The following conventions are in place for the IA template (same as those used in other FEDSM templates):

Blue- Denotes GSA/FEDSIM or OMB guidance for items that need to be entered for each section

Red- Sample Language

Please change all colored text to black and remove blue and red guidance/sample language prior to final printing of the IA for signature.

NOTE:  The IA requires THREE client signatures.  Signature in Part A.13, Signature in Section B.12 of Funds Certifying Official, and Signature in Part B.18 

You can amend Part B without having to amend Part A.  

Part A Instructions

	Section Number
	Instructions

	
	

	A-1
	Insert name of Requesting Agency

	A-2
	Boilerplate. Do not change. 

	A-3
	Insert IA Number from OMIS here.  If this is an Amendment, enter Amendment number.

	A-4a
	If organizations other than the main IA client will be using this IA for AAS support, include list of “authorized” organizations in A.4-a.

	A-4b
	If other FAS/AAS organizations will also be providing support under this IA, include list here.  Otherwise, leave as is.

	A-4c
	High level scope description is from the Scope section of the old IA already included.  Can revise or change if needed.  Consult GM/SD if changes are needed.

	A-4d
	Include any restrictions on the support to be provided under this IA.  If there are no restrictions enter “None”.

	A-5
	Insert estimated completion date (end date) for support under the IA.  If you think this will be a 5 year effort, put the end date 5 years from the start date.  Suggest using Sept 30 of a particular year for end dates on any IA.

	A-6
	This section is similar to the AAS and Client Responsibilities sections of the old IA.  If the client is not going to be the COR or COTR on any order awarded by AAS on their behalf, you can remove items 20-22, if needed.  Please note there is an additional section (items 23-28) to be included in the Requesting Agency Roles and Responsibilities section for DOD clients only.  Remove items 23-18 if your IA is with a Civilian agency.

	A-7
	Boilerplate.  Do not change.

	A-8
	Boilerplate.  Do not change.

	A-9
	Boilerplate.  Do not change.

	A-10
	Boilerplate.  Do not change.

	A-11
	Boilerplate.  Do not change.

	A-12
	Boilerplate.  Do not change.

	A-13
	Boilerplate.  Do not change.

	A-14
	IAs are always signed for an AAS Director, regardless of who actually is signing it.  The AAS Director name should always appear in this box.  This is the same as the old IA process.
SD signs original Part A.  GM can sign subsequent amendments.

2nd signature line for client is optional.  Ignore if not needed.

	Footer
	Has place for SD to initial and date.  SA stands for Servicing Agency.


Part B Instructions

	Section Number
	Instructions

	
	

	B-1
	Insert name of Requesting Agency

	B-2
	Boilerplate.  Do not change.

	B-3
	Insert IA Number from OMIS here.  If this is an Amendment, enter Amendment number.

	B-4
	Identify where Part A of the IA can be located or check the box stating that Part A is attached.  Check with your GM/SD on their preference.

	B-5
	Insert Project Title

	B-6
	Provide sufficient information about the client’s requirement to clearly identify the bona fide need.  Do NOT include background information about the client (e.g., the mission of the FBI is to…).  The information in Section B.6 should be specific to the project/requirement and the support requested by the client.  The information in Section B.6 will vary depending on the project scope, size, and duration but must include:
· Statement of Need.  The basic requirement the client must satisfy via this IA.  

· Detailed description of project.  The detailed description of the project should include: project objectives, performance objectives, place of performance, period of project performance, and statement of work as it becomes refined throughout the project’s life cycle.  Initial IAs should include, draft statements of objectives, draft statements of work (can be those initially developed by the client).  
· Project Cost Estimates, starting with estimates in terms of orders of magnitude, and become more accurate over the project life cycle.  Items such as related budget info, form 300s, project charters, etc. should be attached when available.

· Any customized AAS service requirements, and 

· Special Communications requirements
Use the check box if the information is available in a separate document (e.g., an SOW or detailed description of the work that is too large to cut and paste into the Part B and still have Part B look ok).  Otherwise, ignore the check box.

	B-7
	List Key Projected Milestones for the Project (samples provided)

	B-8
	Boilerplate.  Do not change.

