets will 
be required to close.  Indemnity costs for these markets will depend on the types and numbers of animal present on 
the initial day of the closures.   
 
The wholesale price of birds varies by species from $3 (chickens) to $15 (turkeys and ducks) per head.  Each market 
holds an average of about 250 per head.  Assuming at most 50 birds remain, at a generous estimate of $10 per head, 
the cost per market closure would be Approximately $500.  Thus, the total for 49 markets would be $24,500.  
 
Additional costs would be incurred if the market held red meat animals (goats, sheep, cattle, rabbits) that need to be 
destroyed. Only 24 of the markets carry any significant numbers of red meat animals. We will again assume a 60% 
incidence of AI and a $500 cost per market (based on an earlier evaluation of red meat markets).  Thus, the total 
cost for 14 positive markets would be $7,000. 
 
It is anticipated that phase one testing will reduce phase two positive market rates in half. Anticipation are market 
positive rates from phase 2 to phase three should be from 30% to less than 15%.  Budget projections are for 
indemnification if no reductions were made. 
 
Goal and expectations are that, after the completion of Part 3, Market Testing and Closure  Part 3,  market positive 
rates will be < 10%.  At the end of Part 3, indemnity paid by the Cooperator and reimbursed by APHIS will cease. 
State policies for market testing and closure of positive markets will continue under normal state programs of 
Heightened Surveill 













CHECKLIST FOR REVIEWING DETAILED FINANCIAL PLANS 
 
 

Is there a detailed budget object class breakout, by function when appropriate, that 
supports the resources/activities outlined in the work plan, e.g., , e.g., types of personnel 
and portions of staff year, travel costs—per diem, airfare, number of days/trips.   
 
Are all costs in the budget allowable, allocable, and reasonable as defined in OMB cost 
principles? 
 
Is there an indirect cost assessment and, if so, is it at the appropriate rate given our 10 
percent statutory limit for cooperative agreements with colleges, universities, and other 
non-profit organizations? 
 
Is the indirect cost rate applied to the correct base as defined in the Indirect Cost Rate 
Agreement (ICRA)? 
 
Do we have a copy of the ICRA signed by the cooperating institution and the cognizant 
federal agency. 
 
Is there double dipping, i.e., direct charging of costs that are or should be included in the 
indirect cost rate cost pool? 
 
Are major categories of costs adequately supported by footnotes to the financial plan or 
in the work plan? 
 
Is there supporting documentation for planned purchases that could skew the quarterly 
forecasted cash needs? 
 
Do the figures on the supplementary financial plan match the SF-424 and SF-424A? 
 
Is the math correct? 
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NEGOTIATION OF INDIRECT COST RATES



Indirect Cost Rate Agreements 

Financial Services Branch | Kris Caraher | June 2011



Agenda:
• Introduction
• What is an indirect cost rate?
• Indirect cost rate formula
• Why do we do this work?
• What is the Department of the Interior Doing?
• Types of Indirect cost rates
• The APHIS Process
• Determining the Proprietary of the Information 

the Entity Submits
• Allowable Costs



Agenda Continued:

• Administrative Requirements, Cost Principles, 
and Audits for various types of Entities:

• How APHIS Programs Use Indirect Cost Rates
• Why do the Footnotes to the Agreement 

Matter?
• How to apply the rate to your particular 

Agreement
• General Rules
• Contacts



• Direct Costs   x    Indirect Cost = Indirect
Rate Costs

What is an Indirect Cost Rate?



Indirect Costs
Direct Costs

Indirect Cost Rate Formula:



• Cognizant agency – the Federal agency 
responsible for reviewing, negotiating , and 
approving indirect cost proposals on behalf of 
all Federal agencies.  OMB publishes the list. 

• Most rate negotiation work is done by the 
Department of Health and Human Services.

• For Agriculture and Agriculture Industry, the 
Cognizant Federal Agency is USDA.  

• If APHIS is cognizant, we do the work 3 years.

Why do we do this work?



What is the Department of the 
Interior Doing?

• Texas Animal Health Commission
• Mississippi Board of Animal Health
• Minnesota Board of Animal Health

• State Departments of Agriculture:
− California - Nevada
− Colorado - Oregon
− Idaho - Pennsylvania

• Why?



• Predetermined Rate 
− Based on the estimated costs for the period.  

• Provisional and Final Rates 
− Guess at what the rate should be, then go back and adjust it for what the rate actually turned out 

to be. 

• Fixed Carryforward Rate 
− Uses actual costs for the period two years prior and adjusts the rate up or down based on how 

far off the fixed rate that was used in that prior year.

Types of Indirect Cost Rates:



1. The entity submits a proposal package with the 
rate, subsidiary worksheets showing what is 
included as direct costs and what is included as 
indirect costs, financial data (audited financial 
statements), organizational chart, and signed 
certification statements.

2. APHIS or its’ designee (currently DOI) reviews the 
background information and formulates the 
indirect cost rate agreement.

3. APHIS  or its’ designee (Currently DOI) and the 
entity execute the agreement

The APHIS Process:



• How does APHIS (or it’s designee) perform 
this task?

• The APHIS Workplan

Determining the Propriety of the 
Information the Entity Submits:



• How do we know which costs are allowable?

• How do we know which costs should be 
included as indirect and which ones should be 
included as direct?

Allowable Costs:



Administrative Requirements, 
Cost Principles, and Audits for 
Various Entities:

Governments*
Non-
profits Colleges** Hospitals

For-
Profit

Administrative 
Requirements

OMB Circular A-102 2CFR
215

2CFR 215 2CFR 215 2CFR 215

Cost Principles 2CFR 225 2CFR 
230

2 CFR 220 45 CFR 74
Appendix E

48CFR 31.2

Audit OMB Circular 
A-133

OMB
Circular 
A-133

OMB
Circular 
A-133

OMB
Circular 
A-133

2 CFR 215

* - Governments category includes State, Local & Indian Tribal Governments.
** - A state university falls under the Colleges Category not Governments.



• Typical Agreement

How APHIS Programs Use 
Indirect Cost Rates:



• There is information contained in the footnotes 
(and now body of the agreements, such as the 
Idaho example coming next) that are critical to 
you in determining if and how the indirect cost 
rate applies to your agreement.

• Sample common footnote (From the CA 
agreement):

Why do the Footnotes to the 
Agreement Matter?



Special Agreement - Idaho

• Why the above footnote was not working

• Special Agreement

• More special agreements in APHIS’s future?  



How to apply the rate to your 
particular Agreement
• You should have a copy of the indirect cost 

rate agreement in your file.  Eileen Berke – lists 
the ones we negotiate online.

• Look at the agreement and see what it says - - -
especially the footnotes or special language 
that may be included.

• If you are not sure what to do and you need 
more information, contact BJ Mitchell (next 
slide).  She can look at the cost pools and see 
how the cost was handled on the indirect cost 
rate negotiation side.



• However costs were generally handled on the 
indirect cost rate negotiation side is how the 
costs should be handled on the agreements 
end.

• Don’t make up your own rates just because a 
rate seems too high to you or unfair.  Contact 
BJ so she can provide you with more 
information.

General Rules:



• BJ Mitchell, Accountant, (301) 734-5785  
bj.mitchell@usda.gov
− Liaison with Department of the Interior.
− Coordinates certain work with the entities.
− Manages paperwork
− Keeps a list of current entities for which APHIS 

is cognizant.
− Coordinates APHIS Payments for DOI work 

• Kris Caraher, Accountant, (301) 734-5743
kris.caraher@usda.gov (BJ’s back-up for this work)

Primary Contact:

mailto:bj.mitchell@usda.gov�
mailto:kris.caraher@usda.gov�
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APPLICATION OF INDIRECT COST RATE AGREEMENT                (ICRA)



6/16/2011

1

Indirect Costs
Application of Indirect Cost 

Rate Agreements

What are Indirect Costs?

Accounting term used to assign or charge 
costs that are common to two or more of a 
recipient’s projects  or operations

Incurred for common or joint objectives 
and can’t be readily identified with a 
specific grant or activity

In order to include Indirect Costs 
in Agreements…

• All cooperators must have a current, 
signed, negotiated indirect cost rate 
agreement for indirect costs to be assessed

• A copy must be provided to APHIS with 
each award



6/16/2011

2

Recognition of the ICRA

OMB instructs agencies to recognize 
indirect cost rate agreements 
negotiated with other parties

Statutory Cap

• Section 705 of Agricultural Appropriation 
Bill

• Limits the indirect cost rate for 
cooperative agreements with non-profits 
(includes universities) to 10%

• Does not apply to grants

Application of Statutory Cap
Example 1

Kansas State University Cooperative Agreement   
Total Award = $100,000

They have a NICRA of 15%, the basis for application is exclusively 
salaries and wages.

The financial plan and SF-424A state that $50,000 will be spent on 
salaries and wages, the remaining $50,000 is for travel, supplies, and 
training.

Is the correct application:
A – 15% (NICRA) X $50,000 (NICRA Basis for Application) =$7,500
-or-
B – 10% (Statutory Cap) X $100,000 (Total Direct Costs) = $10,000



6/16/2011

3

For Example 1, the correct application 
is….

A – 15% (NICRA) X $50,000 (NICRA 
Basis for Application) = $7500 

because it is less than the 10% 
Statutory cap amount which works out 
to be $10,000.

Their NICRA is actually less!

Application of Statutory Cap
Example 2

Yellowstone Fish and Wildlife Society (Nonprofit)  Cooperative Agreement
Total Award = $100,000

They have a NICRA of 30%, the basis for application is salaries , wages and 
fringe benefits.

The financial plan and SF-424A state that $70,000 will be spent on salaries 
and wages, the remaining $30,000 is for travel, contracts and equipment.

Is the correct application:
A – 30% (NICRA) X $70,000 (NICRA Basis for Application) =$21,000
-or-
B – 10% (Statutory Cap) X $100,000 (Total Direct Costs) = $10,000

For Example 2, the correct application 
is….

B – 10% (Statutory Cap) X $100,000 (Total Direct Costs) = $10,000 

because the NICRA calculation exceeds the 10% Statutory cap.



6/16/2011

4

Questions?
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DATA SHARING AND RESPONSIBILITIES



Farm Bill Section 1619 (7 USC § 8791) 

 

Section 1619 (7 USC § 8791), prohibits USDA, its contractors, and cooperators, from disclosing 
information provided by an agricultural producer or owner of agricultural land concerning the 
agricultural operation, farming or conservation practices, or the land itself, in order to participate in a 
USDA program. This also includes geospatial information maintained by USDA with respect to such 
agricultural land or operations, subject to certain exceptions and authorized disclosures.   

The goal today is to teach through example enough information to help recognize data that is covered 
by Section 1619 and to encourage you to ask questions.  If you’re uncertain data is covered under 
Section 1619 please ask your PPQ State Plant Health Director or State Plant Regulatory Official. If 
further guidance is necessary they can contact me (Kathy Handy) before sharing any data.  It’s not 
my intent to make you an expert nor do I expect you to become one.  The wording of this law is non-
linear and very complex and is separate from the Freedom of Information Act (FOIA). 

Here are general conclusions related to this prohibition:  
 

• Information covered by Section 1619 is exempt from disclosure under FOIA. 
 
• Section 1619 covers information provided to participate in USDA programs that provide 
loans, grants, subsidies, payments, or other benefits; it does not apply to USDA regulatory 
programs where participation by the producer or landowner is required by law as a condition 
of participation in the marketplace. 
 
• "Geospatial information" does not include aerial photographs themselves, but does include 
photographs when they include, or are associated with, additional data depicting or 
identifying attributes of the land, such as common land unit (CLU) boundaries. 
  

o Example: 
 

County level information may be released. However, any information must not 
identify an individual agricultural landowner/producer. For example, if a crop is 
produced by one or two growers primarily in a county and information is released 
as to pathogen presence, etc. there could be cases where it is easy for the public 
and/or agricultural industry (processors, coops, etc.) to determine which 
grower/farm that information pertains to. The information has to be transformed 
statistically and presented in aggregate form.  

 
 
• Section 1619 does not inhibit disclosure of covered information between and among USDA 
agencies; however, covered information may only be shared with other Federal agencies 
outside USDA for specific purposes under a cooperative program, i.e., not for general 
regulatory or enforcement purposes. 
 
• The specific purposes for authorized disclosure are to cooperators when they are  



(1) providing technical or financial assistance with respect to the agricultural operation, 
agricultural land or farming or conservation practices, or (2) responding to a disease or pest 
threat. 
 
• Cooperative programs are a two-way street: information collected by cooperators from 
agricultural producers or landowners in carrying out USDA programs is covered, as is 
information shared by USDA with cooperators under the same program. If a cooperator 
concludes that Section 1619 does not prohibit its disclosure of information shared by USDA, 
or collected by it on behalf of USDA, then USDA may no longer share information with that 
cooperator. 
 

o Example:  
 
USDA has a cooperative agreement with State X Ag Department/Applicable 
Department, to survey for pest A. In order to place the traps the cooperator has to 
ask permission of the landowner to place traps on the land. The cooperator 
receives permission documents the location with a PDA, other device, or just pen 
and paper. USDA may not have specifically asked for that detailed information 
but it was collected by the cooperator to track placement and servicing of a 
trap/device or an area visually inspected. The exact coordinates may or may not 
be placed into a USDA or other database.  However, since that information was 
collected by the State cooperator in performance of a USDA, APHIS cooperative 
program it is bound by Section 1619 and the State Ag Department/Applicable 
Department,  may not further release to third parties. 

 
 
• Section 1619 does not apply to, and thus does not prohibit, the disclosure of payment 
information (including names and addresses), aggregate statistical information, or 
information to which the agricultural producer or landowner consents to disclosure. 

 

 

Questions and Discussion 
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Civil Rights Enforcement and Compliance

Presented By:
Tanika C. Greene

Telephone:  301-734-8153
Fax:  301-734-3698

Email: tanika.c.greene@aphis.usda.gov
June 23, 2011

Civil Rights Accountability for Federally Assisted Programs 

Discrimination Complaints Against Federally Assisted Programs

Module Objectives

Terminal Objective:
• At the conclusion of this module, participants will be able to understand the 

recipients’ accountability to civil rights/EEO, receiving and processing program 
discrimination complaints, and the Federal laws and Departmental regulations 
that provide guidance for program delivery.  

Enabling Objectives:
• In order to meet the terminal objective, the participants will:

– Review the Secretary’s Civil Rights Policy Statements
– Develop an understanding of the concept of Civil Rights, Title VI of the 

Civil Rights Act of 1964, Title 7 Code of Federal Regulation Part 15, and EO 
13166

– Become familiar with the terms Disparate Treatment, Disparate Impact, 
Federally Assisted Programs, Federal Financial Assistance, Recipient and 
Beneficiary

– Identify the process for handling and receiving program discrimination 
complaints

– Apply knowledge of recipient responsibilities and processing program 
discrimination complaints

2

3

United States Department of Agriculture
Civil Rights Policy Statement

“...Improving civil rights throughout USDA is one of my top 
priorities, and by pursuing this goal together in a transparent 
and ethical manner we can lead the way in making USDA a 
model organization…We will have zero tolerance for any form 
of discrimination or reprisal.  This standard is applicable to 
every employee at USDA and to every action taken at 
USDA…USDA employees will be held accountable for doing 
their part to ensure that all USDA applicants, customers, 
constituents, and stakeholders are provided equal access…”

Thomas J. Vilsack

Secretary
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Concepts of Civil Rights
• Due Process‐rights which are basic in a democratic 
society (right to be treated as an individual).

• Equal Protection‐right to be treated as a similarly 
situated group.

• Congress’ power to impose conditions on how 
federal funds will be used (spending clause of the 
Constitution).

• Congress can impose a higher standard of 
protection than the Equal Protection Clause.

Post World War II Civil Rights for Federal 
Programs and Activities

• Powell Amendment‐Appropriations Bills 
(Congress’ power to impose conditions on how 
Federal funds are used).

• Civil Rights Act of 1957 (first civil rights legislation 
passed in 80 years‐post civil war)

• Civil Rights Act of 1964

• Title IX Education Amendments of 1972

• Rehabilitation Act of 1973

• Age Discrimination Act of 1975

6

Title VI of the Civil Rights Act of 1964

Section 601

No person in the United States shall, on the 
ground of race, color, or national origin, be 
excluded from participation in, be denied the 
benefits of, or be subjected to discrimination 
under any program or activity receiving 
Federal financial assistance.
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Title VI – The Model

• For other statutes and regulations that prohibit 
discrimination in federally assisted and federally 
conducted programs and activities.

• One of the most highly debated provisions of the 
Civil Rights Act of 1964

• Other civil rights statutes followed:

Title IX Education Amendments of 1972 (sex)

Section 504 Rehabilitation Act 1973 (disability)

Age Discrimination Act of 1975 (age)

APHIS’ Responsibility for 
Ensuring Compliance by Recipients

Title 7 Code of Federal Regulations Part 15 Subpart A 15.5

• Each Agency shall to the fullest extent 
practicable seek the cooperation of recipients 
in obtaining compliance…

• In the event of non‐compliance, the Agency 
shall seek to secure voluntary compliance by 
all appropriate means…

8

Are recipients of Federal Financial Assistance 
required to follow EO 13166?

 All programs are required to follow EO 
13166

Requires that agencies work to ensure 
recipients  provide meaningful access to LEP 
applicants and beneficiaries

Use 4‐Factor Analysis

9
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Concept of Federally Assisted 
Programs

• Assisted programs and activities are those that involve 
Federal financial assistance to a recipient, who in turn 
provides the benefit or service to the beneficiary.

APHIS Recipient Beneficiary

11

Federal Financial Assistance

Any grant, entitlement, loan, cooperative agreement, 
contract (other than a procurement contract or a 
contract of insurance or guaranty), or any other 
arrangement by which an agency provides or 
otherwise makes available assistance.

Recipient

• Any State, political subdivision of any State, or 
instrumentality of any State or political 
subdivision, any public or private agency, 
institution, or organization, or other entity, or 
any individual, in any State, to whom Federal 
financial assistance is extended, directly or 
through another recipient, for any program, 
but the term does not include any ultimate 
beneficiary.
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Beneficiary

• Person or groups of persons with an 
entitlement to receive or enjoy the benefits, 
services, resources, and information, or to 
participate in the activities or programs 
either conducted or assisted by 
USDA/APHIS.

• Ultimate beneficiaries (intended 
beneficiaries ultimately receiving the 
programs or services) are excluded by the 
regulations.

Disparate Treatment

• Treating some beneficiaries less favorably 
than other beneficiaries because of their race, 
color, national origin, etc.

• Also known as intentional discrimination.

Examples:

Direct denial of service.

Failure to timely act on an application.

Applying rules to some and not to others.

Disparate Impact

• Unjustified facially neutral practices that in theory 
apply equally to all beneficiaries but in fact fall more 
harshly on protected classes generally.

• Also known as effects discrimination.

Examples:

Location of facility.

Serving all beneficiaries in English when primary 
language in service area may be different.
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What Action Should be Taken If a Person 
Contacts APHIS to File a Complaint of 

Discrimination Against a Recipient
If an individual contacts you verbally provide them with the following

contact information:

USDA Office of the Assistant Secretary for Civil Rights

1400 Independence Ave., SW

Washington, DC 20250‐9410

1‐866‐632‐9992 (Toll Free)

202‐401‐0216 (TDD)

If you received a written complaint, immediately fax that complaint to:

USDA/APHIS/CREC

Room 1133 South Bldg.

14th & Independence Ave. SW Washington, DC 20250

Fax Number:  202‐720‐2365

When in doubt contact 
CREC!

17

The Civil Rights policy statement of the 
Secretary is applicable to most APHIS 
employees. 

True  or  False

18
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Mary believes she was denied a permit based on 
her race and age when the county government 
(a recipient of federal financial assistance from 
APHIS) took almost 6 months to process her 
application.  The timeframe for processing this 
type of application is usually 30 days.  This is an 
example of disparate treatment.

True  or  False

19

The State agency receiving funding from APHIS decided 
to place a program office in the eastern part of the 
state.  Persons must come to the office to pick up an 
application to apply for benefits.  One group of persons 
live primarily in the western part of the state and 
would have to drive a long distance to pick up an 
application.  This is an example of:

Disparate Treatment  or  Disparate Impact

20

Recipients of Federal financial assistance must 
operate in compliance with applicable civil 
rights laws and regulations.

True   or   False

21
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APHIS details employees to assist the Texas 
State Government with disaster relief.  The 
employees continue to be paid by APHIS.  Their 
travel expenses are also paid by APHIS.  Are 
those employees considered Federal financial 
assistance? 

Yes or No

22

Ms. Jones applied for a permit to import blueberries from Argentina to 
the United States.  The permit is issued thru a State Department of 
Agriculture office that receives federal financial assistance from APHIS.  
When her permit is denied, she contacts an employee at APHIS and 
alleges that she believes she is being discriminated against.  The 
employee tells her that she needs to talk to the State office, because they 
issued the permit.  After two weeks without a return call from the state 
office , Ms. Jones becomes infuriated, and files a discrimination complaint 
with USDA. What would have been the appropriate course of action for 
the APHIS employee to take?

a. Ask Ms. Jones to call back when a manager is available.

b. Provide Ms. Jones with the contact information for USDA’s Office of the       

Assistant Secretary for Civil Rights.     

c. The employee took the correct action.

23

24

Civil Rights for APHIS
Federally Assisted Programs

Three Key Points

• It’s the law.

• We, as APHIS employees, have civil rights 
responsibilities.

• APHIS is responsible for ensuring recipients 
are in compliance.
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POINT OF CONTACT

If you have any questions regarding 
program discrimination complaint 
processing, please contact:

Steve Shelor 
Assistant Director

Program Delivery, Outreach, 
and Compliance

USDA/APHIS/CREC
Voice:  (202) 720-0010

Fax:  (202) 720-2365
email:  steve.shelor@aphis.usda.gov

Gwendolyn A. Smith
Outreach Team Leader

Voice: (301) 734-5584
Fax: (301) 734-3698

email:  
gwendolyn.a.smith@aphis.usda.gov

Civil Rights Enforcement and 
Compliance (CREC)

Mission Statement

To provide leadership, direction, coordination, 
evaluation, and support to the Civil Rights efforts 
of the Animal and Plant Health Inspection 
Service; to implement and monitor our Agency's 
progress in achieving established policies and 
objectives; and to integrate Civil Rights into the 
APHIS management, evaluation and information 
systems and processes relative to 
nondiscrimination in Employment and Program 
Delivery.

The U.S. Department of Agriculture (USDA) 
prohibits discrimination in all its programs and 
activities on the basis of race, color, national 
origin, gender, religion, age, disability, 
political beliefs, sexual orientation, and marital 
or family status. (Not all prohibited bases 
apply to all programs.) Persons with 
disabilities who require alternative means for 
communication of program information
(Braille, large print, audiotape, etc.) should 
contact USDA’s TARGET Center at (202) 
720-2600 (voice and TDD).

To file a complaint of discrimination, write 
USDA, Director, Office of Adjudication and 
Compliance, Room 1400 Independence 
Avenue, SW, Washington, DC 20250-9410 
or call (202) 720-5964 (voice and TDD). 
USDA is an equal opportunity provider and 
employer.

mailto:steve.shelor@aphis.usda.gov
mailto:gwendolyn.a.smith@aphis.usda.gov


PURPOSE

Ensure that APHIS and its recipients are in 
compliance with DR 4330-2 and 4330-3.  
Complaints against APHIS/recipient 
personnel or programs alleging or inferring 
discrimination or unfair treatment in program 
delivery or activity must be forwarded to the 
OAC for processing. 

INSTRUCTIONS

If a person indicates that he or she wishes
to file a complaint, APHIS employees must 
advise him or her to contact OAC at the 
following address:

USDA, Director, Office of Adjudication 
and Compliance

1400 Independence Avenue, SW
Washington, DC 20250-9410 

Telephone:  
1 (866) 632-9992 (Toll free) 

(202) 401-0216 (TDD)
(202) 720-8046 (FAX)

This information is also on USDA’s “And 
Justice for All” poster (FORM AD-475A 
(Revised 3-98)) which instructs the public on 
how to file a program complaint in English 
and Spanish. All APHIS facilities must 
prominently display this poster.

BACKGROUND

Program discrimination complaints are 
defined as those complaints filed by 
persons (non-employee), organizations or 
companies who, based on being a member 
of a protected class, allege discrimination in 
a program or activity by APHIS or its 
recipient (cooperator/ grantee). 

USDA Departmental Regulations (DR) 
4330-2 and 4330-3 provide that all program 
complaints of discrimination against USDA 
agencies and/or their recipients must be 
forwarded to USDA’s Office of Adjudication 
and Compliance (OAC) within 5 days of 
their receipt by the agency.  OAC will then 
determine whether the complaint will be 
formally accepted.  If OAC formally accepts 
the complaint, it requires APHIS and/or its 
recipients to submit an Agency Position 
Statement (APS), outlining our review of 
the complaint.  OAC will then review the 
APS, possibly conduct its ow n 
investigation, and issue a final decision 
stating whether discrimination occurred.  
Civil Rights Enforcement and Compliance 
(CREC) tracks these complaints for the 
APHIS Management Team, submits the 
APS, and works closely with OAC. 

If any APHIS employee receives a 
written complaint, that complaint should 
be forwarded to CREC for review.  
Please note that OAC is the office 
responsible for formally processing the 
complaint, so any inquiries or 
discussions regarding that complaint 
should be between the complainant 
and OAC, not APHIS personnel.

