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TO:             DRMs/DPMRs/FM’s

FROM:       151/Deputy Chief, Regional Finance Office

SUBJECT:  Withdrawal and Reissuance Procedures for Reimbursable Funds

The Regional Finance Office (RFO), Financial Services Department, will be submitting Goddard’s PY03 Quarterly Phasing Plan to NASA HQ in September.  All requests to rollover reimbursable funds to the new fiscal year should be submitted to the RFO by September 6, 2002.  This due date will allow you to use the end of August actuals in your calculations.

When reviewing your available balances for possible rollover, please be advised that NASA HQ is closely monitoring how quickly we’re obligating our funds.  This is important for us because if, during any given quarter, we need additional allotment in a fund source, NASA HQ is reluctant to provide it to us if we have not sufficiently obligated what we’ve already allocated in 506 authority.  Therefore, please let us know only those rollover amounts that are going to be obligated in PY03.   To the same extent, let us know which quarter the funds will be obligated.  This will enable us to issue 506 authority in the same quarter in which it will be utilized. 

Also, if you have an agreement that has been accepted in PY02, but 506 authority is to be issued in PY03, you do not need to provide a rollover worksheet to the RFO.  A listing of these agreements is on file and the 506 authority will be issued when the applicable quarterly funding is received from HDQTRS.

Rollover Analysis

When analyzing the reimbursable agreements for rollover, the two critical elements to review are 1) period of performance of the agreement and 2) funds expiration date of the agreement.  If the period of performance has expired, you must obtain the required amendment for extension before your funds can be rolled over.  Expired customer appropriations cannot be rolled over.

Labor and Travel

PY02 and prior unobligated resources authority for labor and travel must be re-issued by the RFO as PY03 funds (or they cannot be used in PY03).  We will need your best estimate of what your reimbursable unobligated carryover balances will be as of September 30, 2002.  You can use the following analysis:

     Available balance       (from 002 report)

    -rollover requests         (already submitted this year, but not yet processed)

    -pipeline amount          (account for travel orders or labor charges not posted to fiscal)

      rollover amount

Make sure you subtract your rollover requests already submitted and your pipeline activity from the available balance.  You must account for your labor fringe benefit charges and any administrative charges that may apply to the agreement.

Travel rollover requests require an itinerary, which must include the date of trip, destination, purpose of travel, name of traveler and estimated amount.  The travel itinerary total must match the travel rollover amount.

SAT/HSF/MS/Cof F

PY01 and prior resources authority for SAT (FS-29), HSF (FS-34, 54), and MS (FS-43, 48) funds must be reissued as PY03 funds.  Also, PY00 and prior CofF (FS-37) must be reissued as PY03 funds.  You should perform an analysis similar to the one for labor and travel above, but make sure you account for obligations that will occur this fiscal year as your pipeline data amount.

Remember, if you withdraw too much from prior years and create a negative balance, that balance must be covered by direct funds.

Other Important Information

Please remember that, as of  PY02, we are operating under a two-appropriation budget structure.  The two appropriations are SAT (FS-29, 41, and 42) and HSF (FS-37, 41, 42,  and 54).  Therefore, we receive allotments for labor, travel, and institutional funds under each appropriation.  

Based upon the submission of your rollover request, the RFO will prepare a request for  withdrawal of prior year 506 authority and re-issuance of PY03 funds.  Note:  If you aren’t planning to use the funds, you do not have to roll them over—just inform us and we will process a withdrawal.  

All requests to realign funds, between fund sources, will require a written justification.

Once the withdrawals and re-issuances have been processed, you will receive e:mail confirmation and attachments (for your files).

Please use the attached worksheet and submit all requests to Kim Russell, Code 159, by COB September 6, 2002.  The worksheet can be sent to Kim, via e:mail, at krussell@pop100.gsfc.nasa.gov.  A copy of the worksheet and these instructions will also be posted to the RFO Homepage at http://rfo.gsfc.nasa.gov/.  If you have any questions, please call Kim Russell  (6-4749).
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