	B-9
	Sample language here.  Tailor as needed to provide specifics about what support AAS is providing.

	B-10
	Check appropriate box for reimbursement of AAS support.

Enter estimated annual cost for AAS (not contractor) support (AAS labor and fees) for support to be provided under Part B.  This is an estimate; however, try to be as accurate as possible.

	B-11
	Insert IA number from OMIS in column 1.  Enter brief description of requirement (e.g., Help Desk support) in column 2. Identify whether the flow-through support in column 2 is severable or non-severable in column 3.  Do NOT change column 4.
The Funding Summary is similar to Blocks 11, 12, and 13 in the old IA.  It is here to give an overview of funding provided in support of Part B.  The Total IA Funding field (third column) will calculate the total of the Previous and Current Fields.  This is NOT automatic; you must press F9 to force the calculation to occur.  If you are doing a de-obligation, you will need to type in the total manually.
Previous IA Funding – should be total from previous IA or any previous IAA; if initial IA put $0.00

Current IA Funding – If this is the initial IA, put the initial IA amount.  If this is an Amendment, put the IA Amendment amount for this Amendment.

Total IA Funding – Total of Previous IA Funding and Current IA Funding columns. 

	B-12
	See separate section for completion instructions. – Replaces Financial Addendum.  NOTE:  There is a Funds Certifying Official signature required for this Section.

	B-13
	Boilerplate.  Do not change.

	B-14
	If applicable, identify any unique requirements (other than funding) for the acquisition.

	B-15
	Insert FIPS 95-2 code.  http://www.itl.nist.gov/fipspubs/fips95-2.pdf

	B-16
	Boilerplate.  Do not change.

	B-17
	Servicing Agency Contact Information – Insert AAS GM name, email, and phone/fax number in Block for Servicing Agency Program Office POC.  Insert AAS PM info in the Servicing Agency PM Block.  

Requesting Agency POC info – self explanatory.

	B-18
	Signatures – self explanatory.  Second signature line available for those clients that have more than one signatory for Part B of the IA.  Ignore it if you do not need it.
SD signs original Part B.  GM can sign subsequent amendments.

NOTE:  if the transaction is subject to the Economy Act, a warranted contracting officer or another official designated by the agency head must approve a Determination and Finding.


Section B.12 Instructions
	Basic appropriation symbol (Treasury account symbol)
	Block 15 of current FA  

Basic Appropriation Symbol of each individual fund citation or line of accounting (4 digits for DOD; varies for civilian agencies)
Treasury FASTBOOK

	Amount obligated (contract costs plus assisting agency’s service fee)
	Block 7 of current FA

Self-explanatory

	Fund citation (line of accounting)
	Block 10 of current FA

Amount of each individual fund citation or line of accounting.

In addition to LOA, also include MIPR or PO number in this field

	Appropriation expiration date
	Block 13/14 of current FA

Enter the FY funds availability for each individual fund citation or line of accounting and the FY through which these funds are available.  For example, 1 year FY09 appropriations should reference FY 2009 through FY 2009, and 2 year appropriations should reference FY2009 through FY2010.  Include Type of Funds – one year, multi-year, no year.  

Make sure this field includes appropriation  expiration date, First FY available, FY of Funds, and Type of Funding (one year, multi-year, no year)

	Unique restrictions on funding (if any)
	Block 18 of current FA

If applicable, identify any unique funding requirements, including statutory or regulatory requirements for each individual fund citation or line of accounting.

	Business event type code
	Will be DISB for Receiving Agency.  Already entered into B.12 – Do NOT change
(Treasury BETC info Treasury TAS Info)

	Agency location code (8-digit) for IPAC
	Block 11 of current FA

	DUNS/BPN number (Business Partner Network or BPN #)
	Block 6 of current FA

Dun and Bradstreet DUNS Locator

	Funding agency code
	Block 15 (Dept code) of current FA (e.g., GSA is 4700).  Based on FIPS 95-2

	Funding office code
	Subset of Agency code to further define agency (e.g., GSA Office of the Chief Financial Officer is 4717) 

	Billing Office Address
	Block 12 of current FA.  The FSC has requested the Billing Office address be provided as this address may be different from the Financial POC address in section B.17
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