You must continue to provide the 
complainant with whatever program 
services he or she would normally be 
entitled to from our agency.  After 
reviewing the complaint, CREC may 
request that you provide our office with 
a status report, so we recommend that 
you complete an incident report or 
record of the circumstances of the 
complaint as soon as possible after the 
complaint is made.  Due to the wide 
geographic locations of our work sites, 
and the 5 day forwarding requirement, 
please immediately forward (fax 
preferred) any program discrimination  
complaints to:

USDA/APHIS/OA/CREC
Attn:  Steve Shelor
Assistant Director

Room 1137 South Building
1400 Independence Avenue, S.W.

Washington, DC 20250-3436
Telephone Number: (202) 720-0010

Fax Number: (202) 720-2365



LEGAL AUTHORITY 

Recipients 

Title VI 1964 Civil Rights Act 
"No person in the United States shall 
on the ground of race, color or national 
origin, be excluded from participation 
in, be denied the benefits of, or be 
subjected to discrimination under any 
program or activity receiving federal 
financial assistance." 
42 U.S.C. § 2000d. 

The United States Supreme Court in 
Lau v. Nichols (1974) stated that one 
type of national origin discrimination is 
discrimination based on a person's 
inability to speak, read, write, or 
understand English. 

Recipients and Federal Government
 
Executive Order 13166
 

On August 16, 2000, this Order "Improving 
Access to Services for "Persons with 
Limited English Proficiency" was issued and 
directed federal agencies to: 

* Publish guidance on how their recipients can 
provide access to LEP persons 

*Improve the language accessibility of their 
own programs. 

* Break down language barriers by 
implementing consistent standards of 
language assistance across federal 
agencies and amongst all recipients of 
federal financial assistance. 

The Order covers all federal and federally 
assisted programs and activities. 

For more information contact: 
Steve Shelor 

Assistant Director 
USDA/APHIS/CREC 
Voice: 202-720-0010 
Fax: 202-720-2365 

Email: $tt.e.st1elor@apr IS l ::;da.gov 

The U.S. Department of Agriculture 
(USDA) prohibits discrimination in all its 
programs and activities on the basis of 
race, color, national origin, gender, 
religion, age, disability, political beliefs, 
sexual orientation, and marital or family 
status. (Not all prohibited bases apply to 
all programs.) Persons with disabilities 
who require alternative means for 
communication of program information 
(Braille, large print, audiotape, etc.) 
should contact USDA's TARGET Center 
at (202) 720-2600 (voice and TDD). 

To file a complaint of discrimination, 
write USDA, Director, Office of 
Adjudication and Compliance, Room 
1400 Independence Avenue, SW, 
Washington, DC 20250-9410 
or call (202) 720-5964 (voice and TDD). 
USDA is an equal opportunity provider 
and employer. 

Limite
 
English
 

Proficiency
 
(LEP)
 

Thinking Outside the Box 
in delivering services to all 
persons regardless of race, 

color, or national origin. 

AFFIRMING LEP ACCESS &
 
COMPLIANCE IN FEDERAL AND
 

FEDERALLY
 
ASSISTED PROGRAMS
 

HI 

Animal and Plant Health
 
Inspection Service
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The federal government and those 
receiving assistance from the federal 
government must take reasonable 
steps to ensure that LEP persons 
have meaningful access to the 
programs, services, and information 
those entities provide. This will require 
agencies to think "outside the box" for 
creative solutions to address the 
needs of this ever-growing population 
of individuals, for whom English is not 
their primary language. 

Who is a Limited English Proficient 
Person? 

Persons who do not speak English as 
their primary language and who have 
a limited ability to read, speak, write 
or understand English. These 
individuals may be entitled to 
language assistance with respect to a 
particular type of service, benefit, or 
encounter. 

Who Must Comply and Who Can be 
Found in Violation? 

All federal agencies which conduct 
programs and activities must comply. 

Recipients (cooperators/grantees) 
which receive federal financial 
assistance must comply. 

These entities include, but are not 
limited to
* State agencies 
* Local agencies 
* Private and nonprofit entities 
* Sub recipients (entities that receive 
federal funding from one of the 
recipients listed above) also must 
comply. 

OBLIGA TlONS� 
FOUR-FACTOR ANALYSIS� 

Agencies and recipients of federal 
financial assistance have an 
obligation to reduce language 
barriers that can preclude 
meaningful access by LEP 
persons to important government 
services. 

The stal1ing point is an 
individualized assessment that 
balances the following four 
factors: 

1. The number or proportion of LEP 
persons eligible to be served 
or likely to be encountered by 
the program or 
grantee/recipient; 

2. The frequency with which LEP 
individuals come in contact 
with the program; 

Visit the CREC Website: www.aphis.usda.govlabout_aphislprograms_officeslcivll_rightsI 

3. The nature and importance of the 
program, activity, or service 
provided by the program to 
people's lives; and 
4. The resources available to the 
grantee/recipient and costs. 

Elements which may be helpful in 
designing an LEP policy or plan: 

* Identifying LEP persons who need 
language assistance. 
* Identifying ways in which language 
assistance will be provided. 
* Training staff. 
* Providing notice to LEP persons. 
* Monitoring and updating LEP policy. 

Prior to an activity or program, 
agencies and recipients need to 
conduct this four factor analysis 
to determine whether LEP will be an 
issue. 

Language Assistance Services 

*Oral interpretation services 
*Bilingual staff 
*Telephone interpreter lines 
*Written language services 
*Community volunteers 

Additional Information on LEP: 
http://www.usdoj.gov/crtlcor/13166.htm 
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Information 
Technology (IT) 

Security Training

Danna Mingo
Information Technology Specialist 
Information Security Branch

PURPOSE

The purpose of this presentation is to provide an overview of 
the Information Technology (IT) Security requirements for 
Cooperative Agreements.  

Key requirement is to comply with the federal legislation and 
guidelines, specifically:  

– Federal Information Security Management Act of 2002 
(FISMA)

– Office of Management and Budget Circular A-130, 
Management of Federal Information Resources

2

6/16/2011

FISMA Legislation
Overview

“Each Federal agency shall develop, document, and
implement an agency-wide information security 
program to provide information security for the 
information and information systems that support the 
operations and assets of the agency, including those 
provided or managed by another agency, contractor, or 
other source…”

-- Federal Information Security Management Act of 2002

Note: One of the main FISMA requirement is Certification and 
Accreditation (C&A)
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National Policy

Office of Management and Budget Circular A-130,
Management of Federal Information Resources
requires Federal agencies to:

 Plan for security

 Ensure that appropriate officials are assigned  
security responsibility

 Authorize system processing prior to operations and 
periodically, thereafter

How FISMA Law was approved 

5

President
The one who signs the law

Office of Management and Budget 
(OMB) 

Responsible for managing the 
Federal Government resources

National Institute of 
Standards and Technology 

(NIST)

Provides the guidance to the Federal Government for 
managing the Government IT resources

Department of Agriculture

APHIS 
Chief Information Officer 

(CIO)

Information System Security Program Manager (ISSPM)
Chief Information System Officer (CISO)

Implement guidance

Delegates

Manages the IT Security posture for APHIS

6/16/2011

APHIS Information Security

 Goal:  To protect APHIS information 
resources to an extent consistent with their 
value.

 Value includes not only the IT infrastructure 
but also the value of the data and of the 
service the system provides.
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Key Security Requirements

 Security Awareness Training and Rules of Behavior (ROB)

 APHIS 513 Form

 Privileged ROB

 Specialized Training

 Directive APHIS 3140.3

 Records Management

– Scheduling of the systems and applications 

– Information Collections

 Certification and Accreditation

7

The purpose of Certification and Accreditation

8

• Process that ensures that systems and applications adhere 
to formal and established requirements

• Every system and application that reside on US 
Government networks must go through a formal C&A 
before being put into production

• Every three years or when a major change has occurred
• C&A forces Federal agencies to put into production 

systems and applications that are secure

Introduction to Certification and 
Accreditation (C&A)

9

 C&A is a standardized assessment of security controls to determine and minimize 
the risk associated with operating an information system.
 Certification refers to the documentation, review and assessment of an information 

system’s security controls for establishing whether the control design or implementation 
meets appropriate security requirements.  

 Accreditation is the Authorizing Official’s decision to authorize operation of an system, and 
to accept the risk to agency operations based on the implementation of an agreed upon 
set of security controls. 

 The purpose of the C&A is to ensure that production Federal systems and 
applications are secure in accordance with the Federal guidelines.
 Part of the overall agency Risk Management effort

 Acceptance and management of risk

o Risk to agency operations

o Risk to agency assets

o Risk to individuals that results from the operation of an information system

 All Federal information systems including networks must go through formal C&A 
before being put into production and every three years thereafter.
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Legislative Background

10

Key legislative drivers

 FISMA and OMB Circular A-130

 FISMA mandated NIST to establish standardized C&A 
process

C&A Benefits

11

 Disciplined and uniform approach to evaluating information security 
consistent with USDA policy

 Integration of security in USDA system life

USDA NIST SP 800-37 
Modification

NIST 800-37, Rev. 1
Risk Management Framework

System Development Life Cycle

C&A Phase 1 Categorize Initiation
Select Development/Acquisition
Implement Initiation/Development/Acquisition

C&A Phase 2 Assess Initiation/Development/Acquisition
Authorize Implementation

Continuous Monitoring Monitor Operation/Maintenance/Disposal

APHIS C&A Process

 APHIS follows USDA’s process based on NIST guidance published in NIST Special Publication 800-37 Revision 1, 
Guide for Applying the Risk Management Framework (RMF) to Federal Information Systems.

 The NIST 800-37 RMF process consists of six distinct steps (Also see diagram next slide). 

1. Categorize the information system and the information processed, stored, and transmitted by that system 
based on an impact analysis – NIST 800-60

2. Select an initial set of baseline security controls for the information system based on the security 
categorization – low, moderate or high

3. Implement the security controls and document how the controls are implemented

4. Assess the security controls using appropriate assessment procedures to determine the extent to which the 
controls are implemented correctly, operating as intended, and producing the desired outcome to meet the 
security requirements of the system

5. Authorize information system based on the determination of the risk to organizational operations and 
assets, individuals, other organizations and the Nation resulting from the operation of the information system 
and the decision that the risk is acceptable.

6. Monitor the security controls in the information system on an ongoing basis including assessing control 
effectiveness, documenting changes to the system or its environment of operation, conducting security 
impact analyses of the changes, and reporting the security state of the system to the designated 
organizational officials.

 Steps 1-4 are referred to as Certification, Step 5 is Accreditation, and Step 6 is Continuous Monitoring

 APHIS uses USDA’s automated tool set called the Cyber Security Assessment and Management (CSAM) for its 
C&As

 Plan of Action and Milestones (POA&Ms) are created in CSAM to track the remediation of security weaknesses 
found as a result of C&A of any other assessment, review or audit 

12
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NIST Risk Management 
Framework

13

APHIS follows USDA’s process based on NIST guidance published in NIST Special Publication 800-37 
revision 1, Guide for Applying the Risk Management Framework (RMF) to Federal Information Systems.

Accreditation Decisions

 Authorizing Official:

– Makes a risk based decision to

 Grant accreditation

 Deny accreditation

– Signs associated accreditation decision letter for accreditation 
package

 NIST 800-37 guidance requires that in the event AO changes, the new AO 
must formally accept the system related risks by issuing new authorization 
decision documents.  If AO does not accept the risk, the AO must initiate a 
re-authorization action for continuing operation of the system.

14

APHIS INTERNET USE AND SECURITY POLICY
Directive APHIS 3140.3

15

The purpose of the policy is to ensure there is adequate protection 
to protect APHIS data and systems accessible via the Internet from 
intrusion, tampering, unauthorized modification, and service 
disruption.
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APHIS User Responsibility

16

(1) Comply with this Directive and other ISS policies.

(2) Be responsible for proper use of the Internet via APHIS systems.

(3) Remain alert to the high potential for threat from the Internet and the steps
they must take to protect information resources from Internet-based
attacks, including break-in, file tampering, and service disruptions. Internet
related risks can be considerable since it consists of many worldwide,
independent networks and operates without a central authority to regulate
usage.

(4) Remember that the Internet is an uncontrolled environment and that
information found there may be outdated, inaccurate, or even deliberately
misleading. Internet information should be considered suspect until
confirmed by another source.

APHIS User Responsibility cont.

17

(5) Protect sensitive and proprietary information. Users must:

(a) Not send sensitive information over the Internet without
appropriate confidentiality protection (e.g., encryption).

(b) Protect customer/cooperator proprietary information in accordance
with the conditions under which it is provided.

(c) Obey all copyright laws. If copyrighted material is posted on an
APHIS Internet site, a record of the copyright holder’s permission
to do so must be maintained.

APHIS User Responsibility cont.

18

(6) Refrain from using Internet/WorldWide Web access for purposes that
violate ethical standards. This includes harassment, accessing or sending
sexually explicit material, racially or ethnically demeaning material, gambling, 
chain letters, for-profit activities, political activities, promotion or solicitation of 
activities prohibited by law, and so forth.

(7) Not attempt to break into any computer whether USDA, Federal, or
private.
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APHIS User Responsibility cont.

19

(8) Not post information on the Internet that could embarrass APHIS.

(a) Information posted on APHIS websites must be cleared by
supervisors.

(b) Posting information about APHIS or the Agency’s activities
should be a collaborative effort. Posting information that impacts
other Program/Business Units or Agency activities shouldn’t be
done without prior consultation and coordination.

(c) Information made available on APHIS websites should be accurate,
relevant, up-to-date, and professionally presented.

APHIS User Responsibility cont.

20

(9) Be aware that they leave an electronic trail of Internet sites they visit.

(10) Logoff/logout of their Internet sessions whenever they leave their
workstations for an extended period, including meetings, fire drills, and at
the end of the day. (In a genuine emergency, users are not required to
logoff/logout; protection of human life is paramount.)

(11) Report violations of this Directive to the ISSO, ISSM, or supervisor.

Question and Answers

21

Protecting information assets and maintaining the availability, integrity, and confidentiality of 
USDA APHIS information technology systems and telecommunications resources are vital in 
meeting APHIS’ program delivery requirements.
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Contact information

22

Rajiv Sharma, APHIS Information System Security Program Manager (ISSPM)
Phone:  (301) 851-2551
Email:  rajiv.sharma@aphis.usda.gov

Nathaniel Pippen, APHIS Deputy ISSPM
Phone:  (301) 851-3020
Email:  nathaniel.h.pippen@aphis.usda.gov

Danna Mingo, Information Technology Specialist (Security)
Phone:  (301) 851-2487
Email:  danna.l.mingo@aphis.usda.gov
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InterAgency Agreement (IAA) & 
Internet Payment Platform (IPP) 

Intra-Gov Briefing

Department of Agriculture

APHIS Annual Agreements Meeting 

Wednesday, June 22, 2011

2

Agenda

 InterAgency Agreement (IAA) 

 Internet Payment Platform (IPP) Intra-Gov Module

 Intra-Gov Automated Buy/Sell Pilot

 Sign up for eMail Updates

33

InterAgency Agreement (IAA) 

Wanda Simmons
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44

The IAA is a Standard Template for doing reimbursable business 

between Federal Trading Partners with standard data elements to:

 Support FMLoB Reimbursaable Standard Business 
Processes

 Account for and reconciles intra-governmental (IG) 
transactions between Trading Partners

 Provide correct information for receipt and acceptance of 
authorized work

Why was the IAA Developed?

55

The IAA is a Standard Template for doing reimbursable business 

between Federal Trading Partners with standard data elements to:

 Address the long-standing audit finding on the US 
Government’s financial report (FR)

 $26.2 Billion elimination entry between departments

 DoD = 4.34 Billion

 Reduce future elimination entries between agencies

Why was the IAA Developed (cont)?

66

Reducing Elimination Entries 
Reconciliation Issues

Daily
Reimbursable [Buy/Sell]

Agreements (IAA)

Trading Partner –
Quarterly Reporting 
and Reconciliation

Annual
Department 

Financial Report
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IAA History

 March 2009 – November 2010: 
 Developed Standard IAA

 Tiger Team 
 Finance, Budget, Acquisition
 GSA, GSA-FAS, DoD, Education, NSF, Health agencies, IC

 Identified standard data elements using 9 different 
agency Interagency Templates including the OFPP June 
2008 policy guidance for assisted acquisitions

 Developed Standard IAA Form 
 2 versions: Oct 2009 and July 2010

 Introduced to Agencies
 NSF piloted form starting in March 2010 V.1

88

IAA Implementation Guidance

In November 2010, FMS released the updated 
Intra-Gov Business Rules - IAA guidance, TFM 
Bulletin 2011-4

http://fms.treas.gov/tfm/vol1/11-04.html

99

History of IAA (cont)

 December 2010 – February 2011: IAA “Paper” Pilot
 IAA Agency Pilots used the paper IAA  form for actual reimbursable 

business transactions
 Collected comments by each data element (IAA Block)

 March 2011: consolidated and analyzed  pilot comments

 April 2011 – Present (Version 3): 
 Updating standard IAA data elements
 Developing data dictionary
 Developing automated requirements
 Working with OMB on updated policy
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The IAA is: 
One Form with Two Sections

 General Terms and Conditions (GT&C) Section
 captures the partnership/relationship between the parties, identifying the:  

 agencies entering into the agreement
 authority permitting the agreement, and 
 agreement action, period, and type

Each IAA must include one GT&C and at least one Order

 Order Requirements and Funding Information 
section (Order) contains specific information about the:
 Products/Services being exchanged 
 Bona fide need
 Funding information – accounting data elements 
 Shipping information
 Authorization & Points of contact for the Buyer and Seller

1111

The IAA Form:

 Is Flexible enough for all types of 
Government business

 Expands or Contracts depending on 
Trading Partner needs
 Only complete sections that relate to your 

reimbursable business type

1212

The Paradigm Shift
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Communication is the Key
The IAA is the Tool

IAA

Program

Finance Budget

BUYER

Acquisition Program

Finance Budget

Acquisition

Seller

IT
IT

Legal Legal

1414

Managing Reimbursable Agreements 
Governmentwide

Buyer Seller

IAA

Invoice

Receipt & 
Acceptance

15

Agency Reconciliation

 Currently, Agencies reconcile between trading 
partners.

 Who’s books are right?

 The Governmentwide Goal is for agencies to 
reconcile their Intra-Gov activities with data 
from an authoritative source

 Intra-Gov Buy/Sell Portal
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Internet Payment Platform (IPP) 
Intra-Governmental Transaction 

Module Briefing

Peter Moore

17

IPP Intra-Governmental Automation

 The Internet Payment Platform (IPP) is a U.S. 
Treasury program for processing electronic 
orders, invoices and payment information

 It is provided by U.S. Treasury at no charge to 
agencies

 IPP was originally set up to handle commercial 
transactions between agencies and suppliers

 It has been enhanced to support Intra-
Governmental Buy/Sell transactions between 
agencies (IPP Intra-Gov)

18

IPP Intra-Gov Project Goals

 Facilitate a standard business process for 
agencies to transact and reconcile buy/sell 
activity

 Implement a digital version of the new 
standard InterAgency Agreement (IAA)

 Improve Buy / Sell management
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IPP Intra-Gov Project Goals (cont.)

 Support the complete process flow from the 
IAA to settlement confirmation in one central 
location

 Provide visibility for both trading partners 
throughout the transaction lifecycle

2020

IPP Intra-Gov IAA Implementation Challenges

 The new standard IAA is in the process of 
being introduced to agencies today, and is 
being finalized

 There is no central digital system available to 
all agencies to implement the new standard 
business process

 Migration to a single standard across agency 
trading partners with multiple processes and 
systems is difficult 

2121

IPP Intra-Gov Project Approach

 Leverage the current IPP commercial 
capabilities and best practices

 Leverage IPAC’s intra-governmental 
transaction settlement capabilities

 Enhance and integrate the two platforms to 
allow IPP to serve as a frontend to IPAC and 
automate support for buy/sell transactions
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IPP Intra-Gov Project Approach (cont.)

 Support new standard IAA, initially via entry in IPP in 
Phase I, additionally via integration with agency 
systems in Phase II or III

 Proactive controls to ensure that only valid reference 
data values are used (BPN, TAS/BETC, etc.)

 Incorporate agency feedback on proposed changes 

 Implement the new standard process and automated 
solutions government-wide

23

Intra-Gov Buy/Sell Modernization Phases

Multi-phased roll out:

Phase I May 2011 

Phase II December 2011 

Phase III tbd

24

Intra-Gov Buy/Sell Modernization Phases

Phase I (May 2011):  

IPP and IPAC integrated business process flow
• Trading Partner setup

• IAA order and invoice capability with full set of standard data 
elements

• Buyer or Seller may create / approve IAA GT&C online

• Buyer creates IAA Order from open GT&C

• Seller creates invoice from IAA Order

• Buyer approves or rejects the invoice

• Settlement requests sent directly from IPP to IPAC 

• IPP receives and displays IPAC confirmation data

• Online GT&Cs, Orders and Invoices visible to both trading partners
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Intra-Gov Buy/Sell Modernization Phases

Phases II (Dec 2011) and III (date tbd):

Enhanced IPP and IPAC integrated business process flow

• IAA standard rules applied to GT&C and Order processing

• IG invoice workflow configuration

• IPAC request file records display and reporting

• Advance Payment functions

• File integration with agency Core Financial Systems

• Configurable invoice validation rules and transaction event 
notifications 

• Reimbursable Transaction Accounting Reporting

Features will be assigned to releases based on Phase I feedback

26

Intra-Gov Buy/Sell Transaction Flow

2727

Automated 
Intra-Gov Buy/Sell

Pilot 
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Intra-Gov Buy/Sell Pilot

 Pilot Benefits:

 Supports entire Buy/Sell Process

 Supports Receipt and Acceptance of goods/services

 Flips Orders to Invoices to IPAC payment files

 Allows agencies to provide feedback for requirements on:
 IAA – Buy/Sell current Process 
 Reporting & Reconciliation

2929

Intra-Gov Buy/Sell Pilot (cont)

 Be Proactive  - Sign Up for the automated pilot

 FMS will help:
 Develop an Implementation Plan

 Work with you and your trading partners

 Review and access feedback
 Develop any related requirements

3030

Sign Up for 
eMail Updates 
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3232

Subscribe For IAA and Financial Management 
Standardization Information:

http://www.fms.treas.gov/finstandard/index.html

 Subscribe to email updates

 Under Publications:

Financial Management and Budget 
Standardization

3333

Contacts & Information

 Peter Moore, IPP Agency Outreach Liaison
Treasury, Financial Management Service (FMS)
peter.moore@fms.treas.gov (202) 874-6578

 Paul Lionikis, IPP Strategic Agency Relations Director
Boston Federal Reserve Bank
paul.lionikis@bos.frb.org (617) 973-3637

 Pavita Murthi, IPP Program Manager 
Treasury, Financial Management Service (FMS)
pavita.murthi@fms.treas.gov (202) 874-3685

 Wanda Simmons, Treasury, FMS (202) 874-7932
wanda.simmons@fms.treas.gov

 Robin Gilliam, CPA, PMP
GWA Systems and Standards Integrator, Treasury, FMS
robin.gilliam@fms.treas.gov (202) 874-9133

 IAA@fms.treas.gov for email questions
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8.   Duration of Agreement

U.S. Department of Agriculture
Animal and Plant Health Inspection Service REIMBURSEMENT OR ADVANCE OF FUNDS AGREEMENT

1. Fiscal Year 2. Estimated Amount 3. Agency Billing Indicator 4. Trans Code 5. Action Code

6. Services to be Performed (Give a brief explanation and basis for determing cost of services. Attach additional sheets if needed or use the APHIS 672A)

Effecitve Date (From)
9. Method of Payment

Effecitve Date (To) Reimbursment (Billing Frequency) Advance of Funds (Type of Account)

10. Financing (Requesting Agency)

Name

Miscellaneous Obligation
(MO) Number

Common Agreement
(CAN) Number
(If applicable)

Agency
Locator  Code

Data Universal Number
System (DUNS)

Technical
Contact

Phone (Including
Area Code)

Agreement
Number

Budget
Contact

Phone (Including
Area Code)

Ist  line
Address

2nd  line
Address

City State Zip
Code

11. Financing (Performing Agency)

Miscellaneous Obligation
(MO) Number

Common Agreement
(CAN) Number
(If applicable)

Agency
Locator  Code

Data Universal Number
System (DUNS)

Name

Technical
Contact

Phone (Including
Area Code)

Agreement
Number

Budget
Contact

Phone (Including
Area Code)

Ist  line
Address

2nd  line
Address

City State Zip
Code

Agency
Code

Fund
Code

Accounting
Station

Accounting
Classification

Treasury
Symbol DRN MO

Object
Class  Amount

Title

13. Performing Agency Approval12. Requesting Agency Approval

Phone (Including
Area Code)

Agreement
Contact

Email Address

Signature

Title

Date

Phone (Including
Area Code)

Agreement
Contact

Email Address

BY APPROVING THIS AGREEMENT ALL TERMS AND CONDITIONS WILL REMAIN IN EFFECT FOR THE DURATION OF
THIS AGREEMENT OR UNTIL AMENDED

Signature

 Amount
Object
ClassDRN MO

Treasury
Symbol

Accounting
Classification

Accounting
Station

Fund
Code

Agency
Code

Date

APHIS FORM 672 (May 2008)

7.  List References to Coorespondence

Page 1 of

2011 $2,214,396.60 1 2 1

 Annual Pesticide Maintenance Fees for APHIS Registrations.  (Fee Tables Attached)(Includes GSA's 5% Fee $19,878.10).Note: Once the 
period of performance (10/01/10 to 09/30/11) has expired, if an unobligated balance remains, APHIS will issue a deobligation letter 
within 30 days.  The letter will state our intent to deobligate any remaining unobligated balance on this agreement.

