 SEQ CHAPTER \h \r 1FACILITIES DIVISION
Facilities Contracts Branch
Standard Operating Procedures
	DATE:  June 11, 2002

	SUBJECT:  PRIOR YEAR FUND REQUESTS

	NUMBER:  CSOP-02-006

	EFFECTIVE DATE:  Immediately Until Replaced or Superseded


1. 
Purpose
This document provides Facilities Contracts Branch (FCB) procedures for requesting prior year funds.  

2. 
Reference

P&P 323.8-ARS, Use of Prior Year Appropriations, 9/16/99.

3.  
Procedures

A.  Prior year funds should only be requested when additional funds are required:

1.  To complete work within the scope of the original contract where unforeseen

circumstances have occurred that have increased the cost such as differing site conditions, government delays, etc.



2.  To replace a contract, task order, or purchase order that was terminated for default.



3.  To pay a valid claim or settlement.



4.  To process other valid unpaid obligations arising from an event that occurred in a



previous fiscal year, that was not recorded in the Central Accounting System, e.g.,




unpaid invoices, retroactive salary entitlements/payments, etc. 

5.
To pay obligations of $1,000 or less due to imprecise estimating, small price adjustments, and shipping charges, etc.

  
B.  All requests for prior year funds (see attachment) must contain the following


      minimum information:



1.  Date



2.  Organization Unit (requestor)



3.  Name of Contracting Officer


      4.  Type of Obligation (e.g., contract modification, purchase order, replace contract,



      etc.)



5.  Contractor Name and complete address



6.  Contract/Order Number and Modification Number



7.  Accounting Code(s) and Amount(s) being requested (rounded to the nearest $100)



8.  Description of Project, including location city and State   



9.  The information concerning the circumstances that necessitated the request should be

                  obtained from the EPM.  The Contracting Officer’s (CO) detailed justification to the



     file should explain: 




a.  Why additional funds are required  (e.g., differing site conditions, Government

                       delays, claim settlement, etc.) 




b.  Whether it’s within the scope of the contract




c.  The FAR cite in the contract/task/purchase order that authorizes the change (e.g.,

                       FAR 52.236-2, Differing Site Conditions, etc.).  

C.
All requests for prior year funds should be accomplished using e-mail with a copy to the Secretary, FCB.  The CO should maintain a copy of all e-mails regarding the request in the contract file.


D.  These procedures are to be followed when requesting prior year funds:



1.  Requests for $1,000 or less:



The CO should automatically prepare and process a prior year fund transaction.  No formal approval of funds or certification of funds availability is required.  However, the CO is still required to provide a justification to the file as to why the additional funds were necessary, which would include an explanation of the circumstances from the EPM.



2.  Requests between $1,001 and $10,000:



The CO will send an e-mail requesting prior year funds, that meets the criteria identified in paragraph 3A and includes the information required in paragraph 3B, to the approving official, Chief, FCB, who will review the request for legal sufficiency.  He/She will approve the request and forward a copy of the approval to the Assistant Director, Financial Management Division (FMD).  If the justification is inadequate, the request will be returned for revision.  No certification of fund availability is required for this level of funds.  A purchase order or contract/task order modification may be issued upon receipt of the approved request.


3.  Requests between $10,001 and $25,000:



The CO will send an e-mail requesting prior year funds that meets the criteria identified in paragraph 3A and includes the information required in paragraph 3B, to the approving official, Chief, FCB, who will review the request for legal sufficiency.  If the Chief, FCB, concurs with the request, he/she will forward the request to the Assistant Director, FMD, requesting Certification of Fund Availability.  Upon receipt of the Certification of Fund Availability, the approving official returns the request, with approval to the CO.  



4.  Requests $25,001 and over:



The CO will send an e-mail requesting prior year funds that meets the criteria identified in paragraph 3A and includes the information required in paragraph 3B, to the Chief, FCB, who will review the request for legal sufficiency.  If the Chief, FCB, concurs with the request it will be forwarded to the Director, Facilities Division.  The Director, FD, will review the request and the FCB Chief’s recommendation and, if approved, will forward the request with his/her recommendation of approval and a request for certification of funds availability to the Assistant Director, FMD, who will approve or disapprove the request.

  /s/ Brenda A. Wood

 ____________________                                      

BRENDA A. WOOD

Chief

Facilities Contracts Branch 

Attachment:

Sample Request for Prior Year Funds

SAMPLE REQUEST FOR PRIOR YEAR FUNDS
   From:  Requestor

       To:  Branch Chief, FCB 

    Date:  05/01/2002

Subject:  Request for Prior Year Funds

Unit:  USDA, ARS, AFM, FD

          5601 Sunnyside Avenue, MS-5124

          Beltsville, MD  20705-5124

Contracting Officer:  Oak C. Jones

Type of Obligation:  Contract Modification

Contractor:  Spruce & Evergreen Corporation

                   10203 Causeway Street

                   Boston, MA  02003

Contract/Task Order & Mod. No.:  50-3K15-2-0255, Mod. 02

Accounting Code(s) & Amount(s):  X011205953 - $1,400; X011206900 - $200

Project/Location:  Renovation of Headhouse/Marblehead, MA

Justification:  During the renovation of the headhouse in Marblehead, MA, it was suspected that asbestos was present.  To confirm this, samples must be taken and analyzed before the renovation can be completed.  The modification to the contract will provide for a 14 bulk sample test to determine the presence of asbestos.

The change is within the scope of the original contract.  The presence of asbestos was an unknown condition at the time the parties signed the contract/task order.  The condition must be addressed in order for the contractor to complete the renovation of the headhouse.

The legal citation for the change is FAR 52.236-2, Differing Site Conditions.

cc:

O. Jones, FCB

Secretary, FCB
