USDA/POD Talking Paper ULOs- Samples
[bookmark: _GoBack]Process - 
1. Run Oracle Reports – These reports assist with the historical research of invoicing that took place prior to transitioning to IPP and also assists with reconciling contract files.
a) Award Consistency - Comparison of the open amounts to receive and invoice between IAS and FMMI for a particular award 
b) Contract Closeout - Displays contract obligation and paid amount in accordance with Procurement Advisory No. 93C (18 May 2017)
c) Invoice Header – Invoice data, including key dates, finance and payment information. (One record per invoice) (Also includes interest)
d) Spend Chain - A listing of documents (requisitions, awards, receipts, invoices) in the order (spend chain) sent to finance tied to a specific award. This report is also helpful should there be any discrepancies between payments and receipts

1. Complete IPP Research 
1. Check Balances in system – save PDF
1. Get the IPP/POC and all contract POC’s to send Closeout E-Mail
1. Run IPP Analysis report – This report provides all of the invoices processed through IPP and will identify key discrepancies if available.

1. Complete Reconciliation of Oracle reports and IPP. 
2. Utilize the Payment log to compile all of the payment history.

1. Invalid ULO exists – provide copy to POD/POC of payment or modification which removed funds. 
3. POD/POC: Phyllis R. Coburn-Harriel

1. Valid ULO exists- E-Mail Vendor POC(s) request confirmation of no outstanding documents. (Supporting Documents provided to vendor in E-Mail) – 

· Log-into SAM to obtain e-mail addresses for all parties associated with contractor.

4. Base award
4. Last Modification (if applicable)
4. Modification History (export from IAS)
4. Invoice Header Report (Contains all invoice descriptions and comments)

1. All supporting documents are uploading into IAS supporting documents for order.

1. Status maintained on OCFO spreadsheet with documented findings, provide pertinent payment information to clear payments or errors. (This is currently managed through coordination with USDA/POD Director/Deputy and the contractor support team. (This is for information only)

6. POD/POC: Phyllis R. Coburn-Harriel 

Issues/Findings:

· Contracts written prior to 2011 when the payment system transitions requires additional research.  It is important that contractors identify the “Final Payments”
· Recommend once final payment is processed the CO/Specialist coordinate with the customer to clear the fiscal year funds immediately


ORACLE REPORTS

ORACLE Reports: Award Consistency - Comparison of the open amounts to receive and invoice between IAS and FMMI for a particular award 

Once logged into IAS/ Go back to IAS Homepage
Select Icon: Requisitioning/Reporting Tool (Oracle/iProc)
Select Report User – hit arrow down– Left hand column
Select Award- hit arrow down
Select Award Consistency
Enter Award Number in search field – hit go-if you hit enter no results will return- 
Select “Actions” Button to export report – See Screenshot
· Select Download
· Select “CSV”
· Select “Open”
· File
· “Save As” (Select computer location to save file)
· File name – “award_consistency-AG-3144-P-16-0050” (order Number)
· Save As Type: “Excel Workbook”

ORACLE Reports: Contract Closeout - displays contract obligation and paid amount in accordance with Procurement Advisory No. 93C (18 May 2017)

Once logged into IAS/ Go back to IAS Homepage
Select Icon: Requisitioning/Reporting Tool (Oracle/iProc)
Select Report User – hit arrow down– Left hand column
Select -Award- hit arrow down
Select “Contract Closeout”
Enter Award Number in search field – hit go-if you hit enter no results will return- 
Select “Actions” Button to export report –
· Select Download
· Select “CSV”
· Select “Open”
· File
· “Save As” (Select computer location to save file)
· File name – “contract_closeout-AG-3144-P-16-0050” (order Number)
· Save As Type: “Excel Workbook”

ORACLE Reports: Spend Chain - A listing of documents (requisitions, awards, receipts, invoices) in the order (spend chain) sent to finance tied to a specific award. This report is also helpful should there be any discrepancies between payments and receipts


Once logged into IAS/ Go back to IAS Homepage
Select Icon: Requisitioning/Reporting Tool (Oracle/iProc)
Select Report User – hit arrow down– Left hand column
Select “Interface/Transactions”- hit arrow down
Select “Spend Chain”
Enter Award Number in search field – hit go-if you hit enter no results will return- 
Select “Actions” Button to export report –
· Select Download
· Select “CSV”
· Select “Open”
· File
· “Save As” (Select computer location to save file)
· File name – “spend_chain-AG-3144-P-16-0050” (order Number)
· Save As Type: “Excel Workbook”

ORACLE Reports: Invoice Header - Invoice data, including key dates, finance and payment information. (One record per invoice) (Also includes interest)

Once logged into IAS/ Go back to IAS Homepage
Select Icon: Requisitioning/Reporting Tool (Oracle/iProc)
Select Report User – hit arrow down– Left hand column
Select “Invoice/Receipt”- hit arrow down
Select “Invoice Header”
Enter Award Number in search field – hit go-if you hit enter no results will return- 
Select “Actions” Button to export report –
· Select Download
· Select “CSV”
· Select “Open”
· File
· “Save As” (Select computer location to save file)
· File name – “invoice_header-AG-3144-P-16-0050” (order Number)
· Save As Type: “Excel Workbook”








0. SAMPLE E-MAIL ORDERS WITH FULL BALANCE REMAINING:
Update all required highlighted areas of the e-mail – Delete all red font prior to sending to vendor
[bookmark: _Hlk7002100]SUBJECT: Closeout/De-Obligation of Fiscal Year 2016 Funds: GS-35F-400CA/AG-3144-D-16-0456
RESPONSE Requested Not Later Than: 2 May 2018  (deadline is 7 days after e-mail is sent)

The referenced order was awarded: 21 Sep 2016
Period of Performance Expired: 30 Sep 2016
Description: Wireless Headsets
Total Award Amount: $3,475.00

To date USDA/POD has received no record of final receipt of order and no invoices have been received or rejected to date.