Work and financial plan.                              Econ. Act, as amended (31 USC1535)

10/01/2010 09/30/2011 5 0

34-WT-11-XXXX-1200-IA 11-XXXX-1200

USDA, APHIS

4700 River Road, Unit 55

Riverdale MD 20737

N/A

12-40-3400 929332450

John Doe 301-734-5555

Christie Evans 301-734-4278

301 7 th Street, SW

Suite 6100

Washington DC 20407

47-00-0017

GSA, Federal Acquisition Service

$2,214,396.60

Laura MacKenzie, Director, Financial Management Division

Heather Trainum 301-734-6108

Heather.R.Trainum@aphis.usda.gov

Jane Doe 202-555-1212

Jane.Doe@gsa.gov

34 2510 2,214,396.6011XXXX1200  #00112X1600175 XXXX XXX0079WT

1



8.   Duration of Agreement

U.S. Department of Agriculture
Animal and Plant Health Inspection Service REIMBURSEMENT OR ADVANCE OF FUNDS AGREEMENT

1. Fiscal Year 2. Estimated Amount 3. Agency Billing Indicator 4. Trans Code 5. Action Code

6. Services to be Performed (Give a brief explanation and basis for determing cost of services. Attach additional sheets if needed or use the APHIS 672A)

Effecitve Date (From)
9. Method of Payment

Effecitve Date (To) Reimbursment (Billing Frequency) Advance of Funds (Type of Account)

10. Financing (Requesting Agency)

Name

Miscellaneous Obligation
(MO) Number

Common Agreement
(CAN) Number
(If applicable)

Agency
Locator  Code

Data Universal Number
System (DUNS)

Technical
Contact

Phone (Including
Area Code)

Agreement
Number

Budget
Contact

Phone (Including
Area Code)

Ist  line
Address

2nd  line
Address

City State Zip
Code

11. Financing (Performing Agency)

Miscellaneous Obligation
(MO) Number

Common Agreement
(CAN) Number
(If applicable)

Agency
Locator  Code

Data Universal Number
System (DUNS)

Name

Technical
Contact

Phone (Including
Area Code)

Agreement
Number

Budget
Contact

Phone (Including
Area Code)

Ist  line
Address

2nd  line
Address

City State Zip
Code

Agency
Code

Fund
Code

Accounting
Station

Accounting
Classification

Treasury
Symbol DRN MO

Object
Class  Amount

Title

13. Performing Agency Approval12. Requesting Agency Approval

Phone (Including
Area Code)

Agreement
Contact

Email Address

Signature

Title

Date

Phone (Including
Area Code)

Agreement
Contact

Email Address

BY APPROVING THIS AGREEMENT ALL TERMS AND CONDITIONS WILL REMAIN IN EFFECT FOR THE DURATION OF
THIS AGREEMENT OR UNTIL AMENDED

Signature

 Amount
Object
ClassDRN MO

Treasury
Symbol

Accounting
Classification

Accounting
Station

Fund
Code

Agency
Code

Date

APHIS FORM 672 (May 2008)

7.  List References to Coorespondence

Page 1 of

2011 $2,631,836.70 1 2 2

 Annual Pesticide Maintenance Fees for APHIS Registrations.  (Fee Tables Attached) 
(Includes GSA's 5% Fee $19,878.10)   
AMEND#2 TO INCREASE PREVIOUS AMOUNT OF $2,214,396.60 BY AN ADDITIONAL $417,440.10 FOR A NEW GRAND TOTAL OF 
$2,631,836.70

Revised work-plan attached.                                 Econ. Act, as amended (31 USC1535)

10/01/2010 09/30/2011 5 0

34-WT-11-XXXX-1200-IA 11-XXXX-1200

USDA, APHIS

4700 River Road, Unit 55

Riverdale MD 20737

N/A

12-40-3400 929332450

John Doe 301-734-5555

Christie Evans 301-734-4278

301 7 th Street, SW

Suite 6100

Washington DC 20407

47-00-0017

GSA, Federal Acquisition Service

$2,631,836.70

Laura MacKenzie, Director, Financial Management Division

Heather Trainum 301-734-6108

Heather.R.Trainum@aphis.usda.gov

Jane Doe 202-555-1212

Jane.Doe@gsa.gov

34 2510 2,631,836.7011XXXX1200  #00112X1600175 XXXX XXX0079WT

1



1. FISCAL YEAR  - Enter 4 positions, e.g., 2008

2. ESTIMATED AMOUNT  - Enter up to $999,999,999.99

3. AGENCY BILLING INDICATOR  -

        1-Requesting Agency is an agency serviced by NFC's MISC System
       (i.e.,  IPAC)
        2-Requesting Agency is a Government Agency, Bill SF - 1080

4. TRANSACTION CODE  - Enter 0, 1, or 2
0  - Revenue  - Government
1  - Refund  - Government
2  - Reimbursement  - Government

5.     ACTION CODE  - Enter 1, 2, or 3
        1 - Add New Agreement
        2  - Change Existing Agreement
        3  - Cancel Existing Agreement in its entirety

6.     SERVICES TO BE PERFORMED  - Enter a brief description of work;
        reference attached statement of work if applicable

7.     LIST REFERENCES FOR CORRESPONDENCE  - Enter reference
        data that the Requesting Agency requires e.g., for Correspondence,
        Billing, Authority for Project and Agreement (i.e., Economy Act).

8.     DURATION OF AGREEMENT

        Effective Dates  - Enter month, day, year.
        Continuing Through  - Enter month, day, year.

9.     METHOD OF PAYMENT  -

        Reimbursement (Billing Frequency)
        0  - Immediately
        1  - Monthly
        2  - Quarterly
        3  - Semi-annually
        4  - Upon completion of work
        5  - Upon demand

        Advance of Funds (Type of Account)
           0  - Transfer of Appropriation Account
           1  - Consolidated Working Fund

INSTRUCTIONS FOR FORM  APHIS - 672 (MAY 2008)

10. FINANCING (REQUESTING AGENCY)  - Information is required as
follows:

        AGREEMENT NUMBER - Enter Requesting Agency's Agreement
        Number
        Name and Address of Requesting Agency  - location agreement
        is mailed for signature
        Miscellaneous Obligation Number (MO)

        Common Agreement Number (CAN) if applicable  - as assigned
        by theNationalFinanceCenterfor USDA agencies only
        Agency Locator Code

        Data Universal Numbering System (DUNS)  - If required by either
        agency
        Technical Contact and Phone Number - Person responsible for
        program-related issues.
        Budget Contact and Phone Number  - Person responsible for
        financial  tracking of data for the specific program.
        Agency Code  - Enter 2-digit NFC assigned agency code.
        Fund Code -  Enter 2-digit NFC assigned fund code.
        Accounting Station  - Enter NFC assigned accounting station code.
        Accounting Classificaiton Code  - Enter accounting classification
        code of requesting agency.
        Treasury Symbol  - Enter Treasury assigned treasury symbol.
        Document Referencing Number (DRN) MO  - Enter if more than

            one line of accounting (i.e., 0810010123#001, 0810010123#002,
            etc.).

        Object Class  - Self explanantory.
        Amount  - Enter the estimated amount charged to each accounting

11. FINANCING (PERFORMING AGENCY)  - Same items as Block 10.

12. REQUESTING AGENCY APPROVAL  - Person that has been delegated
signature authority (APHIS  - if uncertain check
withAgreementsServicesCenterprior to signing)

PERFORMING AGENCY APPROVAL  - Same as Block 12.



1. FISCAL YEAR  - Enter 4 positions, e.g., 2008

2. ESTIMATED AMOUNT  - Enter up to $999,999,999.99

3. AGENCY BILLING INDICATOR  -

        1-Requesting Agency is an agency serviced by NFC's MISC System
       (i.e.,  IPAC)
        2-Requesting Agency is a Government Agency, Bill SF - 1080

4. TRANSACTION CODE  - Enter 0, 1, or 2
0  - Revenue  - Government
1  - Refund  - Government
2  - Reimbursement  - Government

5.     ACTION CODE  - Enter 1, 2, or 3
        1 - Add New Agreement
        2  - Change Existing Agreement
        3  - Cancel Existing Agreement in its entirety

6.     SERVICES TO BE PERFORMED  - Enter a brief description of work;
        reference attached statement of work if applicable

7.     LIST REFERENCES FOR CORRESPONDENCE  - Enter reference
        data that the Requesting Agency requires e.g., for Correspondence,
        Billing, Authority for Project and Agreement (i.e., Economy Act).

8.     DURATION OF AGREEMENT

        Effective Dates  - Enter month, day, year.
        Continuing Through  - Enter month, day, year.

9.     METHOD OF PAYMENT  -

        Reimbursement (Billing Frequency)
        0  - Immediately
        1  - Monthly
        2  - Quarterly
        3  - Semi-annually
        4  - Upon completion of work
        5  - Upon demand

        Advance of Funds (Type of Account)
           0  - Transfer of Appropriation Account
           1  - Consolidated Working Fund

INSTRUCTIONS FOR FORM  APHIS - 672 (MAY 2008)

10. FINANCING (REQUESTING AGENCY)  - Information is required as
follows:

        AGREEMENT NUMBER - Enter Requesting Agency's Agreement
        Number
        Name and Address of Requesting Agency  - location agreement
        is mailed for signature
        Miscellaneous Obligation Number (MO)

        Common Agreement Number (CAN) if applicable  - as assigned
        by theNationalFinanceCenterfor USDA agencies only
        Agency Locator Code

        Data Universal Numbering System (DUNS)  - If required by either
        agency
        Technical Contact and Phone Number - Person responsible for
        program-related issues.
        Budget Contact and Phone Number  - Person responsible for
        financial  tracking of data for the specific program.
        Agency Code  - Enter 2-digit NFC assigned agency code.
        Fund Code -  Enter 2-digit NFC assigned fund code.
        Accounting Station  - Enter NFC assigned accounting station code.
        Accounting Classificaiton Code  - Enter accounting classification
        code of requesting agency.
        Treasury Symbol  - Enter Treasury assigned treasury symbol.
        Document Referencing Number (DRN) MO  - Enter if more than

            one line of accounting (i.e., 0810010123#001, 0810010123#002,
            etc.).

        Object Class  - Self explanantory.
        Amount  - Enter the estimated amount charged to each accounting

11. FINANCING (PERFORMING AGENCY)  - Same items as Block 10.

12. REQUESTING AGENCY APPROVAL  - Person that has been delegated
signature authority (APHIS  - if uncertain check
withAgreementsServicesCenterprior to signing)

PERFORMING AGENCY APPROVAL  - Same as Block 12.



EXAMPLES OF FUNDING PERIOD CHANGES 
USING SINGLE-YEAR FUNDS 

UNDER INTERAGENCY AGREEMENTS 
      
 
The time period to obligate annual funds under interagency agreements runs concurrent 
with the fiscal year. 
 
                        FY 2011                           FY 2012                          FY 2013               
          |        |                                       |                                        | 
     10/1/10                            10/1/11                            10/1/12                             10/1/13            
          |____________________|____________________|____________________| 
          |                                       |                                        |                                       | 
                            V                                        V                                      V 
              FY 2011 Award                 FY 2012 Award         FY 2013 Award 
              10/1/10 - 9/30/11               10/1/11 - 9/30/12                 10/1/12 – 9/30/12 
        FY 11 $$                            FY 12 $$     FY 13 $$ 
 
 
Issue No. 1:   The requesting agency, APHIS, provides annual funding to the performing 

agency in FY 2011 where the work will be conducted in-house during the 
entire fiscal year.  The performing agency notifies the requesting agency 
during the last quarter of the fiscal year that they will not be able to finish 
the work by the end of fiscal year and wants to know if they can get an 
extension of time into fiscal year 2012 to complete the work.   

 
Solution 1: Since the work is being done in-house, the obligations are incurred as the 

work is being done, e.g., salaries, benefits, purchases, travel costs, etc.  
APHIS enters into interagency agreements under the Economy Act which 
states that the performing agency must obligate funds in the same period 
of availability as Congress provided the funds to APHIS.  Therefore, APHIS 
cannot grant an extension, and APHIS must immediately retrieve through a 
revision to the agreement any projected under utilized funds so that they 
can be redirected as needed.  APHIS will also have to come up with FY 
2012 to finish the project.  

 
 
Issue No. 2: APHIS, as requesting agency, provides 2011 annual funds to another 

agency to piggyback on one of their existing contracts for x-ray equipment.  
Funds will be obligated by the performing agency under their contract 
during FY 2011, but the performance/delivery of the equipment which is 
being produced as a prototype for testing will be under production for a 2 
year period to be delivered in late FY 2013.  Is this transfer a proper use of 
annual funds. 

 
 
Solution: The performance period in this scenario can cross fiscal year lines as the 

funds are obligated on the books of the performing agency during the fiscal 
year in which the funds were appropriated to APHIS.  This scenario is the 



same as though APHIS awarded the contract directly where performance 
can cross over into succeeding fiscal years. 

 
If during subsequent fiscal years, additional funding is needed to complete 
the project, the then current fiscal year funds would be used to increase 
the amount on the performing agency/s contract. 
 
 

 
                        FY 2011                           FY 2012                          FY 2013               
          |        |                                       |                                        | 
     10/1/10                            10/1/11                            10/1/12                             10/1/13            
          |____________________|____________________|____________________| 
          |   Obligational Period    |            | 
                            |                           Performance Period                     | 

  4/1/11           through               3/31/13 
 
 
APPLICABLE PROVISION OF THE ECONOMY ACT, 31 USC 1535: 
 

(d) An order placed or agreement made under this section obligates an 
appropriation of the ordering agency or unit. The amount obligated is 
deobligated to the extent that the agency or unit filling the order has not 
incurred obligations, before the end of the period of availability of the 
appropriation, in— 

 
(1) providing goods or services; or  
(2) making an authorized contract with another person to provide the 

requested goods or services.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
The Economy Act  
 

---DISCLAIMER--- 
 
31 U.S.C. 1535. Agency agreements  

(a) The head of an agency or major organizational unit within an agency may place 
an order with a major organizational unit within the same agency or another agency 
for goods or services if--  
(1) amounts are available;  
(2) the head of the ordering agency or unit decides the order is in the best interest 
of the United States Government;  
(3) the agency or unit to fill the order is able to provide or get by contract the 
ordered goods or services; and  
(4) the head of the agency decides ordered goods or services cannot be provided by 
contract as conveniently or cheaply by a commercial enterprise.  
(b) Payment shall be made promptly by check on the written request of the agency 
or unit filling the order. Payment may be in advance or on providing the goods or 
services ordered and shall be for any part of the estimated or actual cost as 
determined by the agency or unit filling the order. A bill submitted or a request for 
payment is not subject to audit or certification in advance of payment. Proper 
adjustment of amounts paid in advance shall be made as agreed to by the heads of 
the agencies or units on the basis of the actual cost of goods or services provided.  
(c) A condition or limitation applicable to amounts for procurement of an agency or 
unit placing an order or making a contract under this section applies to the placing of 
the order or the making of the contract.  
 
 
(e) This section does not--  
(1) authorize orders to be placed for goods or services to be provided by convict 
labor; or  
(2) affect other laws about working funds.  

 

 



8.   Duration of Agreement

U.S. Department of Agriculture
Animal and Plant Health Inspection Service REIMBURSEMENT OR ADVANCE OF FUNDS AGREEMENT

1. Fiscal Year 2. Estimated Amount 3. Agency Billing Indicator 4. Trans Code 5. Action Code

6. Services to be Performed (Give a brief explanation and basis for determing cost of services. Attach additional sheets if needed or use the APHIS 672A)

Effecitve Date (From)
9. Method of Payment

Effecitve Date (To) Reimbursment (Billing Frequency) Advance of Funds (Type of Account)

10. Financing (Requesting Agency)

Name

Miscellaneous Obligation
(MO) Number

Common Agreement
(CAN) Number
(If applicable)

Agency
Locator  Code

Data Universal Number
System (DUNS)

Technical
Contact

Phone (Including
Area Code)

Agreement
Number

Budget
Contact

Phone (Including
Area Code)

Ist  line
Address

2nd  line
Address

City State Zip
Code

11. Financing (Performing Agency)

Miscellaneous Obligation
(MO) Number

Common Agreement
(CAN) Number
(If applicable)

Agency
Locator  Code

Data Universal Number
System (DUNS)

Name

Technical
Contact

Phone (Including
Area Code)

Agreement
Number

Budget
Contact

Phone (Including
Area Code)

Ist  line
Address

2nd  line
Address

City State Zip
Code

Agency
Code

Fund
Code

Accounting
Station

Accounting
Classification

Treasury
Symbol DRN MO

Object
Class  Amount

Title

13. Performing Agency Approval12. Requesting Agency Approval

Phone (Including
Area Code)

Agreement
Contact

Email Address

Signature

Title

Date

Phone (Including
Area Code)

Agreement
Contact

Email Address

BY APPROVING THIS AGREEMENT ALL TERMS AND CONDITIONS WILL REMAIN IN EFFECT FOR THE DURATION OF
THIS AGREEMENT OR UNTIL AMENDED

Signature

 Amount
Object
ClassDRN MO

Treasury
Symbol

Accounting
Classification

Accounting
Station

Fund
Code

Agency
Code

Date

APHIS FORM 672 (May 2008)

7.  List References to Coorespondence

Page 1 of

2011 $2,214,396.60 1 2 1

 Annual Pesticide Maintenance Fees for APHIS Registrations.  (Fee Tables Attached)(Includes GSA's 5% Fee $19,878.10).Note: Once the 
period of performance (10/01/10 to 09/30/11) has expired, if an unobligated balance remains, APHIS will issue a deobligation letter 
within 30 days.  The letter will state our intent to deobligate any remaining unobligated balance on this agreement.

Work and financial plan.                              Econ. Act, as amended (31 USC1535)

10/01/2010 09/30/2011 5 0

34-WT-11-XXXX-1200-IA 11-XXXX-1200

USDA, APHIS

4700 River Road, Unit 55

Riverdale MD 20737

N/A

12-40-3400 929332450

John Doe 301-734-5555

Christie Evans 301-734-4278

301 7 th Street, SW

Suite 6100

Washington DC 20407

47-00-0017

GSA, Federal Acquisition Service

$2,214,396.60

Laura MacKenzie, Director, Financial Management Division

Heather Trainum 301-734-6108

Heather.R.Trainum@aphis.usda.gov

Jane Doe 202-555-1212

Jane.Doe@gsa.gov

34 2510 2,214,396.6011XXXX1200  #00112X1600175 XXXX XXX0079WT

1



1. FISCAL YEAR  - Enter 4 positions, e.g., 2008

2. ESTIMATED AMOUNT  - Enter up to $999,999,999.99

3. AGENCY BILLING INDICATOR  -

        1-Requesting Agency is an agency serviced by NFC's MISC System
       (i.e.,  IPAC)
        2-Requesting Agency is a Government Agency, Bill SF - 1080

4. TRANSACTION CODE  - Enter 0, 1, or 2
0  - Revenue  - Government
1  - Refund  - Government
2  - Reimbursement  - Government

5.     ACTION CODE  - Enter 1, 2, or 3
        1 - Add New Agreement
        2  - Change Existing Agreement
        3  - Cancel Existing Agreement in its entirety

6.     SERVICES TO BE PERFORMED  - Enter a brief description of work;
        reference attached statement of work if applicable

7.     LIST REFERENCES FOR CORRESPONDENCE  - Enter reference
        data that the Requesting Agency requires e.g., for Correspondence,
        Billing, Authority for Project and Agreement (i.e., Economy Act).

8.     DURATION OF AGREEMENT

        Effective Dates  - Enter month, day, year.
        Continuing Through  - Enter month, day, year.

9.     METHOD OF PAYMENT  -

        Reimbursement (Billing Frequency)
        0  - Immediately
        1  - Monthly
        2  - Quarterly
        3  - Semi-annually
        4  - Upon completion of work
        5  - Upon demand

        Advance of Funds (Type of Account)
           0  - Transfer of Appropriation Account
           1  - Consolidated Working Fund

INSTRUCTIONS FOR FORM  APHIS - 672 (MAY 2008)

10. FINANCING (REQUESTING AGENCY)  - Information is required as
follows:

        AGREEMENT NUMBER - Enter Requesting Agency's Agreement
        Number
        Name and Address of Requesting Agency  - location agreement
        is mailed for signature
        Miscellaneous Obligation Number (MO)

        Common Agreement Number (CAN) if applicable  - as assigned
        by theNationalFinanceCenterfor USDA agencies only
        Agency Locator Code

        Data Universal Numbering System (DUNS)  - If required by either
        agency
        Technical Contact and Phone Number - Person responsible for
        program-related issues.
        Budget Contact and Phone Number  - Person responsible for
        financial  tracking of data for the specific program.
        Agency Code  - Enter 2-digit NFC assigned agency code.
        Fund Code -  Enter 2-digit NFC assigned fund code.
        Accounting Station  - Enter NFC assigned accounting station code.
        Accounting Classificaiton Code  - Enter accounting classification
        code of requesting agency.
        Treasury Symbol  - Enter Treasury assigned treasury symbol.
        Document Referencing Number (DRN) MO  - Enter if more than

            one line of accounting (i.e., 0810010123#001, 0810010123#002,
            etc.).

        Object Class  - Self explanantory.
        Amount  - Enter the estimated amount charged to each accounting

11. FINANCING (PERFORMING AGENCY)  - Same items as Block 10.

12. REQUESTING AGENCY APPROVAL  - Person that has been delegated
signature authority (APHIS  - if uncertain check
withAgreementsServicesCenterprior to signing)

PERFORMING AGENCY APPROVAL  - Same as Block 12.



8.   Duration of Agreement

U.S. Department of Agriculture
Animal and Plant Health Inspection Service REIMBURSEMENT OR ADVANCE OF FUNDS AGREEMENT

1. Fiscal Year 2. Estimated Amount 3. Agency Billing Indicator 4. Trans Code 5. Action Code

6. Services to be Performed (Give a brief explanation and basis for determing cost of services. Attach additional sheets if needed or use the APHIS 672A)

Effecitve Date (From)
9. Method of Payment

Effecitve Date (To) Reimbursment (Billing Frequency) Advance of Funds (Type of Account)

10. Financing (Requesting Agency)

Name

Miscellaneous Obligation
(MO) Number

Common Agreement
(CAN) Number
(If applicable)

Agency
Locator  Code

Data Universal Number
System (DUNS)

Technical
Contact

Phone (Including
Area Code)

Agreement
Number

Budget
Contact

Phone (Including
Area Code)

Ist  line
Address

2nd  line
Address

City State Zip
Code

11. Financing (Performing Agency)

Miscellaneous Obligation
(MO) Number

Common Agreement
(CAN) Number
(If applicable)

Agency
Locator  Code

Data Universal Number
System (DUNS)

Name

Technical
Contact

Phone (Including
Area Code)

Agreement
Number

Budget
Contact

Phone (Including
Area Code)

Ist  line
Address

2nd  line
Address

City State Zip
Code

Agency
Code

Fund
Code

Accounting
Station

Accounting
Classification

Treasury
Symbol DRN MO

Object
Class  Amount

Title

13. Performing Agency Approval12. Requesting Agency Approval

Phone (Including
Area Code)

Agreement
Contact

Email Address

Signature

Title

Date

Phone (Including
Area Code)

Agreement
Contact

Email Address

BY APPROVING THIS AGREEMENT ALL TERMS AND CONDITIONS WILL REMAIN IN EFFECT FOR THE DURATION OF
THIS AGREEMENT OR UNTIL AMENDED

Signature

 Amount
Object
ClassDRN MO

Treasury
Symbol

Accounting
Classification

Accounting
Station

Fund
Code

Agency
Code

Date

APHIS FORM 672 (May 2008)

7.  List References to Coorespondence

Page 1 of

2011 $2,631,836.70 1 2 2

 Annual Pesticide Maintenance Fees for APHIS Registrations.  (Fee Tables Attached) 
(Includes GSA's 5% Fee $19,878.10)   
AMEND#2 TO INCREASE PREVIOUS AMOUNT OF $2,214,396.60 BY AN ADDITIONAL $417,440.10 FOR A NEW GRAND TOTAL OF 
$2,631,836.70

Revised work-plan attached.                                 Econ. Act, as amended (31 USC1535)

10/01/2010 09/30/2011 5 0

34-WT-11-XXXX-1200-IA 11-XXXX-1200

USDA, APHIS

4700 River Road, Unit 55

Riverdale MD 20737

N/A

12-40-3400 929332450

John Doe 301-734-5555

Christie Evans 301-734-4278

301 7 th Street, SW

Suite 6100

Washington DC 20407

47-00-0017

GSA, Federal Acquisition Service

$2,631,836.70

Laura MacKenzie, Director, Financial Management Division

Heather Trainum 301-734-6108

Heather.R.Trainum@aphis.usda.gov

Jane Doe 202-555-1212

Jane.Doe@gsa.gov

34 2510 2,631,836.7011XXXX1200  #00112X1600175 XXXX XXX0079WT

1



1. FISCAL YEAR  - Enter 4 positions, e.g., 2008

2. ESTIMATED AMOUNT  - Enter up to $999,999,999.99

3. AGENCY BILLING INDICATOR  -

        1-Requesting Agency is an agency serviced by NFC's MISC System
       (i.e.,  IPAC)
        2-Requesting Agency is a Government Agency, Bill SF - 1080

4. TRANSACTION CODE  - Enter 0, 1, or 2
0  - Revenue  - Government
1  - Refund  - Government
2  - Reimbursement  - Government

5.     ACTION CODE  - Enter 1, 2, or 3
        1 - Add New Agreement
        2  - Change Existing Agreement
        3  - Cancel Existing Agreement in its entirety

6.     SERVICES TO BE PERFORMED  - Enter a brief description of work;
        reference attached statement of work if applicable

7.     LIST REFERENCES FOR CORRESPONDENCE  - Enter reference
        data that the Requesting Agency requires e.g., for Correspondence,
        Billing, Authority for Project and Agreement (i.e., Economy Act).

