Completing the APHIS Sales Order Request Form

· Agreement Number – record the agreement number as it should be reflected on the reference line in FFMI.

· Amendment – box defaults to No – change to Yes if this is an amendment (dropdown)
· Cooperator Name – as shown on the agreement.  Each sales order can only be for one cooperator and a WBS can only be used on one sales order.
· FMMI Customer Number – provide the FMMI customer number, if known.
· Billing Address – provide the billing address that the FMMI bills will be mailed to, the address will be used to insure the customer number is set up correctly.
· Sales Order Type – choose the correct sales order type: RONA for non USDA federal customers, INTR for other USDA agencies, ROWE for commercial customers that use resource related billing, ROWA for commercial customers paying in advance.
· FMMI PO number – if billing another USDA agency, provide the other agency’s FMMI PO number.   A INTR sales order cannot be entered without a FMMI PO number.   Note, FMMI PO numbers are ten digits long and must start with a 46.
· Budget Period – the budget period identifies if you are using annual or no-year funds. (dropdown)
· Annual agreements have a budget period of FYFY, example:  1313 

· No-year agreements have a budget period of FYXX, example:  13XX

· WBS Element – provide the WBS that was created for this agreement.  This should be a reimbursable WBS and normally begins with AP.RA.xxxx

· TAS – As of October 1st, 2014, the Treasury Account Symbol is mandatory for all SOs.  The TAS typically can be found on the agreement.
· Agreement Performance Period – Record the full performance period covered by the agreement.
· Total Agreement Amount (including overhead) – Record the full amount of the agreement.
· Overhead Rate – Record the overall overhead rate to be charged on the Sales Order (examples)
· 16.15 - Standard APHIS overhead

·   5.15 - Agency only (must have a waiver signed by the appropriate program administrator (i.e., WS State Director).  

· 11.00%
 - Program only (must have a waiver signed by the APHIS Chief Financial Officer to be allowed to waive the agency overhead).

· WS Pooled Job Costs – for Wildlife Services ROWE and ROWA agreements choose the percentage of pooled job costs that are included in the agreement.  (dropdown)

· Frequency of billing – effective October 1, 2011; agreements must be billed on either a quarterly or monthly basis; use the dropdown to identify the frequency.
· Additional Comments – Add any additional information that would help in processing this request (i.e., indicate if this is a change to an existing agreement and if there is an increase or decrease in the amount and by how much; or if it is a ROWA, the amount of the down payment if the down payments will be made periodically such as quarterly).  Make sure to include any supporting documentation for the change.
The following documents must be submitted via email to create the sales order and the associated shorthand code for the feeder systems (webTA, GovTrip, TUMS, etc.): 
•APHIS Sales Order Request Form (this document)

•Agreement (all new requests)

oNon-USDA Federal Agencies - Copy of their agreement document (i.e., MIPR)
oAnother USDA Agency – the Purchase Order Number they created in FMMI(required for us to create the sales order)
oAmendment (if applicable)
•Accounting Code Request Form
Email all documents to:
MRP.Billing.Requests@aphis.usda.gov 
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