Please take action in the following order:
1. Provide proof of delivery of goods/services and submit final invoice.

1. If goods/services were not provided this order will be cancelled.
1. Contracting Officer will have Contract specialist to complete cancellation modification.
1. Contractor will be sent the cancellation modification and request signature 
authorized representative, A&T Marketing INC DBA A&T Networks (Responsible Vendor)
1. Order will be required to de-obligate funds and close order.

If no response is received by the requested date USDA/POD will proceed with the cancellation of the order.
Should you have any questions please respond to all parties in this correspondence.

Respectfully,


2. SAMPLE E-MAIL ORDERS WILL REMAINING BALANCES FOR DE-OBLIGATION
Update all required highlighted areas of the e-mail – Delete all red font prior to sending to vendor

SUBJECT: De-Obligation and Closeout Fiscal Year 2016 Funds: AG-3144-P-16-0050
REQUESTED RESPONSE No Later Than: 3 May 2018 (deadline is 7 days after e-mail is sent)

Dear Sir/Ma’am,
The customer has requested the de-obligation and closeout of excess funds for the referenced order.
Final Invoice#: 25840
Dated: 30 Mar 2016
Paid: 26 Apr 2016
Description: 
Total Paid on Delivery Order: $21,186.29
De-Obligation Amount: $813.71
Period Performance Expired: 31 Mar 2016
VENDOR SAM EXPIRED: 11 May 2016 (Include only if applicable)
Please have the authorized representative for Rocky Mountain Telecom (Responsible Vendor) complete and sign:
Blocks 15A, 15B and 15C.
Failure to respond to correspondence will result in USDA/POD proceeding with the de-obligation and closeout as a Unilateral Modification.
Should you have any questions please respond to all parties in this correspondence.

Respectfully,







SF30 INPUT
Section 13. 
C or D. FAR CLAUSE 52.212-4 Contract Terms and Conditions - Commercial Items (Utilize required clause based upon the type of order.)
E. “Contractor is required to sign this document.
Number of Copies Contractor is required to Return: 1

1. SAMPLE VERBIAGE EXCESS FUNDS MODIFICATION
Update all required highlighted areas- change the verbiage to correspond with the action taken and received by Government and Vendor
The purpose of this modification is to de-obligate Fiscal Year 2016 excess funds and close the order. 
1. Order identified 12 Apr 2019, 2nd Quarter Un-Liquidated Obligations (ULO) Report, for USDA.  De-obligation of excess funds ($896.33) identified. 
2. Final invoice#: 10048829A Dated: 26 Oct 2017 was processed/paid 14 Nov 2017. The total amount paid on the order was $3,651.62.
3. The total amount of the order is decreased by $896.33 from $4,547.95 to $3,651.62.
4. All products/services received and all payments processed. This closes the delivery order in its entirety.
All other terms and conditions remain unchanged.

The purpose of this modification is to de-obligate Fiscal Year 2017 excess funds and close the order. 
1. Order identified 12 Apr 2019, 2nd Quarter Un-Liquidated Obligations (ULO) Report, for USDA.  De-obligation of excess funds ($49,027.25) identified. 
2.  Contractor Representative Leslie Rodriguez, contacted via e-mail 15 April 2019 concerning de-obligation of excess funds.  Release of claims for orders under contract AG-3144-C-15-0002 signed by the Vice President, 19 Apr 2019 were provided by Bonnie Moore 23 Apr 2019 with all supporting documents. 
3.Final invoice#: 250017-1704 Dated: 17 Nov 2017 was processed/paid: 2 Jan 2018. The total amount paid on the order was $6,618,448.60.
4. The total amount of the order is decreased by $49,027.25 from $6,667,475.85 to $6,618,448.60.
5. All products/services received and all payments processed. This closes the delivery order in its entirety.
All other terms and conditions remain unchanged.



1. SAMPLE VERBIAGE CANCELLATION MODIFICATION
Update all required highlighted areas- change the verbiage to correspond with the action taken and received by Government and Vendor

The purpose of this modification is to de-obligate Fiscal Year 2013 Excess Funds and closeout order.

1. Request was made from USDA/OCFO to de-obligate excess funds in the amount of ($2,872.50).  25 May 2017 Ms. Consuela Reed, Business Decisions Information, Inc., was contacted via e-mail to identify any outstanding invoices or confirmation of final payment. 

2. USDA/POD requested all outstanding invoices or confirmation of final payment were received no later than 7 Jun 2017. No response was received from Business Decisions Information, Inc.  The contracting officer/branch chief determined it was in the best interest of the government to complete the unliteral modification based upon the contractor’s failed response.

3. The total amount of the order is decreased by $2,872.50, from $2,872.50 to $0.00.

4. No products/services were received and no payments processed.  This cancels and closes this order in its entirety. All other terms and conditions remain unchanged.







The purpose of this modification is to de-obligate Fiscal Year 2016 Excess Funds and closeout order.

1. Request was made from USDA/OAS to de-obligate excess funds in the amount of ($5,114.10).  24 Apr 2019 Ms. Norma Raleigh-Ochoa, Contracts Manager, Trofholz Technologies, Inc.., was contacted via e-mail to identify any outstanding invoices or confirmation of final payment. 

2. Ms. Raleigh-Ochoa, responded and stated the order may be cancelled and the funds de-obligated as no work or products were provided. 

3. The total amount of the order is decreased by $5,114.10, from $5,114.10 to $0.00.

4. No products/services were received and no payments processed.  This cancels and closes this order in its entirety. All other terms and conditions remain unchanged.
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