8.     DURATION OF AGREEMENT

        Effective Dates  - Enter month, day, year.
        Continuing Through  - Enter month, day, year.

9.     METHOD OF PAYMENT  -

        Reimbursement (Billing Frequency)
        0  - Immediately
        1  - Monthly
        2  - Quarterly
        3  - Semi-annually
        4  - Upon completion of work
        5  - Upon demand

        Advance of Funds (Type of Account)
           0  - Transfer of Appropriation Account
           1  - Consolidated Working Fund

INSTRUCTIONS FOR FORM  APHIS - 672 (MAY 2008)

10. FINANCING (REQUESTING AGENCY)  - Information is required as
follows:

        AGREEMENT NUMBER - Enter Requesting Agency's Agreement
        Number
        Name and Address of Requesting Agency  - location agreement
        is mailed for signature
        Miscellaneous Obligation Number (MO)

        Common Agreement Number (CAN) if applicable  - as assigned
        by theNationalFinanceCenterfor USDA agencies only
        Agency Locator Code

        Data Universal Numbering System (DUNS)  - If required by either
        agency
        Technical Contact and Phone Number - Person responsible for
        program-related issues.
        Budget Contact and Phone Number  - Person responsible for
        financial  tracking of data for the specific program.
        Agency Code  - Enter 2-digit NFC assigned agency code.
        Fund Code -  Enter 2-digit NFC assigned fund code.
        Accounting Station  - Enter NFC assigned accounting station code.
        Accounting Classificaiton Code  - Enter accounting classification
        code of requesting agency.
        Treasury Symbol  - Enter Treasury assigned treasury symbol.
        Document Referencing Number (DRN) MO  - Enter if more than

            one line of accounting (i.e., 0810010123#001, 0810010123#002,
            etc.).

        Object Class  - Self explanantory.
        Amount  - Enter the estimated amount charged to each accounting

11. FINANCING (PERFORMING AGENCY)  - Same items as Block 10.

12. REQUESTING AGENCY APPROVAL  - Person that has been delegated
signature authority (APHIS  - if uncertain check
withAgreementsServicesCenterprior to signing)

PERFORMING AGENCY APPROVAL  - Same as Block 12.



EXAMPLES OF FUNDING PERIOD CHANGES 
USING SINGLE-YEAR FUNDS 

UNDER INTERAGENCY AGREEMENTS 
      
 
The time period to obligate annual funds under interagency agreements runs concurrent 
with the fiscal year. 
 
                        FY 2011                           FY 2012                          FY 2013               
          |        |                                       |                                        | 
     10/1/10                            10/1/11                            10/1/12                             10/1/13            
          |____________________|____________________|____________________| 
          |                                       |                                        |                                       | 
                            V                                        V                                      V 
              FY 2011 Award                 FY 2012 Award         FY 2013 Award 
              10/1/10 - 9/30/11               10/1/11 - 9/30/12                 10/1/12 – 9/30/12 
        FY 11 $$                            FY 12 $$     FY 13 $$ 
 
 
Issue No. 1:   The requesting agency, APHIS, provides annual funding to the performing 

agency in FY 2011 where the work will be conducted in-house during the 
entire fiscal year.  The performing agency notifies the requesting agency 
during the last quarter of the fiscal year that they will not be able to finish 
the work by the end of fiscal year and wants to know if they can get an 
extension of time into fiscal year 2012 to complete the work.   

 
Solution 1: Since the work is being done in-house, the obligations are incurred as the 

work is being done, e.g., salaries, benefits, purchases, travel costs, etc.  
APHIS enters into interagency agreements under the Economy Act which 
states that the performing agency must obligate funds in the same period 
of availability as Congress provided the funds to APHIS.  Therefore, APHIS 
cannot grant an extension, and APHIS must immediately retrieve through a 
revision to the agreement any projected under utilized funds so that they 
can be redirected as needed.  APHIS will also have to come up with FY 
2012 to finish the project.  

 
 
Issue No. 2: APHIS, as requesting agency, provides 2011 annual funds to another 

agency to piggyback on one of their existing contracts for x-ray equipment.  
Funds will be obligated by the performing agency under their contract 
during FY 2011, but the performance/delivery of the equipment which is 
being produced as a prototype for testing will be under production for a 2 
year period to be delivered in late FY 2013.  Is this transfer a proper use of 
annual funds. 

 
 
Solution: The performance period in this scenario can cross fiscal year lines as the 

funds are obligated on the books of the performing agency during the fiscal 
year in which the funds were appropriated to APHIS.  This scenario is the 



same as though APHIS awarded the contract directly where performance 
can cross over into succeeding fiscal years. 

 
If during subsequent fiscal years, additional funding is needed to complete 
the project, the then current fiscal year funds would be used to increase 
the amount on the performing agency/s contract. 
 
 

 
                        FY 2011                           FY 2012                          FY 2013               
          |        |                                       |                                        | 
     10/1/10                            10/1/11                            10/1/12                             10/1/13            
          |____________________|____________________|____________________| 
          |   Obligational Period    |            | 
                            |                           Performance Period                     | 

  4/1/11           through               3/31/13 
 
 
APPLICABLE PROVISION OF THE ECONOMY ACT, 31 USC 1535: 
 

(d) An order placed or agreement made under this section obligates an 
appropriation of the ordering agency or unit. The amount obligated is 
deobligated to the extent that the agency or unit filling the order has not 
incurred obligations, before the end of the period of availability of the 
appropriation, in— 

 
(1) providing goods or services; or  
(2) making an authorized contract with another person to provide the 

requested goods or services.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
The Economy Act  
 

---DISCLAIMER--- 
 
31 U.S.C. 1535. Agency agreements  

(a) The head of an agency or major organizational unit within an agency may place 
an order with a major organizational unit within the same agency or another agency 
for goods or services if--  
(1) amounts are available;  
(2) the head of the ordering agency or unit decides the order is in the best interest 
of the United States Government;  
(3) the agency or unit to fill the order is able to provide or get by contract the 
ordered goods or services; and  
(4) the head of the agency decides ordered goods or services cannot be provided by 
contract as conveniently or cheaply by a commercial enterprise.  
(b) Payment shall be made promptly by check on the written request of the agency 
or unit filling the order. Payment may be in advance or on providing the goods or 
services ordered and shall be for any part of the estimated or actual cost as 
determined by the agency or unit filling the order. A bill submitted or a request for 
payment is not subject to audit or certification in advance of payment. Proper 
adjustment of amounts paid in advance shall be made as agreed to by the heads of 
the agencies or units on the basis of the actual cost of goods or services provided.  
(c) A condition or limitation applicable to amounts for procurement of an agency or 
unit placing an order or making a contract under this section applies to the placing of 
the order or the making of the contract.  
 
 
(e) This section does not--  
(1) authorize orders to be placed for goods or services to be provided by convict 
labor; or  
(2) affect other laws about working funds.  

 

 



 

APHIS OVERHEAD WHEN APHIS IS PERFORMING AGENCY 
 
 
 Overhead is also referred to as indirect or administrative costs. 

 
 APHIS' indirect cost (overhead) The overhead rate is broken into two components: 

 
 the Agency Support portion  
 the Unit Support portion.   

 
 Two methods for calculation:   

 
Percent of Gross Method (13.9 %):   

 
Agency (MRPBS) support      5.15 percent (.0515)  
Program support       8.75 percent (.0875)  

      Total overhead      13.90 percent (.139) 
 

Example: 
 

If the total amount of the agreement is to be $100,000, the Agency overhead is 
computed as follows:  

 
$100,000 x .0515 =       $  5,150 
$100,000 x .0872 =           8,750 
Total overhead =       $13,900 

 
Therefore, the amount available for direct costs is computed as follows:  

 
Agreement Total      $100,000    
Less: Agency Overhead          ‐ 5,150     

           Unit Overhead            ‐ 8,750     
      Total Direct Costs      $  86,100    

 
Percent of Net Method B (16.15 percent): 

 
Agency (MRPBS) support      5.98 percent (.0598)  
Program support                    10.17 percent (.1017)  
Total overhead                    16.15 percent (.1615) 

 
Example: 

 
If only the direct costs (net) of the agreement totaling $86,100 are known, add overhead 
to that figure using the following computations.   

 
$86,100 x .0598 =       $   5,149 
$86,100 x .1017 =            8,756 



    Total overhead =       $13,905 
 

Therefore, the total amount of the agreement is computed as follows:  
 

Total direct costs      $  86,100    
Plus:   Agency overhead           5,149     
Unit overhead              8,756     

      Agreement total      $100,005    
 

 
 MRPBS overhead can be waived only by : 

 
 the APHIS Administrator or designee, in writing, of the Administrator and  
 the MRP CFO.   

 
 The program portion can be waived only by: 

 
 the Program Deputy Administrator or  
 a position delegated by the Program Deputy Administrator, in writing. 

 
 Overhead is to be deposited into the appropriate overhead account  

as stated in the APHIS Budget and Accounting Manual.   
 
 Failure to assess overhead when arriving at total budget for the agreement can result in deficits for 

the agreement and corresponding account(s).   
  
 Care should be taken to ensure overhead assessments unless waivers are obtained, in advance.  

 
 Submit requests for waiver to the Agreements Services Center. 

 
 APHIS operates on a full cost recovery basis, including overhead. 
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PREAMBLE  
 
 
This exhibit provides an example of a finalized cooperative agreement.  The terms and conditions of cooperative 
agreements, as well as grants, are subject to updates each year based on new Federal and Departmental Regulations.  
Further, the terms and conditions in this agreement pertain to a specific type of cooperator, a state government, and 
specific situations relating to an appropriation by Congress.  Therefore, this document is not to be used to generate a 
new agreement as it is customized for a type of cooperator and funding situation, and the language is current only as 
of the date reflected at the bottom of this page.   
 
The APHIS, Marketing and Regulatory Programs Business Services, Financial Management Division, Financial 
Services Branch, Agreements Services Center (ASC) is the APHIS staff responsible for developing and updating 
Agency policy relating to agreements.  This staff issues annual guidance relative to any required updates in the 
language in the Notice of Award.  This information is provided by the ASC to the agreements staff for each APHIS 
delegated awarding official.  The agreements staff will prepare the Notice of Award for each agreement based on 
input from the Authorized Departmental Officer (ADO), the Authorized Departmental Officer’s Designated 
Representative (ADODR), and the content of the Work Plan or Project Proposal and Financial Plan.   
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NOTICE OF COOPERATIVE AGREEMENT AWARD 
BETWEEN THE 

NEW YORK DEPARTMENT OF AGRICULTURE (COOPERATOR) 
AND THE 

UNITED STATES DEPARTMENT OF AGRICULTURE 
ANIMAL AND PLANT HEALTH INSPECTION SERVICE (APHIS) 

VETERINARY SERVICES 
 
 

ARTICLE 1 - PURPOSE 
 
The purpose of this Agreement is to provide Federal financial assistance to conduct surveillance activities that will 
provide specific information to the Cooperator, APHIS, and other interested parties for low-pathogenic avian 
influenza (LPAI).  
 
 

ARTICLE 2 - AUTHORITIES 
 
Under the Animal Health Protection Act (AHPA), as amended, (7 USC §§ 8301 et. seq.), the Secretary of 
Agriculture is authorized to issue regulations and orders and to carry out operations and measures to prevent, 
detect, control, and eradicate diseases and pests of livestock and to cooperate with other Federal agencies, States or 
political subdivisions of States, national governments of foreign countries, local governments of foreign countries, 
domestic or international organizations, domestic or international associations, Indian tribes and other persons to 
carry out the purposes of the AHPA. 
 
 

ARTICLE 3 – MUTUAL UNDERSTANDINGS AND RESPONSIBILITIES 
 
The cooperating parties agree to/that: 
 

a. A mutually satisfactory annual Work Plan and Financial Plan developed by the Cooperator and 
APHIS are incorporated into this Agreement by reference.  If APHIS initially awards a reduced level of funding 
during a Continuing Resolution (CR), there will be a corresponding decrease in the projected accomplishments for 
the funding period.  Upon extension of the CR or passage of an appropriation by Congress, revisions will be 
executed to increase the federal share, based on available funds, not to exceed the level reflected in the annual 
Financial Plan.   
 

b. The provisions of this Agreement will not replace functions that are being conducted by the 
Cooperator but will supplement those activities and increase program benefits to all parties. 
 

c. The employee(s) responsible for this work will be under the general program direction of the 
Cooperator and APHIS.  Supervision of personnel will be provided by their employing organization, and they will 
be subject to their employing organizations rules and regulations. 
 
 

ARTICLE 4 – COOPERATOR RESPONSIBILITIES 
 
The Cooperator understands and agrees to/that: 
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a. Designate in writing to APHIS the Cooperator's authorized representative who shall be responsible for 
collaboratively administering the activities conducted under this Agreement. 
 

b. Furnish personnel, as required, to accomplish the activities outlined in the Work Plan and Financial 
Plan. 
 

c. Provide funds as partial payment of expenditures incurred in carrying out the terms of this Agreement 
in accordance with the Work Plan and Financial Plan.   
 

d. The Cooperator’s representative designated as required in Article 4.a shall certify and submit to 
APHIS’ authorized representative properly certified quarterly accomplishment reports on activities outlined in the 
Work Plan and Financial Plan.  The reports will be used by APHIS to verify compliance with provisions of this 
Agreement.  Interim quarterly reports are due no later than 30 days after the end of each quarter and the final 
report is due no later than 90 days after the Agreement expires or terminates.  For a program starting more than 45 
days into a quarter, the first report will be due at the end of the next quarter.  Any requests for an extension of time 
to submit the reports must be justified and made in writing to APHIS’ authorized representative before expiration of 
the initial 30 or 90 day period allowed for submitting the report.  Extensions of time to submit the reports are 
subject to the discretion of APHIS’ authorized representative and, if allowed, shall be provided by the authorized 
representative in writing.  When an agreement includes multiple projects covered by multiple Work Plans and 
Financial Plans, each project must be reported separately. 

 
e. Submit to APHIS’ designated representative properly certified quarterly Federal Financial Reports 

(FFR), SF-425, no later than 30 days after the end of each quarter and a final FFR no later than 90 days after the 
Agreement expires or terminates.  For a program starting more than 45 days into a quarter, the first report will be 
due at the end of the next quarter.  Any requests for an extension of time to submit the FFR must be justified and 
made in writing to APHIS’ authorized representative before expiration of the initial 30 or 90 day period allowed for 
submitting the report.  Extensions of time to submit the FFR are subject to the discretion of APHIS’ authorized 
representative and, if allowed, shall be provided by the authorized representative in writing.  When an agreement 
includes multiple projects covered by multiple Work Plans and Financial Plans, each project must be reported on a 
separate FFR.  Further, all federal funds reflected as unobligated on the final FFR will no longer be available 
for obligation by the Cooperator. 

 
f. Treat any program income derived under this Agreement using the Deduction Alternative in 

accordance with the provisions of  7 CFR 3016.25(g)(1) which provides for a decrease in the financial contributions 
of each cooperating party to this project.   

 
g.  Submit to APHIS a properly certified Request for Advance or Reimbursement, SF-270, when 

requesting payment for expenditures.  A payment request may be submitted quarterly or more frequently; however, 
advance of funds will be made by APHIS in increments as indicated under 11.j of the SF-270 to cover monthly 
disbursement needs. 

 
h. APHIS may withhold payments called for in Article 5.b under the conditions outlined in 7 CFR 

3016.21(g), including failure to comply with project objectives, the terms and conditions of the award, and Federal  
reporting requirements; if the Cooperator or a sub-recipient is delinquent on debt to the United States, or such other 
conditions outlined in the cited regulations.   
 

i. Comply with 2 CFR 417, Subpart C to ensure that any subrecipients that carry out the provisions of this 
Agreement are not debarred or suspended.  Subrecipients are required to disclose if they, or any of their principals, 
are presently excluded or disqualified. 
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j. Comply with and enforce the requirements for a drug-free workplace as mandated in 7 CFR 3021, 
"Governmentwide Requirements for Drug-Free Workplace". 
 

k. Comply with and enforce the requirements in 7 CFR 3018.110 (d) (1) and (2) for completion of the 
Certification Regarding Lobbying and the SF-LLL, Disclosure of Lobbying Activities.  Such certifications and 
disclosures apply to the Cooperator and any subgrants and subcontracts exceeding $100,000.  

 
l. When connected to the USDA, APHIS network, comply with the security guidelines as outlined in the 

USDA Cyber Security Manual Series 3500; including USDA Departmental Manual (DM) 3515,  “Privacy 
Requirements”, and USDA DM 3525, “USDA Internet Use and E-Mail Security”.  The Cooperator will not 
download any material (i.e., pictures, movies, or music files) bearing a copyright nor access any material defined as 
inappropriate in these regulations and directives.  The Cooperator agrees that any of its personnel that are given 
access to the APHIS network, any systems on the APHIS network, or any personnel using APHIS owned computer 
equipment will take any APHIS required security and privacy training.  
 

m. Work with the appropriate APHIS Program Unit's Information Systems Security Manager to ensure 
compliance with National Institute of Standards and Technology (NIST) system requirements and APHIS’ 
Certification and Accreditation (C&A) standards.  Specifically, the Cooperator will comply with NIST SP 800 – 
37, "Guide for the Security Certification and Accreditation of Federal Information Systems"; NIST SP 800 – 53, 
"Recommended Security Controls for Federal Information Systems"; APHIS C&A Manual including APHIS C&A 
Templates; and any other relevant NIST and APHIS guides.  Refer to the NIST website at 
http://csrc.nist.gov/publications/nistpubs/index.html to obtain copies of the NIST C&A publications.  
 

n. When transmit frequency determining devices (transmitters) are owned by the Federal Government, the 
Federal Government will have responsibility for frequency support (frequency authorizations for fixed locations).  
If Cooperator-owned devices are provided, it will be the Cooperator’s responsibility to obtain frequency support 
by application to the Federal Communications Commission for use of government frequencies, or to obtain non 
government frequencies.  All radio equipment will be maintained to original factory technical specifications.  
Mobile radio equipment removed from service will be kept at a central location with notification made to the 
designated Federal official.  Notification of any changes, relocation, or removal of base stations or repeater stations 
in the system will be made to the APHIS Radio Communications Manager at Lakewood, Colorado, who will be 
available for technical guidance and, if needed, make periodic trips to monitor the system. 
 

o. Maintain an inventory control system of property purchased by the Cooperator in whole or in part with 
Federal funds as required in the Section entitled “Equipment” of 7 CFR 3016.32.  Cooperators shall conduct a 
physical inventory at least every two years and make available, as requested, the required records for review by 
APHIS.  A copy of the reconciled final inventory report will be provided to APHIS   as stated in Article 10 of this 
Agreement.   
 

p. Provide an annual inventory report of any Federally-owned or Federally-leased equipment on loan to 
the Cooperator to include a description, manufacturer model and serial number, acquisition date and cost.  A 
disposition request shall be made to APHIS when the property is no longer needed.  
 

q. When the Federal share of total project costs as reflected in the Financial Plan is over $100,000 and a 
cumulative transfer among direct cost categories is in excess of ten percent of the current approved total budget, the 
Cooperator will request written prior approval for the budget revision.  The Cooperator will submit a revised SF-
424A, Budget Information, and detailed Financial Plan under a cover letter to the APHIS awarding official 
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r. containing a narrative justification for the proposed revision.  Transfers of funds among programs, 
functions, or activities as indicated in Section B of the SF-424A is prohibited.  Comply with the requirements for 
coordination, development, and use of geospatial data as mandated in OMB Circular A-16, “Coordination of 
Geographic Information and Related Spatial Data Activities”. 
 

s. Meet the reporting requirements of the Federal Funding Accountability and Transparency Act by 
providing the following information.  Parent organization DUNS number; primary place of performance street 
address, city, county, state, country and zip code; indicate if performance is in multiple counties and/or states; and 
provide any comments that might be relevant.  APHIS will provide a supplemental sheet for the Cooperator’s  
convenience in recording this information.  
 

t. Pursuant to 31 USC 3706 and 7 CFR 3.10 to 7 CFR 3.21, any funds paid to a cooperator in excess of 
the amount to which the cooperator is finally determined to be entitled under the terms and conditions of the award 
constitute a debt to the Federal Government.   If not paid within a reasonable period after the demand for payment, 
the Federal awarding agency my reduce the debt by: 
 

(1) Making an administrative offset against other requests for reimbursements. 
(2) Withhold advance payments otherwise due to the Cooperator 
(3) Taking other action permitted by statute. 

 
Except as otherwise provided by law, the Federal awarding agency shall charge interest on an overdue debt in 
accordance with 4 CFR, Chapter II “Federal Claims Collection Standards” and 31 USC, Chapter 37. 
 

u. Any information furnished to APHIS under this Agreement is subject to the Freedom of Information 
Act (5 USC 552). 

 
v. Unless otherwise specified in the Work Plan, provide vehicles and other equipment for its employee(s) 

while performing the activities outlined in the Work Plan. 
 
w. Comply with the Executive Order entitled “Federal Leadership on Reducing Text Messaging While 

Driving” signed by President Barack Obama on October 1, 2009, by prohibiting Cooperator employees, recipients, 
subrecipients, contractors, and subcontractors from texting while driving on official business and/or in Federally-
owned, rented, or leased vehicles (collectively government owned vehicles) or privately owned vehicles when on 
official Government business or when performing any work for or on behalf of or in cooperation with the Federal 
government.   

Further, APHIS encourages the Cooperator to implement--and to encourage its recipients, sub-recipients, 
contractors, and subcontractors, to implement--new rules and programs, and re-evaluate existing programs to 
prohibit text messaging while driving, and conduct education, awareness, and other outreach for its employees 
about the safety risks associated with texting while driving. These initiatives should encourage voluntary 
compliance with the text messaging policy while off duty. 
 
For purposes of this requirement, the following definitions apply: 
 
  (1) "Texting" or "Text Messaging" means reading from or entering data into any handheld or other 
electronic device, including for the purpose of SMS texting, e-mailing, instant messaging, obtaining navigational 
information, or engaging in any other form of electronic data retrieval or electronic data communication. 

  (2) "Driving" means operating a motor vehicle on an active roadway with the motor running, including 
while temporarily stationary because of traffic, a traffic light or stop sign, or otherwise. It does not include operating 
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a motor vehicle with or without the motor running when one has pulled over to the side of, or off, an active roadway 
and has halted in a location where one can safely remain stationary. 
 

ARTICLE 5 – APHIS RESPONSIBILITIES 
 
APHIS agrees to/that: 
 

a. Designate Dr. John Doe as its Authorized Departmental Officer’s Designated Representative (ADODR) 
who shall be responsible for collaboratively administering the activities conducted under this Agreement.  Should 
this individual be temporarily detailed to another position or on extended absence, a letter will be issued to the 
Cooperator by the APHIS signatory official to appoint a temporary ADODR. 
 

b. Provide funds on an advance or reimbursable basis as partial payment of allowable, agreed-to costs 
incurred by the Cooperator in carrying out the terms of this Agreement in accordance with the Work Plan and 
Financial Plan.   
 

c. Make advance payments, if requested by the Cooperator, monthly and upon receipt of a properly 
certified Request for Advance or Reimbursement, SF270. 
 

d. Provide personnel and other resources to carry out its responsibilities as outlined in the Work Plan and 
Financial Plan. 
 

e. Upon receipt of any final Federal Financial Report that reflects an unobligated balance of $1,000 or 
more, provide written notification to the Cooperator that the balance of Federal funds reported as unobligated will 
no longer be available to the Cooperator.  Balances of less than $1,000 will automatically be deobligated by APHIS 
without notification. 

  
g.   Assist the Cooperator in selecting qualified candidates to perform activities outlined in the Work Plan 

and Financial Plan and provide general program direction to employees assigned to the cooperative endeavor.  
However, the assigned employees will remain subject to the Cooperator's rules and regulations. 

 
h.   Provide special training to carry out assignments, as mutually deemed necessary. 

 
 

ARTICLE 6 - DATA SHARING AND RESPONSIBILITIES 
 

a.   Data to be Shared: The parties agree to provide plant protection and quarantine data to each other.  The 
data to be provided to each Party by the other Party includes, but is not limited to, plant protection and quarantine 
surveys, diagnostic information, detection activities, inspection reports, and pest interception data. Each party is 
responsible for transmitting the provided data to its own authorized employees, cooperators, and contractors as 
applicable and necessary, in order to carry out responsibilities under their respective plant health authorities.  Each 
party agrees that it will ensure, to the extent provided by applicable laws and regulations, that data provided by the 
other party is not released to anyone that is not authorized to receive it.  

 
b.   Data Utilization: The parties agree that the provided data will only be used in the administration and 

enforcement of each party’s respective plant health laws and regulations.  Data provided by the parties under this 
Agreement may be used to ensure compliance with their respective plant health laws and regulations; to respond to 
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domestic plant pest and disease emergencies, interceptions, and trace backs; to enhance delivery of pest 
exclusionary programs and activities; to support pest surveying activities; to develop quarantines and other 
appropriate measures for pest management and mitigation; to implement or improve international pre-clearance 
and/or pest eradication programs and activities, pest risk assessments, phytosanitary trade support, and the issuance 
of plant protection and quarantine permits; and to develop, in cooperation with Federal research agencies, new and 
improved methods, techniques and procedures for use in cooperative plant protection and quarantine programs and 
activities.  Each party agrees that it will ensure that the provided data is used only for purposes specified in this 
Agreement and only in a manner consistent with the provisions of the Plant Protection Act.  

 
d. Data Restrictions: The Cooperator agrees and acknowledges that the data provided by APHIS 

pursuant to this Agreement is solely APHIS data and as such is or may be subject to the confidentiality provisions 
of Section 1619 of the Food, Conservation, and Energy Act of 2008, 7 USC §8791, (Section 1619) and the 
Privacy Act of 1974 and also agrees to safeguard such confidentiality and prohibit any unauthorized access to the 
data provided by APHIS as required by Section 1619.  The Cooperator further agrees and acknowledges that if 
Section 1619 does apply to some or all of the APHIS provided data, that pursuant to Section 1619, the Cooperator  
is bound to and will comply with Section 1619 (copy attached as Appendix A) and related APHIS guidance.  The 
Cooperator  understands that it may not release any of the data provided by APHIS since it is Federal Government 
data and it agrees to refer any and all requests for the data provided by APHIS, not otherwise authorized to be 
released under this Agreement and applicable Federal laws and regulations, to: 

 
 

                 USDA, APHIS  
    Legislative and Public Affairs 
    Freedom of Information and Privacy Act Office 
    4700 River Rd. Unit 50, Riverdale, MD 20737 
    Telephone:  (301) 734-8296.   

 
Additionally, the Cooperator agrees that it will, if requested by APHIS, enter into a separate written agreement with 
APHIS to protect from release or disclosure any data provided by APHIS that is subject to Section 1619. 
 
 

ARTICLE 7 – CENTRAL CONTRACTOR REGISTRATION AND  
UNIVERSAL IDENTIFIER REQUIREMENTS 

 
The Cooperator, as a recipient signing this Agreement, shall comply with Title 2 CFR Part 25, “Financial 
Assistance Use of Universal Identifier and Central Contractor Registry” as specified below. 
  

a. Requirement for Central Contractor Registration (CCR) 
 
     Unless you are exempted from this requirement under 2 CFR 25.110,  you as the recipient must maintain 
the currency of your information in the CCR until you submit the final financial report required under this award or 
receive the final payment, whichever is later. This requires that you review and update the information at least 
annually after the initial registration, and more frequently if required by changes in your information or another 
award term. 
 

b. Requirement for Data Universal Numbering System (DUNS) Numbers 
 
     If you are authorized to make subawards under this award, you: 
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(1)  Must notify potential subrecipients that no entity (see definition in paragraph c of this award term) may receive 
a subaward from you unless the entity has provided its DUNS number to you. 
      
 (2)   May not make a subaward to an entity unless the entity has provided its DUNS number to you. 
c. Definitions 
 
     For purposes of this award term: 
 

(1)   Central Contractor Registration (CCR) means the Federal repository into which an entity must 
provide information required for the conduct of business as a recipient. Additional information about registration 
procedures may be found at the CCR Internet site (currently at http://www.ccr.gov). 
 
     (2)  Data Universal Numbering System (DUNS) number means the nine-digit number established and 
assigned by Dun and Bradstreet, Inc., (D&B) to uniquely identify business entities. A DUNS number may be 
obtained from D&B by telephone (currently 866-705-5711) or the Internet (currently at 
http://fedgov.dnb.com/webform. 
 

(2) Entity, as it is used in this award term, means all of the following, as defined at 2 CFR part 25, 
subpart C: 

     
 (a)  A Governmental organization, which is a State, local government, or Indian Tribe; 
     (b)  A foreign public entity; 
     (c)  A domestic or foreign nonprofit organization; 
     (d)  A domestic or foreign for-profit organization; and 
     (e)  A Federal agency, but only as a subrecipient under an award or subaward to a non-Federal 
entity. 
 

(3) Subaward: 
 

(a) This term means a legal instrument to provide support for the performance of any portion of the 
substantive project or program for which you received this award and that you as the recipient award to an eligible 
subrecipient. 

 
     (b)  The term does not include your procurement of property and services needed to carry out the 
project or program (for further explanation, see Sec. ----.210 of the attachment to OMB Circular A-133, ``Audits of 
States, Local Governments, and Non-Profit Organizations''). 
 
 (c)  A subaward may be provided through any legal agreement, including an agreement that you 
consider a contract. 
 

(4) Subrecipient means an entity that: 
 
     (a) Receives a subaward from you under this award; and 
      

(b) Is accountable to you for the use of the Federal funds provided by the subaward.
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ARTICLE 8 – REPORTING SUBAWARDS AND EXECUTIVE COMPENSATION 
 
The Cooperator, as a recipient signing this Agreement, shall comply with Title 2 CFR Part 170, “Requirements for 
Federal Funding Accountability and Transparency Act Implementation”, as follows:   
 

a.  Reporting of first-tier subawards. 
 
     (1)  Applicability. Unless you are exempt as provided in paragraph d. of this award term, you must 
report each action that obligates $25,000 or more in Federal funds that does not include Recovery funds (as defined 
in section 1512(a)(2) of the American Recovery and Reinvestment Act of 2009, Pub. L. 111-5) for a subaward to an 
entity (see definitions in paragraph e. of this award term). 
       

(2) Where and when to report. 
 
       (a)  You must report each obligating action described in paragraph a.(1) of this award term to 
http://www.fsrs.gov. 
 
      (b)  For subaward information, report no later than the end of the month following the month in 
which the obligation was made. (For example, if the obligation was made on November 7, 2010, the obligation must 
be reported by no later than December 31, 2010.) 
 

(3)   What to report. You must report the information about each obligating action that the submission 
instructions posted at http:// www.fsrs.gov specify. 
 

b. Reporting Total Compensation of Recipient Executives. 
 

(1)  Applicability and what to report. You must report total compensation for each of your five most 
highly compensated executives for the preceding completed fiscal year, if— 
 

(a)  the total Federal funding authorized to date under this award is $25,000 or more; 
 

(b)   in the preceding fiscal year, you received— 
 
      i.   80 percent or more of your annual gross revenues from Federal procurement contracts (and 
subcontracts) and Federal financial assistance subject to the Transparency Act, as defined at 2 CFR 170.320 (and 
subawards); and 
       

ii.  $25,000,000 or more in annual gross revenues from Federal procurement contracts (and 
subcontracts) and Federal financial assistance subject to the Transparency Act, as defined at 2 CFR 170.320 (and 
subawards); and  
 
  iii. The public does not have access to information about the compensation of the executives 
through periodic reports filed under section 13(a) or 15(d) of the Securities Exchange Act of 1934 (15 U.S.C. 
78m(a), 78o(d)) or section 6104 of the Internal Revenue Code of 1986. (To determine if the public has access to the 
compensation information, see the U.S. Security and Exchange Commission total compensation filings at 
http://www.sec.gov/answers/execomp.htm.) 
 

(2) Where and when to report. You must report executive total compensation described in paragraph 
b.(1) of this award term: 
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(a)  As part of your registration profile at http://www.ccr.gov. 
 

         (b)  By the end of the month following the month in which this award is made, and annually 
thereafter. 
 

c.  Reporting of Total Compensation of Subrecipient Executives. 
 

(1)  Applicability and what to report. Unless you are exempt as provided in paragraph d. of this award 
term, for each first-tier subrecipient under this award, you shall report the names and total compensation of each of 
the subrecipient's five most highly compensated executives for the subrecipient's preceding completed fiscal year, 
if— 
 
  (a)   In the subrecipient's preceding fiscal year, the subrecipient received— 
 
 i.  80 percent or more of its annual gross revenues from Federal procurement contracts (and 
subcontracts) and Federal financial assistance subject to the Transparency Act, as defined at 2 CFR 170.320 (and 
subawards); and 
 
  ii. $25,000,000 or more in annual gross revenues from Federal procurement contracts (and 
subcontracts), and Federal financial assistance subject to the Transparency Act (and subawards); and 
 
      (b)  the public does not have access to information about the compensation of the executives 
through periodic reports filed under section 13(a) or 15(d) of the Securities Exchange Act of 1934 (15 U.S.C. 
78m(a), 78o(d)) or section 6104 of the Internal Revenue Code of 1986. (To determine if the public has access to the 
compensation information, see the U.S. Security and Exchange Commission total compensation filings at 
http://www.sec.gov/answers/execomp.htm.) 
 
      (2)   Where and when to report. You must report subrecipient executive total compensation described in 
paragraph c.(1) of this award term: 
 

(a) To the recipient. 
 

(b) By the end of the month following the month during which you make the subaward. For 
example, if a subaward is obligated on any date during the month of October of a given year (i.e., between October 
1 and 31), you must report any required compensation information of the subrecipient by November 30 of that year. 

 
d. Exemptions.   If, in the previous tax year, you had gross income, from all sources, under $300,000, you 

are exempt from the requirements to report: 
 

 (1)  Subawards, and 
     

(2)  The total compensation of the five most highly compensated executives of any subrecipient. 
 

e. Definitions.  For purposes of this award term: 
 

(5) Entity means all of the following, as defined in 2 CFR part 25: 
 
      (a)  A Governmental organization, which is a State, local government, or Indian tribe; 
      (b)  A foreign public entity; 
     (c)  A domestic or foreign nonprofit organization;
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   (d)  A domestic or foreign for-profit organization; 
      (e)   A Federal agency, but only as a subrecipient under an award or subaward to a non-Federal 
entity. 
 

(6)  Executive means officers, managing partners, or any other employees in management positions. 
 

(7)   Subaward: 
 

      (a)  This term means a legal instrument to provide support for the performance of any portion of the 
substantive project or program for which you received this award and that you as the recipient award to an eligible 
subrecipient. 
 

(b) The term does not include your procurement of property and services needed to carry out the 
project or program (for further explanation, see Sec. ---- .210 of the attachment to OMB Circular A-133,  “Audits of 
States, Local Governments, and Non-Profit Organizations”). 
 
      (c)  A subaward may be provided through any legal agreement, including an agreement that you or a 
subrecipient considers a contract. 
     
 (4)   Subrecipient means an entity that: 
 
      (a)  Receives a subaward from you (the recipient) under this award; and 
       
 (b)  Is accountable to you for the use of the Federal funds provided by the subaward. 
 
     (5)  Total compensation means the cash and noncash dollar value earned by the executive during the 
recipient's or subrecipient's preceding fiscal year and includes the following (for more information see 17 CFR 
229.402(c)(2)): 
 

(a) Salary and bonus. 
 

(b) Awards of stock, stock options, and stock appreciation rights. Use the dollar amount recognized 
for financial statement reporting purposes with respect to the fiscal year in accordance with the Statement of 
Financial Accounting Standards No. 123 (Revised 2004) (FAS 123R), Shared Based Payments. 
 
      (c)  Earnings for services under non-equity incentive plans. This does not include group life, health, 
hospitalization or medical reimbursement plans that do not discriminate in favor of executives,  
and are available generally to all salaried employees. 
 

(d)  Change in pension value. This is the change in present value of defined benefit and actuarial 
pension plans. 
 

(e)  Above-market earnings on deferred compensation which is not tax-qualified. 
 
      (f)  Other compensation, if the aggregate value of all such other compensation (e.g. severance, 
termination payments, value of life insurance paid on behalf of the employee, perquisites or property) for the 
executive exceeds $10,000. 
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ARTICLE 9 – UNEMPLOYMENT COMPENSATION 
 
Actual costs incurred for unemployment insurance or equitable contributions made to a self -insured unemployment 
fund are allowable.  APHIS does not allow payment of costs incurred for unemployment claims. 
 
 

ARTICLE 10 – CONGRESSIONAL RESTRICTION 
 
Under 41 USC 22, no member of or delegate to Congress shall be admitted to any share or part of this Agreement 
or to any benefit to arise therefrom. 
 
 

ARTICLE 11 – APPLICABLE REGULATIONS 
 
As a condition of this award, the Cooperator agrees to comply and require subrecipients to comply with the 
requirements contained in the United States Department of Agriculture's “Uniform Federal Assistance Regulations” 
, 7 CFR 3015; "Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local 
Governments", 7 CFR 3016; and/or "Uniform Administrative Requirements for Grants and Agreements with 
Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations", 7 CFR 3019; “Nonprocurement 
Debarment and Suspension”, 2 CFR 417; “Governmentwide Requirements for Drug-Free Workplace", 7 CFR 3021; 
"New Restrictions on Lobbying", 7 CFR 3018; and Office of Management and Budget regulations governing 
"Controlling Paperwork Burdens on the Public", 5 CFR 1320. 
 
 

ARTICLE 12 – TITLE TO EQUIPMENT 
 
APHIS reserves the right to transfer title to any equipment purchased partially or fully by the Cooperator under this 
Agreement with Federal funds within 120 days after the end of the Federal support of the project for which it was 
acquired. Upon transfer of title, the Cooperator will be entitled to compensation equal to its percentage of 
participation in the purchase of the equipment in the year purchased, applied to the fair market value in the year title 
is transferred.  
 
 

ARTICLE 13 – PATENTS AND INVENTIONS 
 
The Cooperator has the explicit duty of notifying APHIS' authorized representative, in writing, prior to the time of 
application for any patent or invention which is paid for in any manner or any percentage of funds provided by 
APHIS.  This duty is not limited to the period during the Agreement, but may arise at any time during or 
subsequent to the Agreement.  APHIS reserves to itself a royalty-free, nonexclusive, and irrevocable right to use 
and authorize others to use the product or invention produced under this Agreement for Government purposes.  
APHIS also retains the ability to force utilization of the patented invention by designating licenses in any field of 
use where the patentee has failed to act with reasonable diligence. 
 
Any royalties or equivalent income earned during the effective period of this Agreement on patents or inventions 
derived under this Agreement shall be considered program income and treated under the provisions of 7 CFR 
3016.25(g)(1).   
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ARTICLE 14 – COPYRIGHTS 

 
APHIS reserves a royalty-free, nonexclusive, and irrevocable license to exercise, and to authorize others to exercise, 
the rights for Federal government purposes to copyrighted materials developed under this Agreement.  Subject to 
this license, the owner is free to exercise, preserve, or transfer all its rights.  The Cooperator shall ensure that no 
agreement is entered into for transferring the rights which would conflict with the nonexclusive license of APHIS.   
 
Any royalties or equivalent income earned during the effective period of this Agreement on copyrighted material 
derived under this Agreement shall be considered program income and treated under the provisions of 7 CFR 
3016.25(g)(1).   
 
 

ARTICLE 15 – PUBLICATIONS AND AUDIOVISUALS 
 
The final draft of any funded publication or audiovisual must be submitted by the Cooperator to APHIS' authorized 
representative prior to final printing, editing or release of the product so that APHIS can make a determination as to 
whether APHIS' participation in the project will be acknowledged.  APHIS, furthermore, may require that the 
Cooperator modify or purge any acknowledgment of its support for activities conducted under this Agreement as a 
result of its review of a final draft.  If APHIS has not responded within 30 days of receipt of the draft, the 
Cooperator will be free to proceed with publication without an acknowledgment.  In the event that APHIS elects 
not to acknowledge the product, the Cooperator agrees not to attribute sponsorship by APHIS by any means 
including, but not limited to, publications, interviews, new releases, etc. 
 
When an acknowledgment is desired by APHIS, unless otherwise instructed by APHIS, the statement shall read: 
“This material was made possible, in part, by a Cooperative Agreement from the United States Department of 
Agriculture’s Animal and Plant Health Inspection Service (APHIS).  It may not necessarily express APHIS’ views.” 
 
Additionally, any other acknowledgment, including use of the APHIS Logo, by the Cooperator of APHIS support 
shall have the express written permission of APHIS signatory to this Agreement, which shall be requested through 
the APHIS representative designated under this Agreement. 
 
 

ARTICLE 16 – FEDERAL VEHICLE MANAGEMENT 
 
The Cooperator agrees to comply with the requirements of 41 CFR 10138.3011 (41 CFR 10234 Subpart C) and 
vehicle usage policy as stated in the APHIS Motor Vehicle Fleet Management Manual.  The Cooperator further 
agrees to indemnify the United States of America for any and all property damage and personal injury caused by the 
Cooperator's employees resulting from use of said vehicles, and further agrees to save and hold harmless the 
United States of America from any and all claims for such property damage and personal injury caused by the 
Cooperator's employees.  The Cooperator further agrees to reimburse the United States of America by and 
through APHIS for any property damage to any Federally-owned or Federally-leased vehicles, less normal wear and 
tear, which may occur through the use of said vehicles under this Agreement.
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ARTICLE 17 – BUY AMERICAN ACT 
 
In the case of any equipment or product that may be authorized to be purchased with financial assistance provided 
using funds made available under the Agriculture, Rural Development, Food and Drug Administration, and Related 
Agencies Appropriations Act for the current Federal fiscal year, it is the sense of the Congress that entities receiving 
the assistance should, in expending the assistance, purchase only American-made equipment and products. 
 
 

ARTICLE 18 – FUNDING PERIOD OBLIGATIONS AND EXTENSIONS 
 
The funding period is the period during which this Agreement is in effect.  Any funds not obligated by the 
Cooperator during the funding period will revert to APHIS upon the expiration or termination of this funding 
period.  Under 7 CFR 3016.30, this Agreement is subject to a one-time extension of up to 12 months to complete 
this project. The Cooperator must submit a written request including an SF-424, Application for Federal 
Assistance, to extend the duration to be received by APHIS at least 10 days prior to the expiration of the funding 
period.  The SF-424 must be accompanied by a justification explaining the reason for program delays, the program 
impact without the extension, and the anticipated completion date.  During the extension period, financial and 
progress reports will continue with the same frequency as provided in the original funding period.  As stated in 7 
CFR 3016.30, requests for extension purely to obligate funds will be denied by APHIS.  All extensions must be 
approved, in writing, by APHIS prior to the expiration of the original funding period.  
 
 

ARTICLE 19 – NON-DISCRIMINATION CLAUSE 
 
The United States Department of Agriculture prohibits discrimination in all its programs and activities on the basis 
of race, color, national origin, age, disability, and where application, sex, marital status, familial status, parental 
status, religion, sexual orientation, genetic information, political beliefs, reprisal, or because all or a part of an 
individual’s income is derived from any public assistance program.  Not all prohibited bases apply to all programs. 
 
 

ARTICLE 20 – TRAFFICKING IN PERSONS 
 

APHIS, as the Federal awarding agency, hereby advises the Cooperator, as the recipient, that they are subject to 
the provisions of the Trafficking Victims Protection Act of 2000 (TVPA), as amended (22 USC 7104(g), as follows: 
 

a. Provisions applicable to a recipient that is a private entity. 
 
     (1)  You, as the recipient, your employees, subrecipients under this award, and subrecipients’ 

employees may not –  
 

(a)  Engage in severe forms of trafficking in persons during the period of time that the award is in 
effect; 

 
(b)  Procure a commercial sex act during the period of time that the award is in effect; or 
 
(c)  Use forced labor in the performance of the award or subawards under the award. 

 
(2)  We as the Federal awarding agency may unilaterally terminate this award, without penalty, if you 

or a subrecipient that is a private entity –  
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(a) Is determined to have violated a prohibition in paragraph a.(1) of this award term; or 
 
(b)  Has an employee who is determined by the agency official authorized to terminate the award to 

have violated a prohibition in paragraph a.(1) of this award term through conduct that is either— 
 

i. Associated with performance under this award; or 
 
ii. Imputed to you or the subrecipient using the standards and due process for imputing the 

conduct of an individual to an organization that are provided in 2 CFR part 180, “OMB Guidelines to Agencies on 
Governmentwide Debarment and Suspension (Nonprocurement),” as implemented by our agency at 7 CFR 3017. 
 

b. Provision applicable to a recipient other than a private entity.  We as the Federal awarding agency 
may unilaterally terminate this award, without penalty, if a subrecipient that is a private entity –  

 
     (1)  Is determined to have violated an applicable prohibition in paragraph a.(1) of this award term; or 
 
     (2)  Has an employee who is determined by the agency official authorized to terminate the award to 

have violated an applicable prohibition in paragraph a.(1) of this award term through conduct that is either –  
 

(a)  Associated with performance under this award; or 
 
(b)  Imputed to the subrecipient using the standards and due process for imputing the conduct of an 

individual to an organization that are provided in 2 CFR part 180, “OMB Guidelines to Agencies on 
Governmentwide Debarment and Suspension (Nonprocurement),’ as implemented by our agency at 7 CFR 3017. 
 

c. Provisions applicable to any recipient. 
 
     (1)  You must inform us immediately of any information you receive from any source alleging a 

violation of a prohibition in paragraph a.(1) of the award term.  
 
     (2)  Our right to terminate unilaterally that is described in paragraph a.(2) or b of this section:   

 
(a)  Implements section 106(g) of the Trafficking Victims Protection Act of 2000 (TVPA), as 

amended (22 USC 7104(g)), and  
 
(b)  Is in addition to all other remedies for noncompliance that are available to use under this 

award. 
 

 (3) You must include the requirements of paragraph a.(1) of this ward term in any subaward you make 
to a private entity. 

 
d. Definitions.  For purposes of this award term: 
 

(1)  “Employee” means either: 
 

(a) An individual employed by you or a subrecipient who is engaged in the performance of the 
project or program under this award; or 
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(b) Another person engaged in the performance of the project or program under this award and not 
compensated by you including, but not limited to, a volunteer or individual whose services are contributed by a 
third party as an in-kind contribution toward cost sharing or matching requirements. 

 
(2)  “Forced labor” means labor obtained by any of the following methods:  the recruitment, harboring, 

transportation, provision, or obtaining of a person for labor or services, through the use of force, fraud, or coercion 
for the purpose of subjection to involuntary servitude, peonage, debt bondage, or slavery. 

 
(3)  “Private entity”: 
 

(a)  Means any entity other than a State, local government, Indian tribe, or foreign public entity, as 
those terms are defined in 2 CFR 175.25. 

 
(b)  Includes: 

i. A nonprofit organization, including any nonprofit institution of higher education, hospital, or 
tribal organization other than one included in the definition of Indian tribe at 2 CFR 175.25(b). 

 
ii. A for–profit organization. 
 

(4)  “Severe forms of trafficking in persons,” “commercial sex act,” and “coercion” have the meanings 
given at section 103 of the TVPA, as amended (22 USC 7102). 

 
 

ARTICLE 21 – FLY AMERICAN ACT 
 
The Cooperator organization shall comply with section 5 of the International Air Transportation Fair Competitive 
Practices Act of 1974, 49 U.S.C. 1517 (Fly American Act), which requires: 
 

a. Any air transportation to, from, between, or within a country, other than the U.S., of persons or property, 
the expense of which will be assisted by USDA funding, will be performed on a United States flag carrier if service 
provided by such carrier is “available.” 
 

b. For the purposes of the requirement: 
 

(1) Passenger or freight service by a certified air carrier is considered “available” even though: 
 

(a)  Comparable or a different kind of service by a non-certificated air carrier costs less; or 
 
(b)  Service by a non-certificated air carrier can be paid for in excess foreign currency; or 
 
(c)  Service by a non-certificated air carrier is preferred by the recipient organization      contractor 

or traveler needing air transportation. 
 

(2)  Passenger service by a certificated air carrier is considered to be “unavailable”: 
 

(a) When the traveler, while enroute, has to wait 6 hours or more for an available United States 
carrier: or 
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(b) When any flight by a U.S. carrier interrupted by a stop anticipated to be 6 hours or more for 
refueling, reloading, repairs, and so forth, and no other flight by a United States carrier is available during the 6 
hour period: or 

 
(c) When the flight by a United States carrier takes 12 or more hours longer than a foreign carrier. 

 
 

ARTICLE 22 – FUNDING/EFFECTIVE PERIOD, REVISIONS, AND TERMINATION 
 
The Federal award for this Agreement is in the amount of $94,500 and the Cooperator’s share is $155,988 for a 
total project cost of $250,488. These contributions establish a cost share ratio which shall be attained for the funding 
period except to the extent that there are cost overruns.  Cost overruns will be the sole responsibility of the 
Cooperator, unless additional funding is secured from APHIS prior to the expiration of the funding period.  In the 
event that project costs are less than projected, each party will realize a percentage of the savings to be distributed 
based on the established ratio.  This Agreement shall become effective upon date of final signature and shall 
continue one year from the effective date, subject to continuation in writing by mutual agreement of the parties.  
Further, this Agreement may be amended at any time during the effective period by mutual agreement of the parties 
in writing.  It may be terminated following provisions of 7 CFR 3016. 
 
 

NEW YORK DEPARTMENT OF AGRICULTURE 
 

/S/                     December 29, 2010 
______________________________________________________ 
       Date 
 
UNITED STATES DEPARTMENT OF AGRICULTURE 
ANIMAL AND PLANT HEALTH INSPECTION SERVICE 
VETERINARY SERVICES  
 
   /S/           January 6, 2011 
______________________________________________________ 
Regional Director      Date 
 

 
Budget Object Class:  2551   
Accounting Code:  252-xxxx-xxx  
Federal Amount:   $94,500 
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REVISION 11-01 
TO THE  

NOTICE OF COOPERATIVE AGREEMENT AWARD 
BETWEEN THE 

NEW YORK DEPARTMENT OF AGRICULTURE (COOPERATOR) 
AND THE 

UNITED STATES DEPARTMENT OF AGRICULTURE 
ANIMAL AND PLANT HEALTH INSPECTION SERVICE (APHIS) 

VETERINARY SERVICES 
 

 
 

The following Article is hereby revised to increase the Federal award to provide for the purchase of a thermocycler 
necessary to provide rapid test results for market closure action.   
 

 
ARTICLE 22 – FUNDING/EFFECTIVE PERIOD, REVISIONS, AND TERMINATION 

 
The Federal award for this Agreement is increased by $55,000 for a total Federal award of $149,500 and the 
Cooperator’s share remains at $155,988 for a total project cost of $305,488.  These contributions establish a cost 
share ratio which shall be attained for the funding period except to the extent that there are cost overruns.  Cost 
overruns will be the sole responsibility of the Cooperator, unless additional funding is secured from APHIS prior 
to the expiration of the funding period.  In the event that project costs are less than projected, each party will realize 
a percentage of the savings to be distributed based on the established ratio.  This Revision shall become effective 
upon date of final signature and shall continue one year from the effective date, subject to continuation in writing by 
mutual agreement of the parties.  Further, this Agreement may be amended at any time during the effective period 
by mutual agreement of the parties in writing.  It may be terminated following provisions of 7 CFR 3016. 
 

NEW YORK DEPARTMENT OF AGRICULTURE 
 
                                          /S/                                   March 15, 2011 
______________________________________________________ 
       Date 

 
UNITED STATES DEPARTMENT OF AGRICULTURE 
ANIMAL AND PLANT HEALTH INSPECTION SERVICE 
VETERINARY SERVICES  
 
                                           /S/                                      April 1, 2011 
______________________________________________________ 
Regional Director      Date 
 

 
Budget Object Class:  2551   
Accounting Code:  252-xxxx-xxx  
Federal Amount:   +$55,000 
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FUNDING PERIODS 
FOR  

COOPERATIVE AGREEMENTS AND GRANTS 
 
 
Current policy on funding periods (based on annual funds): 
 
 Provides recipient one year from effective date of award to expend funds. 

 
 Permits continuation of operations during a continuing resolution under those 

agreements awarded in a previous fiscal year when their funding period crosses 
fiscal years. 

 
 Permits planning, documenting, and implementing agreement proposals 

throughout the fiscal year. 
 
 Eliminates the rush to get all agreements continued on 10/1. 

 
 Funding period begins on same date as pre-award costs, if applicable. 

 
 Greater timeframe to initiate agreements and compete, if appropriate. 

 
 Permits award to occur in tandem with allocation process and seasonality of 

work.   
 
 Does not apply to other types of agreements. 

 
 Does not allow for carryover of funds into future funding periods by the recipient. 

  
Potential Problems: 
 
 Poor budgeting and monitoring can result in underutilized funds which would 

revert to the Treasury if the funding period extended into the next fiscal year after 
the appropriation expired.  

 
 Shift in workload towards the end of the fiscal year when it might not be possible 

to get all funds awarded due to problems with the applications and federal and 
non-federal manpower limitations or organizational approvals. 
 

 Failure to consider E.O. 12372 Intergovernmental Review process of 30-60 days 
which could result in a lapse of the annual appropriation because agreement 
cannot be awarded until the Single Point of Contact gives approval or waiver.    

 
 
   
 
 
 
 
 



EXAMPLES OF FUNDING PERIOD CHANGES 
USING SINGLE-YEAR FUNDS 

UNDER COOPERATIVE AGREEMENTS AND GRANTS 
      
 
Original Award: 
 
                        FY 2011                           FY 2012                           FY 2013                
          |        |                                       |                                          | 
        10/1/10                          10/1/11                               10/1/12                         10/1/13            
          |____________________|____________________|_____________________| 
                             |                                       |                                          | 
                                               V                                        V 
                                 Original Award                 Continuation Award 
                                 6/1/11 - 5/30/12                     6/1/12 - 5/30/13             
        FY 11 $$                               FY 12 $$ 
 
 
Issue No. 1:   The recipient spent under the FY 2011 agreement at an accelerated level 

and asked for an increase to the agreement on March 30, 2012 (FY 2012).  
They expect to run out of funds by April 21, 2012. 

 
Solution 1: Amend FY 11 agreement to decrease duration to terminate on the date the 

FY 11 funds were/will be fully expended, e.g., April 21, 2012.    Issue a 
continuation award for FY 12, using FY 12 funds, for one year beginning 
April 22, 2012, to prevent co- mingling of fiscal year funds. 

 
 
                        FY 2011                           FY 2012                           FY 2013                
          |                                       |                                       |                                          | 
        10/1/10                         10/1/11                           10/1/12                              10/1/13            
          |____________________|____________________|_____________________| 
                             |      <1 Yr            |        = 1 yr                | 
                                          V                            V 
                                FY 11 revised     FY 12 Continuation 
                                funding period             Award               

         6/1/11 - 4/21/12     4/22/12 - 4/21/13     
              FY 11 $$                 FY 12 $$ 
 

Solution 2: Check with your Program Budget Staff to determine if they are willing to 
track 2 fiscal years under the agreement for the same fiscal year.  This 
might be a possibility, but the impact of FMMI implementation would have 
to be determined.           

    
 
 
 
 
 



 
 
Issue No. 2:   The recipient asked for a no-cost extension to complete the work under last 

year’s agreement.  Meanwhile, work for the new season/year needs to get 
underway, so the award for the current year needs to get underway.  What 
is the effective period of the current year’s agreement?   

 
Solution 1: The no-cost extension can run concurrent with the Continuation award and 

can for be for a period of less than or up to one year.  This approach 
assumes that the results of FY 2011 are not required before the project can 
continue into the next year. 

 
 
 
                        FY 2011                           FY 2012                           FY 2013                
          |        |                                       |                                          | 
        10/1/10                          10/1/11                               10/1/12                         10/1/13            
          |____________________|____________________|_____________________| 
                             |                                       |                                          | 
                                               V                                        V 
                                 Original Award              Continuation Award  
                                 6/1/11 - 5/30/12                  6/1/12 - 5/30/13             
        FY 11 $$                            FY 12 $$ 
               & 
            No cost extension 
                  6/1/12 ≤ 5/30/13 
       FY 11 $$ 
 
Solution 2: The no-cost extension will expire before entering into the subsequent 

year’s agreement.  This approach assumes the results of FY 2011 are 
required before the project can move forward.    

 
 
                FY 2011                   FY 2012                   FY 2013                     FY 14           
   |      |                               |                                |                               | 
 10/1/10                     10/1/11                         10/1/12               10/1/13               10/1/14 
   |_________________|________________|________________|                                | 
                      |                                     |                                 |                              | 
                                       V                                   V                             V 
                            Original Award        No cost extension     Continuation Award  
                             6/1/11 - 5/30/12          6/1/12 ≤ 5/30/13           6/1/12 - 5/30/13             
    FY 11 $$                 FY 11$$      FY 13 $$ 
 
Problem: No FY 2012 funds are obligated if the no-cost extension is required for an 

entire year.  Could be a plus or minus, depending on the budget situation.   
 

However, if the no-cost extension in this example were for a shorter period, 
e.g., 6/1/12-9/29/12, then FY 2012 funds could be obligated.    



This problem illustrates the importance of projecting accurate timelines. 
                  

                   
Remember:   No-cost extensions are granted merely to complete the work  

originally planned.  Revisions to the planned activities are not permitted. 
Also, the extensions are not granted merely to obligate funds, i.e., if the 
planned work was completed and there are still some funds left, they 
cannot be used for anything that was not necessary to complete the 
original project. 
 

 
NOTE:   These illustrations are some examples of possible solutions.  However, the 

type of funding can change this picture, e.g., multi-year funds can provide 
more time, but are subject to similar limitations up to the period of 
availability of the multi-year funds.  No-year funds can provide much more 
flexibility.  Mixing annual, multi-year, and no-year fund under an agreement 
can limit flexibility of the latter two types of funds. 
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Supplemental Instruction for Use when Completing SF-424, 
APPLICATION FOR FEDERAL ASSISTANCE 

http://www.aphis.usda.gov/mrpbs/forms/qrantforms.html 

BLOCK 1:  Type of Submission will be predominantly Application unless 
submitting a correction.  At this time APHIS does not accept pre-applications. 

BLOCK 2: 
New: New award. 
Continuation: Additional funding to continue the activities of an existing award 
in a subsequent funding period.    
Revision: Any change in the financial obligation (federal or otherwise), 
program/project scope, or contingent liability from an existing obligation. Enter: 
A - Increase in Award, B - Decrease in Award, C - Increase in Duration, D - 
Decrease in Duration. If any money remains unobligated at 
the end of the award period and APHIS is taking steps to deobligate the 

remaining balance a revised SF-424 will need to be submitted with B 
indicated in the other block. 

 
BLOCK 3:  Leave this blank, APHIS will enter this upon receipt of the application 
package. 
 
BLOCK 4:  Please enter your organization's applicant or state identifier, if 
applicable. 

BLOCK 5a:  Left blank, unless organization has a number assigned by APHIS 

BLOCK 5b:  Enter the APHIS agreement number as found on the Notice of 
Award. 

BLOCK 6 and 7:  For applicants in states that require a submission to a State 
Single Point of Contact (SPOC), indicate here the date that the application was 
received by the state. A list of SPOC offices that have requested APHIS CFDA 
numbers (10.025 and 10.028) can be found here in the APHIS Agreements 
Toolkit: 
http://www.aphis.usda.gov/mrpbs/fmd/agreements toolkits.html with the specific 
file here: http://www.aphis.usda.gov/mrpbs/fmd/spoc list.pdf The State 
Application Identifier block is a unique number that the state would assign; it may 
not be applicable in all instances. 
 
BLOCK 8: 

■ Legal Name: Enter the name of the ORGANIZATION, not the Principal 
Investigator, or Recipient Manager 

■ EIN / TIN:  This is a number that is assigned by the Internal Revenue 
service as your organization's tax identification number. It is important 
that an accurate number is provided as this is used for identification 
purposes, drawing down funds, and reporting to the IRS. For more 
information on how to obtain an EIN visit this site: 
hUp://www.irs.qov/businesses/small/article/0,jd=98350,0Q.html 

■ Organizational DUNS: Enter your organization's Data Universal 
Numbering System number. To obtain a DUNS number call 1-866-705-
5711, or visiting their website at http://www.dnb.com/us . For more 

 



information regarding the DUNS please visit: 
http://www.aphis.usda.gov/mrpbs/fmd/aqreements faq.html#duns or 
http://www.whitehouse.gov/omb/qrants/duns num quide.pdf 

■ Address: Enter address including city, county, state, and zip. 
■ Organization Unit (Department and/or Division): Enter Sub-Unit of 

Organization in the LEGAL NAME block. 
■ Contact Person(s): Provide name and telephone number of the person 

responsible for completion of the application forms and budget. Also 
provide an email address if available as this is helpful during the preaward 
phase if there are questions or issues to be resolved. 

 
BLOCK 9:  Please refer to the instructions found on the back (page 2) of the 
SF424 for types of applicants. 

BLOCK 10: Enter Animal and Plant Health Inspection Service 

 

BLOCK 11: 

■ Enter: 10.025 in the block if you are applying to any of the following APHIS 
program units: Animal Care, Biotechnology Regulatory Services, 
International Services, Plant Protection and Quarantine, or Veterinary 
Services. Under the text TITLE enter Plant and Animal Disease, Pest 
Control, and Animal Care 

■ Enter: 10.028 if you are applying to the Wildlife Services program unit. 
Under the text TITLE enter Wildlife Services 

 
BLOCK 12 and 13:  Applicable only for competing awards through Grants.gov 
 
BLOCK 14: Enter areas effect by the project, this may include additional cities, 
counties, and will have implication if the SPOC applies to any of the locations 
listed. 
 
BLOCK 15: Enter a concise description of the project using key words. 
 
BLOCK 16:   
Applicant: The congressional district of your organization based on 
address provided on the SF-424 
Project: The congressional district(s) based on address/location of work 
being done.  To determine your congressional district visit 
http://www.house.gov/, to conduct a search by zip code. 
 
BLOCK 17: Project dates may begin on any date, but may not have duration 
longer than one year. Pay attention to accuracy of dates as incorrect 
years/typos cause delays in processing of the application. 
 
BLOCK 18:  The estimated amount of funding should reflect the amount 
required to conduct the project within the project period (one year in duration). 
Include the amount requested to APHIS as well as any amount to be 
contributed during the project period by other contributors (if applicable). 
Value of in kind contributions should be included on appropriate lines as 
applicable. 
All information must correspond with the required SF-424A, Budget Form 



and narrative financial plan. 
 
BLOCK 19:  All applicants must enter either "a. YES" or "b. NO program has 
not been selected by state for review." If SPOC clearance is required, you are 
responsible for obtaining clearance from this office prior to the execution of the 
agreement. A list pertaining to APHIS' applicability to this process and the 
corresponding SPOC offices can be found in the APHIS Agreements Toolkit:  
http://www.aphis.usda.gov/mrpbs/fmd/aqreements toolkits.html with the 
specific file here: http://www.aphis.usda.gov/mrpbs/fmd/spoc list.pdf .  Under 
no circumstances should you check "b. No. Program is not covered by E. O. 
12372, as all APHIS Programs are covered by this Executive Order. 
 

BLOCK 20:  DO NOT LEAVE THIS FIELD BLANK, It refers to the 
organization, not the individual Principal Investigator or the Program 
Manager. Categories of debt include delinquent audit disallowances, 
delinquent loans and delinquent taxes. 

BLOCK 21:  Must be signed by the legal applicant and dated. 
(Authorizing signature of Organization performing work or responsible 
for performance of the work.) 

 
 







Supplemental Instruction for Use when Completing SF-424A 

BUDGET INFORMATION – NON-CONSTRUCTION PROJECTS 

Ensure that all information on the form is correct including the mathematical calculations. If the 
applicant claims indirect costs, a current negotiated indirect cost rate agreement must be 
included with the SF-424. (See section on indirect costs in this chapter). APHIS funds expended 
in-house in support of a program (other than those funds that are transferred under the 
agreement) are not a part of the budget. 

Section A: Budget Summary. APHIS requires information in Columns a, b, e, f, and g for its 
annual appropriation. Columns c and d will be used only for multi-year activities and refers to 
agreements funded with multi year or no-year appropriations that are issued for more than a 
year.. Each line represents a program (e.g., brucellosis, noxious weeds) funded by the award. 

Section B: Budget Categories. Each column represents a program funded by the award, e.g., 
Medfly, Biocontrol, Brucellosis, etc. and corresponds to lines 1-4 in Section A. 

APHIS may require that the approved budget be subdivided to show the anticipated cost of each 
program covered by the agreement.  This is necessary when appropriations must be reported 
separately.  Cooperators are to be made aware of this requirement to ensure they set up 
tracking mechanisms accordingly. 

Block 6: Object Class Categories. A brief explanation of selected object class categories 
is listed below. However, since this list is not all inclusive, refer to the appropriate OMB cost 
principles for a more detailed description of each cost category. 

6.a. Personnel. This is compensation for personnel services rendered during the period of 
performance under the award, including, but not necessarily limited to, wages and salaries. 

6.b. Fringe Benefits. These include, but are not limited to, the costs of leave, employee 
insurance, pensions, and contributions to unemployment benefit plans. Employer contributions 
or expenses for social security, employee health, and life insurance also are included. 

6.c. Travel. Costs are allowable for transportation of persons, lodging, subsistence, and related 
expenses incurred by the applicant's employees (not an APHIS employee) who are in travel 
status on official business. Such costs may be charged on an actual cost basis, on a per diem 
or mileage basis in lieu of actual costs incurred, or on a combination of the two, provided the 
method used is applied to an entire trip, and results in charges are consistent with those 
normally allowed in like circumstances. 

6.d. Equipment. This is tangible, non-expendable personal property including exempt property 
charged directly to the award having an acquisition value of $5,000 or more per unit. Check the 
applicable cost principles for more specific requirements. 

6.e. Supplies. Costs included in this category should be only items which are directly 
purchased to support this project. If supply costs normally are included in the applicant's indirect 
cost pool, they may not be included here. 

6.f. Contractual.  Costs of any contracts to be awarded by the applicant. 

6.g. Construction. Any costs directly related to construction which is defined as erecting, 
repairing, remodeling, relocating, adding to or salvaging any building or structure, and the 
installation or repair of or addition to heating and electrical systems, water systems, sewage 
disposal systems, walks, steps, driveways, and landscaping. 

6.h. Other. Include any miscellaneous costs not included in any other category. 



6.i. Total Direct Charges. Sum of lines 6.a. through 6.h. above. 
6.j. Indirect Charges. Enter total allowable indirect costs. The applicant must include a current 
negotiated indirect cost agreement with the application package for any indirect cost claim to be 
allowed.   Application of the indirect rate varies with each agreement. (See the section on 
indirect cost rates in this chapter for analysis of these costs.) If the applicant did not claim 
indirect costs on the SF-424A, the applicant should place a "0" in 6.j., indirect charges. The ADO 
or ADODR may not authorize the payment of indirect costs claimed under the award if an 
approved Indirect Cost Rate Agreement (1CRA) has not been negotiated. When reviewing 
financial reports, the ADODR must ensure that indirect costs are not claimed when the indirect 
costs have not been Supported by an ICRA. 

Block 7. Program Income. Program income is gross income earned by the applicant directly 
generated by a supported activity or earned as a result of the award. There are three methods of 
applying income to the project. See section on Program Income in this manual. 

Section C. Non-Federal Resources. Using a line for each program covered by the award, 
enter non-Federal contributions which should correspond with those shown on the 
facesheet of the SF-424, Block 18. 

Section D. Forecasted Cash Needs. Quarterly cash disbursement needs of Non-federal as well 
as federally awarded funding should be entered, taking into consideration actual cash 
disbursements expected by the applicant. Variations among the quarters may occur due to such 
factors as seasonal work or payments against major contracts, etc. 

Section E. Budget Estimate of Federal Funds Needed for Balance of the Project. List 
Federal funding needed for each succeeding funding period (usually a fiscal year) that the 
project is expected to be continued. 

Section F. Other Budget Information. This section is used to write in the applicable indirect 
cost rates and the associated base on which the rate will be calculated or any other information 
which may be pertinent to the budget. 
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SITE 

VISITS/MONITORING 
(no handout) 
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OMB APPROVAL NO.  PAGE OF

0348-0004 PAGES     

a. "X" one or both boxes 2. BASIS OF REQUEST

 1.

 TYPE OF

 PAYMENT b. "X" the applicable box

(See instructions on back)  REQUESTED

3. FEDERAL SPONSORING AGENCY AND ORGANIZATIONAL ELEMENT TO 4. FEDERAL GRANT OR OTHER 5. PARTIAL PAYMENT REQUEST

    WHICH THIS REPORT IS SUBMITTED     IDENTIFYING NUMBER ASSIGNED     NUMBER FOR THIS REQUEST

    BY FEDERAL AGENCY

6. EMPLOYER IDENTIFICATION 7. RECIPIENT'S ACCOUNT NUMBER 8. PERIOD COVERED BY THIS REQUEST

    NUMBER     OR IDENTIFYING NUMBER FROM (month, day, year) TO (month, day, year)

9. RECIPIENT ORGANIZATION 10. PAYEE (Where check is to be sent if different than item 9)

Name: Name:

Number Number

and Street: and Street:

City, State City, State

and ZIP Code: and ZIP Code:

11. COMPUTATION OF AMOUNT OF REIMBURSEMENTS/ADVANCES REQUESTED

PROGRAMS/FUNCTIONS/ACTIVITIES

a. Total program (As of date)

    outlays to date

b. Less:  Cumulative program income

c. Net program outlays (Line a minus

    line b)

d. Estimated net cash outlays for advance

     period

e. Total (Sum of lines c & d)

f. Non-Federal share of amount on line e

g. Federal share of amount on line e

h. Federal payments previously requested

i. Federal share now requested (Line g

    minus line h)

j. 

      1st month

      2nd month

      3rd month

12. ALTERNATE COMPUTATION FOR ADVANCES ONLY

a. Estimated Federal cash outlays that will be made during period covered by the advance
$

b. Less:  Estimated balance of Federal cash on hand as of beginning of advance period

c. Amount requested (Line a minus line b)
$

AUTHORIZED FOR LOCAL REPRODUCTION (Continued on Reverse) STANDARD FORM 270 (Rev. 7-97)

Prescribed by OMB Circulars A-102 and A-110

REQUEST FOR ADVANCE

OR REIMBURSEMENT ADVANCE

FINAL PARTIAL

CASH

ACCRUAL

REIMBURSE-

MENT

Advances required by
month, when requested
by Federal grantor
agency for use in making
prescheduled advances

TOTAL

$$ $ $

(a) (c)(b)



13. CERTIFICATION

SIGNATURE OR AUTHORIZED CERTIFYING OFFICIAL DATE REQUEST

SUBMITTED

TYPED OR PRINTED NAME AND TITLE TELEPHONE (AREA

CODE, NUMBER,

EXTENSION)

This space for agency use

INSTRUCTIONS

Please type or print legibly. Items 1, 3, 5, 9, 10, 11e, 11f, 11g, 11i, 12 and 13 are self-explanatory; specific

instructions for other items are as follows:
Item Entry Item Entry

STANDARD FORM 270 (Rev. 7-97) Back

I certify that to the best of my

knowledge and belief the data on the

reverse are correct and that all outlays

were made in accordance with the

grant conditions or other agreement

and that payment is due and has not

been previously requested.

Public reporting burden for this collection of information is estimated to average 60 minutes per

response, including time for reviewing instructions, searching existing data sources, gathering and

maintaining the data needed, and completing and reviewing the collection of information. Send

comments regarding the burden estimate or any other aspect of this collection of information,

including suggestions for reducing this burden, to the Office of Management and Budget, Paperwork

Reduction Project (0348-0004), Washington, DC 20503.

PLEASE DO NOT RETURN YOUR COMPLETED FORM TO THE OFFICE OF MANAGEMENT

AND BUDGET. SEND IT TO THE ADDRESS PROVIDED BY THE SPONSORING AGENCY.

Indicate whether request is prepared on cash or accrued

expenditure basis. All requests for advances shall be

prepared on a cash basis.

Enter the Federal grant number, or other identifying

number assigned by the Federal sponsoring agency. If

the advance or reimbursement is for more than one grant

or other agreement, insert N/A; then, show the aggregate

amounts. On a separate sheet, list each grant or

agreement number and the Federal share of outlays

made against the grant or agreement.

Enter the employer identification number assigned by the

U.S. Internal Revenue Service, or the FICE (institution)

code if requested by the Federal agency.

This space is reserved for an account number or other

identifying number that may be assigned by the recipient.

Enter the month, day, and year for the beginning and

ending of the period covered in this request. If the request

is for an advance or for both an advance and

reimbursement, show the period that the advance will

cover. If the request is for reimbursement, show the

period for which the reimbursement is requested.

The Federal sponsoring agencies have the option of

requiring recipients to complete items 11 or 12, but not

both. Item 12 should be used when only a minimum

amount of information is needed to make an advance and

outlay information contained in item 11 can be obtained in 

a timely manner from other reports.

The purpose of the vertical columns (a), (b), and (c) is to

provide space for separate cost breakdowns when a

project has been planned and budgeted by program,

function, or

activity. If additional columns are needed, use as many

additional forms as needed and indicate page number in

space provided in upper right; however, the summary

totals of all programs, functions, or activities should be

shown in the "total" column on the first page.

Enter in "as of date," the month, day, and year of the

ending of the accounting period to which this amount

applies. Enter program outlays to date (net of refunds,

rebates, and discounts), in the appropriate columns. For

requests prepared on a cash basis, outlays are the sum

of actual cash disbursements for goods and services,

the amount of indirect expenses charged, the value of in-

kind contributions applied, and the amount of cash

advances and payments made to subcontractors and

subrecipients. For requests prepared on an accrued

expenditure basis, outlays are the sum of the actual

cash disbursements, the amount of indirect expenses

incurred, and the net increase (or decrease) in the

amounts owed by the recipient for goods and other

property received and for services performed by

employees, contracts, subgrantees and other payees.

Enter the cumulative cash income received to date, if

requests are prepared on a cash basis. For requests

prepared on an accrued expenditure basis, enter the

cumulative income earned to date. Under either basis,

enter only the amount applicable to program income that

was required to be used for the project or program by

the terms of the grant or other agreement.

Only when making requests for advance payments,

enter the total estimated amount of cash outlays that will

be made during the period covered by the advance.

Complete the certification before submitting this request.

2

4

6

7

8

Note:

11

11a

11b

11d

13



CHECKLIST FOR REVIEWING THE SF-270 
 
 
Ensure all blocks are properly completed and properly reflect the funding period and 
amounts, including the implied or stated cost share stated in the Notice of Award.  Some 
particular areas where we find errors include: 
 
Ensure Block 1.a and 1.b are checked and properly reflect the circumstance. 
 
Does Block 4 properly reflect the correct agreement number? 
 
Does Block 5 reflect the appropriate sequential control number for the funding period?  
(starts with #1 for each year). 
 
Are Blocks 6 and 7, and 9 showing the appropriate recipient information. 
 
Does Block 8 reflect dates within the effective period of the award document.  
 
Does Block 10 reflect an assigned payees name and address when the payment goes to 
another organization under the terms of the agreement? 
 
Does Block 11.a reflect an amount consistent with the current funding period of the 
agreement and not include any carryover amounts from a previous funding period.   
Extensions of time granted for a prior year’s funding period will be reflected on a 
separate SF-270 for the year to which it applies. 
 
Check to make certain the remaining lines in Block 11 reflect amounts consistent with the 
Notice of Award and budget (including the cost-share as payments should be requested in 
amounts that show cost share as reflected in these documents).  
 
Does Block 11 reflect a separate breakout by column for each separate work plan and 
APHIS appropriation to which the agreement is charged? 
 
Is the math correct? 
 
Did the cooperator’s authorized official sign and complete Block 13 as requested.   
 
Did the APHIS ADODR insert the proper certification statement (advance versus 
reimbursement) in the space indicated for agency use, sign and date?   
 
Advance:  I certify that to the best of my knowledge this advance is necessary to meet 
planned activities under this agreement.  I have examined and certify that this request is 
correct for payment. 
 
Reimbursement:  I certify that program accomplishments to date meet planned activities.  
I have examined and certify that this request is correct for payment. 
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FEDERAL FINANCIAL REPORT
(Follow form instructions)

1.  Federal Agency and Organizational Element 2.  Federal Grant or Other Identifying Number Assigned by Federal Agency Page  of
     to Which Report is Submitted      (To report multiple grants, use FFR Attachment) 1

pages
3.  Recipient Organization (Name and complete address including Zip code)

4a.  DUNS Number                   4b.  EIN 5.  Recipient Account Number or Identifying Number 6.  Report Type 7.  Basis of Accounting
      (To report multiple grants, use FFR Attachment) □ Quarterly  

□ Semi-Annual  

□ Annual  

□ Final □ Cash  □ Accrual
8.  Project/Grant Period 9.  Reporting Period End Date
     From:  (Month, Day, Year) To:  (Month, Day, Year) (Month, Day, Year)

10.  Transactions           Cumulative 

(Use lines a-c for single or multiple grant reporting)

  Federal Cash  (To report multiple grants, also use FFR Attachment):
      a.  Cash Receipts 
      b.  Cash Disbursements
      c.  Cash on Hand (line a minus b)

(Use lines d-o for single grant reporting)
  Federal Expenditures and Unobligated Balance: 
      d.  Total Federal funds authorized 
      e.  Federal share of expenditures 
      f.   Federal share of unliquidated obligations
      g.  Total Federal share (sum of lines e and f)g.  Total Federal share (sum  lines e and f)
      h.  Unobligated balance of Federal funds (line d minus g)
   Recipient Share:
      i.   Total recipient share required 
      j.   Recipient share of expenditures
     k.  Remaining recipient share to be provided (line i minus j)
  Program Income:
     l.  Total Federal program income earned
     m.  Program income expended in accordance with the deduction alternative
     n.  Program income expended in accordance with the addition alternative
     o.  Unexpended program income (line l minus line m or line n)

 a.  Type   b. Rate c. Period From Period To d. Base e.  Amount Charged f. Federal Share
11. Indirect
  Expense

   g. Totals:
12.  Remarks:  Attach any explanations deemed necessary or information required by Federal sponsoring agency in compliance with governing legislation:

13.  Certification:   By signing this report, I certify that it is true, complete, and accurate to the best of my knowledge.   I am aware that
       any false, fictitious, or fraudulent information may subject me to criminal, civil, or administrative penalities.  (U.S. Code, Title 18, Section 1001)
a.  Typed or Printed Name and Title of Authorized Certifying Official  c.  Telephone (Area code, number and extension)

 d.  Email address

b.  Signature of Authorized Certifying Official  e.  Date Report Submitted  (Month, Day, Year)

  14.  Agency use only:
 

Standard Form 425
OMB Approval Number: 0348-0061 
Expiration Date: 10/31/2011

Paperwork Burden Statement
According to the Paperwork Reduction Act, as amended, no persons are required to respond to a collection of information unless it displays a valid OMB Control Number. The valid OMB control 
number for this information collection is 0348-0061.   Public reporting burden for this collection of information is estimated to average 1.5 hours per response, including time for reviewing instructions, 
searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. Send comments regarding the burden estimate or any other 
aspect of this collection of information, including suggestions for reducing this burden, to the Office of Management and Budget, Paperwork Reduction Project ( 0348-0060), Washington, DC 20503.



Federal Financial Report Instructions 
 

Report Submissions 
1) Recipients will be instructed by Federal agencies to submit the Federal Financial Report (FFR) to  

a single location, except when an automated payment management reporting system is utilized. In 
this case, a second submission location may be required by the agency. 

 
2) If recipients need more space to support their FFRs, or FFR Attachments, they should provide 

supplemental pages. These additional pages must indicate the following information at the top of 
each page: Federal grant or other identifying number (if reporting on a single award), recipient 
organization, Data Universal Numbering System (DUNS) number, Employer Identification Number 
(EIN), and period covered by the report. 

 
Reporting Requirements 

1) The submission of interim FFRs will be on a quarterly, semi-annual, or annual basis, as directed by 
the Federal agency. A final FFR shall be submitted at the completion of the award agreement. The 
following reporting period end dates shall be used for interim reports: 3/31, 6/30, 9/30, or 12/31.  For 
final FFRs, the reporting period end date shall be the end date of the project or grant period.   

2) Quarterly and semi-annual interim reports shall be submitted no later than 30 days after the end of 
each reporting period. Annual reports shall be submitted no later than 90 days after the end of each 
reporting period.  Final reports shall be submitted no later than 90 days after the project or grant 
period end date.    

Note: For single award reporting:   

 1) Federal agencies may require both cash management information on lines 10(a) through 10(c) and 
financial status information lines 10(d) through 10(o).   

 2) 10(b) and 10(e) may not be the same until the final report. 

 
Line Item Instructions for the Federal Financial Report 

   FFR 
Number 

      Reporting Item                                           Instructions 

Cover Information 
1 Federal Agency and 

Organizational Element to 
Which Report is Submitted 

Enter the name of the Federal agency and organizational element 
identified in the award document or as instructed by the agency. 

2 Federal Grant or Other 
Identifying Number 
Assigned by Federal 
Agency 

For a single award, enter the grant number assigned to the award by the 
Federal agency.  For multiple awards, report this information on the FFR 
Attachment.  Do not complete this box if reporting on multiple awards. 

3 Recipient Organization Enter the name and complete address of the recipient organization 
including zip code. 

4a DUNS Number Enter the recipient organization’s Data Universal Numbering System 
(DUNS) number or Central Contract Registry extended DUNS number. 

4b EIN Enter the recipient organization’s Employer Identification Number (EIN).
5 Recipient Account Number 

or Identifying Number 
Enter the account number or any other identifying number assigned by the 
recipient to the award. This number is for the recipient’s use only and is 
not required by the Federal agency.  For multiple awards, report this 



   FFR 
Number 

      Reporting Item                                           Instructions 

information on the FFR Attachment.  Do not complete this box if 
reporting on multiple awards. 

6 Report Type Mark appropriate box.  Do not complete this box if reporting on multiple 
wards. a 

7 
 
Basis of Accounting 
(Cash/Accrual) 

 
Specify whether a cash or accrual basis was used for recording 
transactions related to the award(s) and for preparing this FFR.  Accrual 
basis of accounting refers to the accounting method in which expenses are 
recorded when incurred.  For cash basis accounting, expenses are recorded 
when they are paid. 

8 Project/Grant Period, 
From: (Month, Day, Year) 

Indicate the period established in the award document during which 
Federal sponsorship begins and ends.   
 
Note:  Some agencies award multi-year grants for a project period that is 
funded in increments or budget periods (typically annual increments). 
Throughout the project period, agencies often require cumulative 
reporting for consecutive budget periods. Under these circumstances, 
enter the beginning and ending dates of the project period not the budget 
period. 
Do not complete this line if reporting on multiple awards. 

 Project/Grant Period, To: 
(Month, Day, Year) 

See the above instructions for “Project/Grant Period, From: (Month, Day, 
Year).”  

9 Reporting Period End 
Date: (Month, Day, Year) 

Enter the ending date of the reporting period. For quarterly, semi-annual, 
and annual interim reports, use the following reporting period end dates: 
3/31, 6/30, 9/30, or 12/31.  For final FFRs, the reporting period end date 
shall be the end date of the project or grant period.   

10 Transactions 
Enter cumulative amounts from date of the inception of the award through the end date of the 
reporting period specified in line 9. 
Use Lines 10a through 10c, Lines 10d through 10o, or Lines 10a through 10o, as specified by the 
Federal agency, when reporting on single grants.   
Use Line 12, Remarks, to provide any information deemed necessary to support or explain FFR data. 

Federal Cash (To report multiple grants, also use FFR Attachment) 
10a Cash Receipts Enter the cumulative amount of actual cash received from the Federal 

agency as of the reporting period end date. 
10b Cash Disbursements Enter the cumulative amount of Federal fund disbursements (such as cash 

or checks) as of the reporting period end date. Disbursements are the sum 
of actual cash disbursements for direct charges for goods and services, the 
amount of indirect expenses charged to the award, and the amount of cash 
advances and payments made to subrecipients and contractors. 
 
For multiple grants, report each grant separately on the FFR Attachment.  
The sum of the cumulative cash disbursements on the FFR Attachment 
must equal the amount entered on Line 10b, FFR.   

10c Cash On Hand (Line 10a 
Minus Line 10b 

Enter the amount of Line 10a minus Line 10b. This amount represents 
immediate cash needs.  If more than three business                                      
days of cash are on hand, the Federal agency may require an explanation 



   FFR 
Number 

      Reporting Item                                           Instructions 

on Line 12, Remarks, explaining why the drawdown was made 
prematurely or other reasons for the excess cash. 

Federal Expenditures and Unobligated Balance:  Do not complete this section if reporting on multiple 
awards. 
10d Total Federal Funds 

Authorized  
Enter the total Federal funds authorized as of the reporting period end 
date.   

10e Federal Share of 
Expenditures 

Enter the amount of Federal fund expenditures. For reports prepared on a 
cash basis, expenditures are the sum of cash disbursements for direct 
charges for property and services; the amount of indirect expense charged; 
the value of third-party in-kind contributions applied; and the amount of 
cash advance payments and payments made to subrecipients. For reports 
prepared on an accrual basis, expenditures are the sum of cash 
disbursements for direct charges for property and services; the amount of 
indirect expense incurred; the value of in-kind contributions applied; and 
the net increase or decrease in the amounts owed by the recipient for (1) 
goods and other property received; (2) services performed by employees, 
contractors, subrecipients, and other payees; and (3) programs for which 
no current services or performance are required. Do not include program 
income expended in accordance with the deduction alternative, rebates, 
refunds, or other credits.  (Program income expended in accordance with 
the deduction alternative should be reported separately on Line 10o.) 

10f Federal Share of 
Unliquidated Obligations 

Unliquidated obligations on a cash basis are obligations incurred, but not 
yet paid.  On an accrual basis, they are obligations incurred, but for which 
an expenditure has not yet been recorded. Enter the Federal portion of 
unliquidated obligations. Those obligations include direct and indirect 
expenses incurred but not yet paid or charged to the award, including 
amounts due to subrecipients and contractors. On the final report, this line 
should be zero unless the awarding agency has provided other 
instructions. 
 
Do not include any amount in Line 10f that has been reported in Line 10e. 
Do not include any amount in Line 10f for a future commitment of funds 
(such as a long-term contract) for which an obligation or expense has not 
been incurred. 

10g Total Federal Share (Sum 
of Lines 10e and 10f)  

Enter the sum of Lines 10e and 10f. 

10h Unobligated Balance of 
Federal Funds (Line 10d 
Minus Line 10g)  

Enter the amount of Line 10d minus Line 10g. 

Recipient Share:  Do not complete this section if reporting on multiple awards. 
10i Total Recipient Share 

Required 
Enter the total required recipient share for reporting period specified in 
line 9. The required recipient share should include all matching and cost 
sharing provided by recipients and third-party providers to meet the level 
required by the Federal agency. This amount should not include cost 
sharing and match amounts in excess of the amount required by the 
Federal agency (for example, cost overruns for which the recipient incurs 
additional expenses and, therefore, contributes a greater level of cost 



   FFR 
Number 

      Reporting Item                                           Instructions 

sharing or match than the level required by the Federal agency). 
10j Recipient Share of 

Expenditures  
Enter the recipient share of actual cash disbursements or outlays (less any 
rebates, refunds, or other credits) including payments to subrecipients and 
contractors. This amount may include the value of allowable third party 
in-kind contributions and recipient share of program income used to 
finance the non-Federal share of the project or program.  Note:  On the 
final report this line should be equal to or greater than the amount of Line 
10i. 

10k Remaining Recipient Share 
to be Provided (Line 10i 
Minus Line10j) 

Enter the amount of Line 10i minus Line 10j.  If recipient share in Line 
10j is greater than the required match amount in Line 10i, enter zero. 

Program Income:  Do not complete this section if reporting on multiple awards. 
10l Total Federal Program 

Income Earned  
Enter the amount of Federal program income earned. Do not report any 
program income here that is being allocated as part of the recipient's cost 
sharing amount included in Line10j. 

10m Program Income Expended 
in Accordance With the 
Deduction Alternative  

Enter the amount of program income that was used to reduce the Federal 
share of the total project costs.   

10n Program Income Expended 
in Accordance With the 
Addition Alternative  

Enter the amount of program income that was added to funds committed 
to the total project costs and expended to further eligible project or 
program activities. 

10o Unexpended Program 
Income (Line 10l Minus 
Line 10m or Line 10n) 

Enter the amount of Line 10l minus Line 10m or Line 10n. This amount 
equals the program income that has been earned but not expended, as of 
the reporting period end date. 

11 Indirect Expense: Complete this information only if required by the awarding agency and in 
accordance with agency instructions.  

11a Type of Rate(s) State whether indirect cost rate(s) is Provisional, Predetermined, Final, or 
Fixed. 

11b Rate Enter the indirect cost rate(s) in effect during the reporting period. 
11c Period From; Period To Enter the beginning and ending effective dates for the rate(s). 
11d Base Enter the amount of the base against which the rate(s) was applied. 
11e Amount Charged Enter the amount of indirect costs charged during the time period 

specified.   (Multiply 11b. x 11d.) 
11f Federal Share Enter the Federal share of the amount in 11e. 
11g Totals Enter the totals for columns 11d, 11e, and 11f. 
Remarks, Certification, and Agency Use Only 
12 Remarks Enter any explanations or additional information required by the Federal 

sponsoring agency including excess cash as stated in line 10c. 
13a Typed or Printed Name and 

Title of Authorized 
Certifying Official 

Enter the name and title of the authorized certifying official. 

13b Signature of Authorized 
Certifying Official 

The authorized certifying official must sign here. 

13c Telephone (Area Code, 
Number and Extension) 

Enter the telephone number (including area code and extension) of the 
individual listed in Line 13a. 

13d E-mail Address Enter the e-mail address of the individual listed in Line 13a. 



   FFR 
Number 

      Reporting Item                                           Instructions 

13e Date Report Submitted 
(Month, Day, Year) 

Enter the date the FFR is submitted to the Federal agency using the 
month, day, year format. 

14 Agency Use Only This section is reserved for Federal agency use. 
 
 

Line Item Instructions for the Federal Financial Report Attachment 
(To be completed if rting on cash management activity for multiple grants.)  repo  

Box 
Number 

 
        Reporting Item                                        Instructions  

1 Federal Agency and 
Organizational Element to 
Which Report is Submitted 

Enter the name of the Federal agency and organizational element 
identified in the award document or otherwise instructed by the agency. 
(This information should be identical to that entered in Box 1, FFR.) 

2 Recipient Organization Enter the name and complete address of the recipient organization 
including zip code. (Same information as entered in Box 3, FFR.) 

3a DUNS Number Enter the recipient organization’s Data Universal Numbering System 
(DUNS) number or Central Contract Registry extended DUNS number. 
(Same information as entered in Box 4a, FFR.) 

3b EIN Enter the recipient organization’s Employer Identification Number (EIN). 
(Same information as entered in Box 4b, FFR.) 

4 Reporting Period End Date:
(Month, Day, Year) 

 Enter the ending date of the reporting period of this report. (Same 
information as entered in Box 9, FFR.)   

Federal Grant Number Enter the grant number assigned to each award by the Federal agency. 
Recipient Account Number Enter the account number or any other identifying number assigned by the 

recipient to each award. This number is for the recipient’s use only and is 
not required by the Federal agency.   

5 

Cumulative Federal Cash 
Disbursement 
 

Enter the cumulative amount of the Federal share of cash disbursed for 
each award. Cash disbursements are the sum of actual cash disbursements 
for direct charges for goods and services, the amount of indirect expenses 
charged to the award, and the amount of cash advances and payments 
made to subrecipients and contractors.   

 Total Enter the total for the Cumulative Cash Disbursement. This column 
should equal the amount reported on Line 10b, FFR. 

 



Supplemental Instruction for Use when Completing 
SF425, FEDERAL FINANCIAL REPORT 

http://www.aphis.usda.gov/mrpbs/forms/grant_financial_forms.shtml 
 
BLOCK 1: 
 
 
 
 
 

• Enter the name of the Federal agency and organizational element 
identified in the award document or otherwise instructed by the agency. 
(This information should be identical to that entered in Box 1, FFR.) 

 
BLOCK 2: 
 
 
 
 
 
 

• Enter the name and complete address of the recipient organization 
including zip code. (Same information as entered in Box 3, FFR.) 

 
BLOCK 3: 
 
 
 
 
 

• Enter the name and complete address of the recipient organization 
including zip code. 

 
BLOCK 4: 
 
 
 
 
 
 

• Enter the ending date of the reporting period of this report. (Same 
information as entered in Box 9, FFR.) 

 
 
 
 



 
 
 
 
 

• Enter the recipient organization’s Employer Identification Number (EIN). 
 
BLOCK 5: 
 
 
 
 
 
 

• Enter the account number or any other identifying number assigned by the 
recipient to the award. This number is for the recipient’s use only and is 
not required by the Federal agency. For multiple awards, report this 
information on the FFR Attachment. Do not complete this box if reporting 
on multiple awards. 

 
BLOCK 6: 
 
 
 
 
 
 

• Mark appropriate box. Do not complete this box if reporting on multiple 
awards. 

 
BLOCK 7: 
 
 
 
 
 
 

• Specify whether a cash or accrual basis was used for recording 
transactions related to the award(s) and for preparing this FFR. Accrual 
basis of accounting refers to the accounting method in which expenses 
are recorded when incurred. For cash basis accounting, expenses are 
recorded when they are paid. 

 
 
 
 



BLOCK 8: 
 
 
 
 

• Indicate the period established in the award document during which 
Federal sponsorship begins and ends. 

 
Note: Some agencies award multi-year grants for a project period that is 
funded in increments or budget periods (typically annual increments). 
Throughout the project period, agencies often require cumulative reporting 
for consecutive budget periods. Under these circumstances, enter the 
beginning and ending dates of the project period not the budget period. 
 
Do not complete this line if reporting on multiple awards. 

 
See the above instructions for “Project/Grant Period, From: (Month, Day, 
Year).” 

 
BLOCK 9: 
 
 
 
 

• Enter the ending date of the reporting period. For quarterly, semi-annual, 
and annual interim reports, use the following reporting period end dates: 
3/31, 6/30, 9/30, or 12/31. For final FFRs, the reporting period end date 
shall be the end date of the project or grant period. 

 
BLOCK 10: Transactions 
 
 
 
 
 
 

• Enter cumulative amounts from date of the inception of the award through 
the end date of the reporting period specified in line 9. 
Use Lines 10a through 10c, Lines 10d through 10o, or Lines 10a through 
10o, as specified by the Federal agency, when reporting on single grants. 
Use Line 12, Remarks, to provide any information deemed necessary to 
support or explain FFR data. 
 

10a Cash Receipts 
• Enter the cumulative amount of actual cash received from the Federal 

agency as of the reporting period end date. 



10b Cash Disbursements 
• Enter the cumulative amount of Federal fund disbursements (such as cash 

or checks) as of the reporting period end date. Disbursements are the sum 
of actual cash disbursements for direct charges for goods and services, 
the amount of indirect expenses charged to the award, and the amount of 
cash advances and payments made to subrecipients and contractors. 

 
For multiple grants, report each grant separately on the FFR Attachment. The 
sum of the cumulative cash disbursements on the FFR Attachment must equal 
the amount entered on Line 10b, FFR. 
 

10c Cash On Hand (Line 10a Minus Line 10b) 
• Enter the amount of Line 10a minus Line 10b. This amount represents 

immediate cash needs. If more than three business days of cash are on 
hand, the Federal agency may require an explanationon Line 12, 
Remarks, explaining why the drawdown was made prematurely or other 
reasons for the excess cash. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
10d Total Federal Funds Authorized 

• Enter the total Federal funds authorized as of the reporting period end 
date. 

 
10e Federal Share of Expenditures 

• Enter the amount of Federal fund expenditures. For reports prepared on a 
cash basis, expenditures are the sum of cash disbursements for direct 
charges for property and services; the amount of indirect expense 
charged; the value of third-party in-kind contributions applied; and the 
amount of cash advance payments and payments made to subrecipients. 
For reports prepared on an accrual basis, expenditures are the sum of 
cash disbursements for direct charges for property and services; the 
amount of indirect expense incurred; the value of in-kind contributions 
applied; and the net increase or decrease in the amounts owed by the 



recipient for (1) goods and other property received; (2) services performed 
by employees, contractors, subrecipients, and other payees; and (3) 
programs for which no current services or performance are required. Do 
not include program income expended in accordance with the deduction 
alternative, rebates, refunds, or other credits. (Program income expended 
in accordance with the deduction alternative should be reported separately 
on Line 10o.) 

 
10f Federal Share of Unliquidated Obligations 

• Unliquidated obligations on a cash basis are obligations incurred, but not 
yet paid. On an accrual basis, they are obligations incurred, but for which 
an expenditure has not yet been recorded. Enter the Federal portion of 
unliquidated obligations. Those obligations include direct and indirect 
expenses incurred but not yet paid or charged to the award, including 
amounts due to subrecipients and contractors. On the final report, this line 
should be zero unless the awarding agency has provided other 
instructions. 

 
Do not include any amount in Line 10f that has been reported in Line 10e. Do not 
include any amount in Line 10f for a future commitment of funds (such as a long-
term contract) for which an obligation or expense has not been incurred. 
 
10g Total Federal Share (Sum of Lines 10e and 10f) 

• Enter the sum of Lines 10e and 10f. 
 
10h Unobligated Balance of Federal Funds (Line 10d Minus Line 10g) 

• Enter the amount of Line 10d minus Line 1 
 
10i Total Recipient Share Required 

• Enter the total required recipient share for reporting period specified in line 
9. The required recipient share should include all matching and cost 
sharing provided by recipients and third-party providers to meet the level 
required by the Federal agency. This amount should not include cost 
sharing and match amounts in excess of the amount required by the 
Federal agency (for example, cost overruns for which the recipient incurs 
additional expenses and, therefore, contributes a greater level of cost 
sharing or match than the level required by the Federal agency). 

 
10j Recipient Share of Expenditures 

• Enter the recipient share of actual cash disbursements or outlays (less 
any rebates, refunds, or other credits) including payments to subrecipients 
and contractors. This amount may include the value of allowable third 
party in-kind contributions and recipient share of program income used to 
finance the non-Federal share of the project or program. Note: On the final 
report this line should be equal to or greater than the amount of Line 10i. 

 



10k Remaining Recipient Share to be Provided (Line 10i Minus Line10j) 
• Enter the amount of Line 10i minus Line 10j. If recipient share in Line 10j 

is greater than the required match amount in Line 10i, enter zero. 
 

Program Income: Do not complete this section if reporting on multiple awards. 
 
10l Total Federal Program Income Earned 

• Enter the amount of Federal program income earned. Do not report any 
program income here that is being allocated as part of the recipient's cost 
sharing amount included in Line10j. 

 
10m Program Income Expended in Accordance With the Deduction 
Alternative 

• Enter the amount of program income that was used to reduce the Federal 
share of the total project costs. 

 
10n Program Income Expended in Accordance With the Addition 
Alternative 

• Enter the amount of program income that was added to funds committed 
to the total project costs and expended to further eligible project or 
program activities. 

 
10o Unexpended Program Income (Line 10l Minus Line 10m or Line 10n) 

• Enter the amount of Line 10l minus Line 10m or Line 10n. This amount 
equals the program income that has been earned but not expended, as of 
the reporting period end date. 

 
BLOCK 11: 
 
 
 
 

• Indirect Expense: Complete this information only if required by the 
awarding agency and in accordance with agency instructions. 

 
11a Type of Rate(s) 

• State whether indirect cost rate(s) is Provisional, Predetermined, Final, or 
Fixed. 

 
11b Rate 

• Enter the indirect cost rate(s) in effect during the reporting period. 
 
11c Period From; Period To 

• Enter the beginning and ending effective dates for the rate(s). 
 
 



11d Base 
• Enter the amount of the base against which the rate(s) was applied. 

 
11e Amount Charged 

• Enter the amount of indirect costs charged during the time period 
specified. (Multiply 11b. x 11d.) 

 
11f Federal Share 

• Enter the Federal share of the amount in 11e. 
 
11g Totals 

• Enter the totals for columns 11d, 11e, and 11f. 
 
 
BLOCK 12: 
 
 
 

• Enter any explanations or additional information required by the Federal 
sponsoring agency including excess cash as stated in line 10c. 

 
BLOCK 13: 
 

 
 
13a Typed or Printed Name and Title of Authorized Certifying Official 

• Enter the name and title of the authorized certifying official. 
 
13b  

• The authorized certifying official must sign here. 
 
13c  

• Enter the telephone number (including area code and extension) of the 
individual listed in Line 13a. 

 
13d 

• Enter the e-mail address of the individual listed in Line 13a. 
 
13e 

• Enter the date the FFR is submitted to the Federal agency using the 
month, day, year format. 



BLOCK 14: 

 
This section is reserved for Federal agency use. 



CHECKLIST FOR COMPLETING THE FEDERAL FINANCIAL REPORT (SF 425) 

 

Please ensure all boxes are completed properly.  Some areas which may need 

attention to detail are listed below. 

 

 Does block one have the correct Federal Agency recorded? 

 

 Does block 2 have the correct agreement number assigned to the award recorded? 

 

 Does block 3 have the correct organization and address listed? 

 

 Does block 4a have the correct DUNS number? And is block 4b complete with 

the correct EIN number?  

 

 Is block 6 checked properly?  Did they mark “final” if necessary? 

 

 Does block 8 reflect the correct dates of award? 

 

 Does the date in block 9 fall within dates of award? 

 

 Does block 10a reflect the actual amount of cash received from the Federal 

Government within the reporting period? 

 

 Does block 10b reflect the correct amount of Federal funds disbursed within the 

reporting period end date? 

 

 Is the total amount of cash on hand in block 10c correct?  Is an explanation 

needed as to why there is excess cash? 

 

 Does block 10d reflect the correct amount of Federal funds authorized for the 

award? 

 

 Does block 10e reflect the correct amount of Federal funds expended? 

 

 Does block 10f reflect the correct amount of unliquidated obligations? 

 

 Does block 10g have the correct sum of lines e and f?  (total award amount) 

 

 Does block 10h have the correct unobligated balance of Federal funds recorded? 

 

 Does block 10i reflect the required recipient share including all matching and cost 

sharing provided by the recipients and third-party providers to meet the level 

required by the Federal agency. This amount should not include cost sharing and 

match amounts in excess of the amount required by the Federal agency 

 



 Does block 10j reflect the correct amount of the Cooperator’s contribution to the 

award? 

 

 Are the expenditures correctly documented in block 10k? 

 

 

 Does block 10l reflect the total Federal program income earned? 

 

 Does block 11 reflect indirect costs consistent with the budget to the Notice of 

Award? 

 

 Are all the blocks within section 13 complete? Did the Authorized Certifying 

Official sign? 

 

 

 

 

 





 

FEDERAL FINANCIAL REPORT
(Follow form instructions)

1.  Federal Agency and Organizational Element 2.  Federal Grant or Other Identifying Number Assigned by Federal Agency Page  of
     to Which Report is Submitted      (To report multiple grants, use FFR Attachment) 1

pages
3.  Recipient Organization (Name and complete address including Zip code)

4a.  DUNS Number                   4b.  EIN 5.  Recipient Account Number or Identifying Number 6.  Report Type 7.  Basis of Accounting
      (To report multiple grants, use FFR Attachment) □ Quarterly  

□ Semi-Annual  
□ Annual  
□ Final □ Cash  □ Accrual

8.  Project/Grant Period 9.  Reporting Period End Date
     From:  (Month, Day, Year)

         of

To:  (Month, Day, Year) (Month, Day, Year)

10.  Transactions           Cumulative 

(Use lines a-c for single or multiple grant reporting)

  Federal Cash  (To report multiple grants, also use FFR Attachment):
      a.  Cash Receipts 
      b.  Cash Disbursements
      c.  Cash on Hand (line a minus b)
(Use lines d-o for single grant reporting)
  Federal Expenditures and Unobligated Balance: 
      d.  Total Federal funds authorized 
      e.  Federal share of expenditures 
      f.   Federal share of unliquidated obligations
      gg..  Total Federal share   Total Federal share ((sumsum of lines e and f  lines e and f))
      h.  Unobligated balance of Federal funds (line d minus g)
   Recipient Share:
      i.   Total recipient share required 
      j.   Recipient share of expenditures
     k.  Remaining recipient share to be provided (line i minus j)
  Program Income:
     l.  Total Federal program income earned
     m.  Program income expended in accordance with the deduction alternative
     n.  Program income expended in accordance with the addition alternative
     o.  Unexpended program income (line l minus line m or line n)

 a.  Type   b. Rate c. Period From Period To d. Base e.  Amount Charged f. Federal Share
11. Indirect
  Expense

   g. Totals:
12.  Remarks:  Attach any explanations deemed necessary or information required by Federal sponsoring agency in compliance with governing legislation:

13.  Certification:   By signing this report, I certify to the best of my knowledge and belief that the report is true, complete, and accurate, and the expenditures, 
       disbursements and cash receipts are for the purposes and intent set forth in the award documents. I am aware that any false, fictitious, or fraudulent information 
       may subject me to criminal, civil, or administrative penalties. (U.S. Code, Title 18, Section 1001)

a.  Typed or Printed Name and Title of Authorized Certifying Official  c.  Telephone (Area code, number and extension)

 d.  Email address

b.  Signature of Authorized Certifying Official  e.  Date Report Submitted  (Month, Day, Year)

  14.  Agency use only:
 
Standard Form 425 - Revised 6/28/2010
OMB Approval Number: 0348-0061 
Expiration Date: 10/31/2011

Paperwork Burden Statement
According to the Paperwork Reduction Act, as amended, no persons are required to respond to a collection of information unless it displays a valid OMB Control Number. The valid OMB control 
number for this information collection is 0348-0061.   Public reporting burden for this collection of information is estimated to average 1.5 hours per response, including time for reviewing instructions, 
searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. Send comments regarding the burden estimate or any other 
aspect of this collection of information, including suggestions for reducing this burden, to the Office of Management and Budget, Paperwork Reduction Project (0348-0061), Washington, DC 20503.
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Budget/Programmatic

Annual Agreements Meeting 2011

Type of Change
7 CFR 3016

States, Local Governments 
and Tribes

7 CFR 3019
Institutions of Higher Education 

and Non- Profit’s
Additional Funds  
Cumulative Transfers Among 
Direct Cost Categories

10% of total budget 
when Federal Share

> $100,000

10% of total budget when 
Federal Share
> $100,000

Transfer for Funds Allotted for Training 
Costs  
Direct Costs to Indirect Costs 
Indirect Costs to Direct Costs 
Carryover
APHIS Policy Does Not Permit Carryover 

Liquidation of Obligations


> than 90 days


> than 90 days

Annual Agreements Meeting 2011

Personnel
Fringe Benefits
Travel
Equipment
Supplies
Contractual
Other

Annual Agreements Meeting 2011



2

 Cumulative=increasing by successive
additions 

10% shift of funds rule:
 If total federal share of a budget is 

>$100,000, and budget shifts end up 
totaling 10% or more of the total budget, then 
prior approval is necessary.

Annual Agreements Meeting 2011

Prior to making budget changes:

 Cooperator submits to APHIS revised SF-424, 
SF-424a, Detailed Financial Plan

(Note: Additional forms may be required if 
change makes award > $100K)

Annual Agreements Meeting 2011

Type of Change
7 CFR 3016

States, Local Governments 
and Tribes

7 CFR 3019
Institutions of Higher Education 

and Non- Profit’s

Change in Scope or Objectives
(regardless of whether there is an 
associated budget revision) 

 

Change in “Key” Person
(Only if specified in the award)

 

Transferring Substantive Programmatic 
Work (sub granting, contracting, or third 
party)




Absence for 3 months or a 25% reduction in 
time devoted to the project by the approved 
Project Director or Principal Investigator



No-cost extension
 

Annual Agreements Meeting 2011



3

Prior to making programmatic changes:

Workplan is modified outlining changes, 
agreed to by both parties

If SPOC process is applicable to that state, 
submit scope change to SPOC for review

Annual Agreements Meeting 2011

 Increase in funding
 Decrease/deobligate funding
 Change in ADODR (if designated in body of 

agreement)
 Change or add a term & condition
 No-cost Extension
 Change in Scope

Annual Agreements Meeting 2011

APHIS should review prior approval requests 
and notify recipients in writing of the decision 
within 30 days of receipt of the request.

Annual Agreements Meeting 2011



4

Annual Agreements Meeting 2011

Questions?
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Notice of Award 
Property Management

Definitions
Equipment VS Supplies

 Equipment - Tangible nonexpendable 
personal property having a useful life of more 
than one year and an acquisition cost of $5000 
or more per unit.

 Supplies - All personal property excluding 
equipment, intangible property.

Examples
Equipment & Supplies

Equipment
 Vehicles
 Boats

Supplies
 Computers
 Binoculars
 Radios



2

Equipment Regulations
State
Governments

Other 
Governments

Nonprofits and 
Institutes of Higher 
Education

Dollar
Limit

$5,000 or more/unit and 
useful life of more than 1 
year

$5,000 or more/unit and useful 
life of more than 1 year

$5,000 or more/unit and 
useful life of 1 year

Title Upon acquisition vests with 
recipient
See 7 CFR 3016.32(a)

Upon acquisition vests with 
recipient
See 7 CFR 3016.32

Upon acquisition vests 
with recipient
See 7 CFR 3019.34 (a)

Use Per State rules and 
regulations
See 7 CFR 3016.32(b)

May use for length of project or 
for other Federal project
See 7 CFR 3016.32c 

May use for length of 
project or for other 
Federal project
See 7 CFR 3019.34

Disposal As per State laws and 
procedures unless APHIS 
chooses to transfer or take 
title
See 7 CFR 3016.32(b)

Current fair market value under 
$5,000--no obligation to 
APHIS. If $5,000 or more may 
be retained or sold, but a pro 
rata share is due APHIS.
See 7 CFR 3016.32(e) (2)

Recipient should request 
disposition instructions 
from APHIS
See 7 CFR 3019.34(g)

Management 
Requirements

Subject to State laws and 
procedures. See 7 CFR 
3016.32(b)

See 7 CFR 3016.32(d) See 7 CFR 3019.34(f)

Types of Property Management

 Property Purchased by Cooperator

 Federal Loan of Property

Agreement Articles 
The following are articles that include equipment 

and property language:

 Article 4 – Cooperator Responsibilities
 M. Computer Equipment
 O. Radio Equipment
 P. Maintain system inventory
 Q. Inventory Reports
 X. Providing equipment to perform activities
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Agreement Articles cont’d

 Article 13 – Title To Equipment
 Transfer of title

 Article 17 – Federal Vehicle Management
 To be used only when APHIS owned or leased 

vehicles are loaned to or used by Cooperators

 Article 18 – Buy American Act
 Purchase of equipment

Property Forms

These forms are for Federally Loaned and 
Used vehicles
 Report of Transfer or Other Disposition or 

Construction of Property (Form AD-107)
 Report of Unserviceable, Lost, Stolen, 

Damaged or Destroyed Property (Form 
AD-112)

The ADODR would be responsible for filling 
out the forms above.

Vehicles

The ASC has developed specific language to 
include in agreements when vehicles are being 
purchased or loaned.

It is important for the ADODR to work closely with 
their agreement specialist when vehicles are 
involved so the proper language can be included 
in the agreement.
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Vehicles cont’d

The Agreement Language addresses:
 Registration and Title Information
 Property Damage & Personal Injury
 Property Management & Reports
 Routine Maintenance & Repair
 Vehicle and other Property Forms Required
 Physical Inventory
 Security and Lost, Stolen or Damaged Property
 Disposition

Vehicle Resources & Forms

 Resource
 APHIS Motor Vehicle Fleet Management 

Manual
 APHIS Personal Property Manual

 Forms (For Federally Loaned and Used Vehicles)
 Vehicle Condition Questionnaire (MRP-315-R)
 Annual Vehicle Inspection Checklist (MRP-65)
 Daily Vehicle Use Record (OF-108)

Surplus & Disposition

These topics will be discussed during the 
Closeout portion of the meeting.
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RECORD RETENTION FOR RECIPIENTS 
 

Reference:  7 CFR 3019.53, 7 CFR 3016.42 7 CFR 3016(i)(10) & (11) 
 
 

 
Type of Record 

 
Retention Period 

General  3 years from Final SF‐425 for each 
funding period 

Those involving audits, claims, 
litigation, or other actions that began 
during the retention period 

Until all litigation, claims, or audit 
findings involving the  resolved and 
final action has been taken, or until 
end of regular 3 year period, 
whichever is later 

Real Property and Equipment  3 years after final disposition, 
replacement, or transfer 

 
Grantee Contracts and Subcontracts 

 

3 years after grantees or subgrantees 
make final payments and all other 
pending matters are closed. 
 

Indirect cost rate proposals, cost 
allocations plans, any similar 
accounting computations of the rate at 
which a particular group of costs is 
chargeable (such as computer usage 
chargeback rates or composite fringe 
benefit rates). 

 

If the recipient submits to the Federal 
agency or the subrecipient submits to 
the recipient the proposal, plan, or 
other computation to form the basis 
for negotiation of the rate, then the 3‐
year retention period for its 
supporting records starts on the date 
of such submission. 

If the recipient is not required to 
submit to the Federal awarding 
agency or the subrecipient is not 
required to submit to the recipient the 
proposal, plan, or other computation 
for negotiation purposes, then the 3‐
year retention period for the proposal, 
plan, or other computation and its 
supporting records starts at the end of 
the fiscal year (or other accounting 
period) covered by the proposal, plan, 
or other computation. 

 
 
To avoid dual recordkeeping, APHIS may make special arrangements for applicants to keep 
any records which are needed continuously for joint use.  APHIS will request that the applicant 
transfer records to its custody when APHIS decides that the records possess long‐term 



retention value.  When the records are transferred to or maintained by APHIS, the 3‐year 
retention requirement does not apply to the applicant. 

 
Microfilm and photocopies, or similar methods, may be substituted for original records. 

 
APHIS has the right of access to recipient's award documents 
 
 to make reviews, examinations, excerpts, and transcripts.   
 is not limited by the 3‐year retention period, but lasts as long as the applicant keeps 

the records. 
 

The recipient’s records must be maintained in good order. 
 

SF‐424B, Assurances, provides: 

The Federal awarding agency, the Inspector General, Comptroller General of the United 
States, or any of their duly authorized representatives, have the right of timely and 
unrestricted access to any books, documents, papers, or other records of recipients that are 
pertinent to the awards, in order to make audits, examinations, excerpts, transcripts and 
copies of such documents. This right also includes timely and reasonable access to a 
recipient's personnel for the purpose of interview and discussion related to such documents. 
The rights of access in this paragraph are not limited to the required retention period, but 
shall last as long as records are retained. 
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Cooperative Agreement Reviews 
Review & Analysis Branch

Presented by-

Earnest Smith 

Auditor

MRPBS-FMD-RAB

Who we are…

Riverdale, MD Title

Christine Tourville Branch Chief

Joan Conway Management Analyst 

Serina Eckwood Auditor

Maria Ford Auditor

Barbara Giddo Auditor

Earnest Smith Auditor

Kimberly Williams Auditor

What we do: Ensure quality management of 
Cooperative Agreements and Grants
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Our Mission:
The Financial Management Division’s (FMD) Review 
& Analysis Branch (RAB) provides financial 
oversight and management improvements through 
program, financial,  and compliance reviews of 
cooperative agreements, grants and international 
trust funds.

RAB’s mission is to foster APHIS partnerships and 
to facilitate financial, operational, and administrative 
improvements, support, and cooperation.

A-133 Single Audit

 “Audits of States, Local Government, and Non-
Profit Organizations,” commonly referred to as 
OMB Circular No. A-133

 Single audits are required when any of the above 
entities receive $500,000 or more in federal 
funds/awards

 A contracted auditing firm shall perform a 
financial and performance audit 

The most common errors, problems 
and findings during reviews:
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Areas of Concern

 CA instead of Contract

 Contracts – Sole Sourced

 Time & Attendance

 Travel Documents

 SF-269/425, SF-270 Inaccuracies

 Prior Approvals

 In-kind Contributions

 Program Oversight 

 Corrective Actions 

 Other Issues

Areas of Concern- CA vs. Contract

 WARNING:  

Using an Agreement 
rather than a Contract 
can lead to 
unexpected problems. 

Areas of Concern - CA vs. Contract
Contract Grant Cooperative 

Agreement

Acquire service or 
property

Transfer anything 
of  value

Transfer anything 
of  value

APHIS benefits Public Support 
provided

Public Support 
provided

No involvement 
by APHIS 

No substantial 
involvement by 
APHIS

Substantial 
involvement by 
APHIS



4

Areas of Concern – Sole Sourced 
Procurement

 Contracts are sole sourced without 
implementing a competitive bidding process

 Contracts are used as pass through 
instruments for majority of the funding 
under the cooperative agreement

Areas of Concern – Time & Attendance

 Reallocation of Time and Attendance

 No Standard Operating Procedure (SOP)

 Lack of authorized approving official’s 
signature 

Areas of Concern – Travel                 
Documents

 Difficulty in verifying purpose of the travel

 Lack of authorized approving official’s 
signature 
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Areas of Concern–SF-269/425, SF-270

 Missing documents

 Indirect Cost Expense

 Inaccurate and completed incorrectly

Areas of Concern – Prior Approvals

 Cooperators are not requesting prior 
approvals to move funding between 
budget categories

Areas of Concern – In-Kind 
Contributions

 In-kind Contributions have special 
restrictions
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Areas of Concern – Programs Oversight 

 Lack of Programs oversight (i.e., no 
internal controls) 

Areas of Concern – Correctives Actions

 Corrective actions from previous reviews 
not yet implemented 

Other Issues

 Certifying Funds

 De-obligation of Funds

 Quarterly Reports
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Thank you

Christine.M.Tourville@aphis.usda.gov

Send questions to: 















AGREEMENTS MEETING EVALUATION 
 
 

Name (optional):           
 
Your position title:           
 
Are you an:    □  APHIS employee?     □  Cooperator? 
 

1. Describe your responsibilities in agreements management: 
 
□  Negotiating agreement   □  Negotiating budget 
□  Writing notice of agreement  □  Monitoring work performance 
□  Monitoring budget   □  Approving payments 
□  Recommending continuation award □  Other (specify)   
       
            
      
            

       
      2. Are you the appointed APHIS Authorized Departmental Officers Designated 

Representative (ADODR)?  □  Yes □ No 
  
   If yes, how many agreements?    Total dollar amount   
 
   Years with APHIS?  Program and Region     
 
   Indicate types of agreements for which you are the ADODR: 
 
   □  Cooperative Service Agreements □  Interagency Agreements 
   □  Cooperative Agreements/Grants □  Memoranda of Understanding 
 

3.     How would you evaluate the training? 
 
     □  Poor □  Fair  □  Good □  Very Good  □  Excellent 
 
 
4.     What did you like most about the meeting? 
 

 
   

5.     What did you like least about the meeting? 
 

 
 

6.     What informational areas presented helped you in agreements management? 



 
             (over) 
   

7.     How could the meeting be strengthened to meet your needs? 
 

 
 

8.     Overall, do you feel the coverage of topics was adequate?  If not, explain. 
 
 
 
9.     What topics or additions to this meeting would you recommend? 
 

     
     
    10.       Was the length of the meeting adequate?  □  Yes □  No 
    
               If not, how many days would you recommend?   Days 



 

September 30, 2010 
GA-1 

 

GLOSSARY OF ACRONYMNS 
 
 
AAMM APHIS Agreements Management Manual 
 
AC Animal Care, APHIS 
 
ACMS APHIS Cost Management System (Agreements Inventory) 
 
ADO Authorized Departmental Officer  
 
ADODR Authorized Departmental Officer’s Designated Representative  
 
APHIS Animal and Plant Health Inspection Service, USDA 
 
APM Area Program Manager, PPQ Preclearance Program 
 
APT  Accounting and Payments Team (Minneapolis) 
 
ARS  Agricultural Research Service, USDA 
 
ASC Agreements Service Center, FSB, FMD, MRPBS 
 
AT Cooperative Arrangement/Authority Transfer 
 
AVIC Area Veterinarian-in-Charge, VS 
 
BAM APHIS Budget and Accounting Manual 
 
BESB Budget Execution Support Branch, FMD, MRPBS 
 
BPAS Budget Preparation and Analysis Staff, PPD, APHIS 
 
BRS Biotechnology and Regulatory Services, APHIS 
 
CA Cooperative Agreement 
 
CDR Cooperator’s Designated Representative  
 
CF Confidentiality Agreement 
 
CFDA Catalog of Federal Domestic Assistance 
 
CFO Chief Financial Officer, MRP  
 
CFR Code of Federal Regulations 
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CRADA Cooperative Research and Development Agreement 
 
CSA Cooperative Service Agreement 
 
CSCS Capital Security Cost Sharing 
 
CSFA Cooperative Service Field Agreement 
 
DOS Department of State, United States 
 
EO Executive Order 
 
EOP Executive Office of the President 
 
FAADS Financial Assistance Awards Data System 
 
FAS Foreign Agricultural Service, USDA 
 
FFAC Federal Financial Assistance Committee, USDA 
 
FFATA Federal Funding Accountability and Transparency Act 
 
FMD Financial Management Division, MRPBS 
 
FSB Financial Services Branch, FMD, MRPBS 
 
FOB Financial Operations Branch, FMD, MRPBS 
 
GR Grant 
 
IA Interagency Agreement 
 
ITD Information Technology Division, MRPBS 
 
ICASS International Cooperative Administrative Support Services 
 
IS International Services, APHIS 
 
LPA Legislative and Public Affairs, APHIS 
 
MBS  Minneapolis Business Services, MRPBS 
 
MFOB  Minneapolis Financial Operations Branch, FMD, MRPBS 
 
MOU  Memorandum(a) of Understanding 
 
MRP  Marketing and Regulatory Programs, USDA 
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MRPBS Marketing and Regulatory Programs Business Services, APHIS 
 
MSS Management Support Services 
 
MT/MTA Material Transfer Agreements 
 
NPM  National Program Manager 
 
NVSL  National Veterinary Services Laboratory, VS 
 
NWRC  National Wildlife Research Center, WS 
 
OA  Office of the Administrator, APHIS 
 
OCFO  Office of the Chief Financial Officer, USDA 
 
ODA  Office of the Deputy Administrator 
 
OGC Office of the General Counsel, USDA 
 
OMB Office of Management and Budget, EOP 
 
OSS Operational Support Staff, WS 
 
OTT Office of Technology Transfer, ARS 
 
PI Principal Investigator 
 
PL Public Law 
 
PPD Program Planning and Development, APHIS 
 
PPQ Plant Protection and Quarantine, APHIS 
 
RAO Regional Administrative Officer 
 
RCM Radio Communications Manager, APHIS 
 
RD Regional Director 
 
RMS Resource Management Support 
 
RO Regional Office 
 
ROAR Recipient Organization’s Authorized Representative  
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RPM Regional Program Manager 
 
SD State Director 
 
SPHD State Plant Health Director, PPQ 
 
SPOC Single Point of Contact  
 
TF Trust Fund 
 
TTA Technology Transfer Agreements 
 
TTC  Technology Transfer Coordinator 
 
USC  United States Code 
 
USDA United States Department of Agriculture 
 
VS Veterinary Services, APHIS 
 
WS Wildlife Services, APHIS 
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	page: 
	1: 1
	2: 2

	pmta: reimbursement
	pmtb: partial
	reqb: accrual
	sponsor: USDA, APHIS, VS
	award: 11-9xxx-xxxx-CA
	request_no: 2
	ein: 12-345
	account: 11-87-6
	date: 
	1: 02-01-2011
	2: 02-28-2011

	recipient: 
	1: New York Department of Agriculture
	2: 10 Airline Drive
	3: Albany, NY  12235

	payee: 
	1: Same as 9
	2: 
	3: 

	prog: 
	1: 
	2: 
	3: 

	a: 
	1: 113240.00
	2: 
	3: 127750

	total: 
	1: 240990
	2: 0
	3: 240990
	4: 0
	5: 240990

	b: 
	1: 
	2: 
	3: 

	c: 
	1: 113240
	2: 0
	3: 127750

	d: 
	1: 
	2: 
	3: 

	e: 
	1: 113240
	2: 0
	3: 127750

	f: 
	1: 70515
	2: 
	3: 79550.00

	nfse: 150065
	g: 
	1: 42725.00
	2: 
	3: 48200.00

	fse: 90925
	h: 
	1: 26327.00
	2: 
	3: 21300.00

	pffr: 47627
	j: 
	1: 16398
	2: 0
	3: 26900

	requested: 43298
	advance: 
	1: 
	21: 
	31: 
	2: 
	22: 
	32: 
	3: 
	23: 
	33: 

	totaladv: 
	1: 0
	2: 0
	3: 0

	cash: 
	balance: 
	send: 0
	name: Jane Smith, Financial ManagerNY Department of Agriculture
	Today: 07/12/2011
	phone: 
	c  Cash on Hand line a minus b: 0
	b  Cash Disbursements: 48,200.00
	a  Cash Receipts: 48,200.00
	f Federal share of unliquidated obligations: 7,000.00
	e  Federal share of expenditures: 48,200.00
	d  Total Federal funds authorized: 94,500.00
	g  Total Federal share sum of lines e and f: 55,200.00
	h  Unobligated balance of Federal funds line d minus g: 39,300.00
	i Total recipient share required: 155,988.00
	j Recipient share of expenditures: 61,295.00
	k  Remaining recipient share to be provided line i minus j: 94,693.00
	l  Total Federal program income earned: 0
	m  Program income expended in accordance with the deduction alternative: 0
	n  Program income expended in accordance with the addition alternative: 0
	o  Unexpended program income line l minus line m or line n: 0
	Text11: 26,703.26
	Button13: 
	1: 1
	3  Recipient Organization Name and complete address including Zip code: New York Department of Agriculture10B Airline Drive, Albany, NY  12235
	4a  DUNS Number: 806780565
	4b  EIN: xx-xxxxxxx
	5  Recipient Account Number or Identifying Number To report multiple grants, use FFR Attachment: N/A 
	Quarterly: Off
	Semi-Annual: Off
	Annual: Off
	Final: Off
	Cash: On
	Accrual: Off
	9  Reporting Period End Date Month, Day, Year: 3/31/11
	a  Type, 11 Indirect Expense_2: 
	a  Type, 11 Indirect Expense: predetermined
	b Rate, 11 Indirect Expense: 27.65
	c Period From, 11 Indirect Expense: 7/1/10
	Period To, 11 Indirect Expense: 6/30/12
	d Base, 11 Indirect Expense: 96,576.00
	e  Amount Charged, 11 Indirect Expense_2: 
	e  Amount Charged, 11 Indirect Expense: 26,703.26
	f Federal Share, 11 Indirect Expense: 10,075.14
	c Period From, 11 Indirect Expense_2: 
	Period To, 11 Indirect Expense_2: 
	d Base, 11 Indirect Expense_2: 
	b Rate, 11 Indirect Expense_2: 
	f Federal Share, 11 Indirect Expense_2: 
	g Totals: 96,576.00
	12  Remarks:  Attach any explanations deemed necessary or information required by Federal sponsoring agency in compliance with governing legislation: 
	Text1: 11-9xxx-xxxx-CA
	Radio Button2: Off
	Radio Button6: Yes
	Text8: 1/6/11
	Text9: 1/5/12
	Text12: 10,075.14
	c  Telephone Area code, number and extension: 
	d  Email address: 
	e  Date Report Submitted  Month, Day, Year: 4/20/11
	1  Federal Agency and Organizational Element to Which Report is Submitted: US Department of Agriculture (USDA)


