C.AWARD EMERGENCY AWARD REQUEST PROCESS

DURING SHUTDOWN
1. There is an emergency falling under the emergency purchasing criteria - mission critical or discontinuance of service.

2.  Requisitioner completes Emergency Procurement Approval Form (located on the http://www.ago.noaa.gov/ago/acquisition/c_award.cfm website) and submits to Staff Office Director or Line Office Chief Financial Officer (CFO) for approval.  After approval, the requisitioner sends the document to the servicing AGO Acquisition Division Director for approval. Both signatures are required.
3. Requisitioner completes the Government Shutdown Obligation Entry Form (located on the http://www.ago.noaa.gov/ago/acquisition/c_award.cfm website)
4. Requisitioner provides a scanned copy of the signed Emergency Procurement Approval Form and the completed Government Shutdown Obligation Entry Form to Stephen.l.Smith@noaa.gov and Thomas.F.Santymire@noaa.gov via email.  In order to ensure expedient processing of emergency procurements, it is imperative that the Emergency Procurement Approval Form and the Government Shutdown Obligation Entry Form are each completed with valid and accurate data the first time.  All fields and signatures are mandatory.  Incomplete/incorrect forms will delay processing of your request.
5. Budget Office processes Government Shutdown Obligation Entry Form to verify funds availability.  If funding is available, Budget sends approved Government Shutdown Obligation Entry Form and signed Emergency Procurement Approval Form to clientservices@noaa.gov  with a cc to the requisitioner.
6. Client Services provides next available requisition number to the requisitioner via email.

7. Requisitioner creates a CD-435.

8. Requisitioner sends completed CD-435 to the appropriate AGO Acquisition Division Director.
9. The AGO Acquisition Division Director assigns the CD-435 to a Contract Specialist and Contracting Officer.
10. Contract Specialist/Officer creates an award document. Contract Specialist/Officer emails clientservices@noaa.gov to request General Journal (GJ) processing.  A copy of both the CD-435 and the contract action must be provided with the request. If this is a new award, please indicate that a new award number is being requested. If you are not requesting a new award number, please specify the modification, task order, or delivery order number with your request.
11. On a daily basis, Client Services assigns next available award numbers for any requests received that day and provides all related award documentation to the Financial Reporting Division (FRD) for GJ entry processing. 

12. FRD processes GJ entries in the Core Financial System (CFS) on a daily basis to record the obligations.

13. On a daily basis, FRD emails Client Services with a list of all obligated awards.
14. Client Services provides the award number and confirmation that the GJ has been processed to the Requisitioner and Contract Specialist for obligated awards. If the request is a contract modification, task or delivery order, a new award number will not be recorded, the original award number will be tracked.

15. Contract Specialist/Officer sends the award to the vendor as a completed award.  

16. Contract Specialist/Officer emails a scanned copy of the signed award document to clientservices@noaa.gov  and the servicing Finance Office (EasternOperations@noaa.gov or WesternOperations@noaa.gov).
17. Client Services sends confirmation message to the Requisitioner, Contract Specialist, Acquisitions Director, Budget, Accounting Operations Division, and the Financial Reporting Division.

18. Any invoices related to emergency awards will be submitted to the servicing AOD finance office and processed according to the Prompt Payment Act.  AOD will notify clientservices@noaa.gov when payments are made.

POST C.AWARD GO-LIVE
1. Client Services provides final listing of emergency procurements and copies of all emergency procurement documentation to the AGO Systems Team.
2. The AGO Systems Team creates, completes, and approves requisitions in C.Request.
3. The AGO Systems Team creates shell documents in C.Award and attaches all emergency documentation.  
4. The AGO Systems Team assigns shell awards to the Contract Specialist in C.Award.
5. Contract Specialist updates document in C.Award and notifies ORSI.tier2@noaa.gov when the document is ready to obligate.
6. Each week, by close of business Wednesday, the AGO Systems Team provides FRD a list of awards that require GJ reversals.

7. By close of business Thursday, FRD performs GJ reversals and notifies ORSI.tier2@noaa.gov  when reversals are complete.
8. Each Friday, the AGO Systems Team notifies Contract Specialist that processed awards are ready to select Obligate in C.Award for the action in order to record the obligation through C.Award and CFS.
9. By close of business Monday all Obligations will be recorded through C.Award and CFS. Contract Specialist emails ORSI.tier2@noaa.gov to indicate that an accepted message was received in CFS.
10. Each Tuesday, the AGO Systems Team updates the listing of emergency procurements and provides the updated listing to EasternOperations@noaa.gov and WesternOperations@noaa.gov. 
11. Steps 3-10 will repeat on a weekly basis until all emergency procurements are processed in C.Award.

NOTES

· There can only be one requisition per each award, if there is more than one funding source, the funding sources will need to coordinate within their respective offices.  Requisitions will not be consolidated for award.

· Keep the appropriate AGO Acquisition Division in the loop during this process.
· All documents will be attached when entered into C.Suite in order to provide an audit trail.

· During the shutdown, all documents will be tracked by requisition number. 
· In order to ensure expedient processing of emergency procurements, it is imperative that the Emergency Procurement Approval Form, the Government Shutdown Obligation Entry Form, and the CD-435 are each completed with valid and accurate data the first time.  All fields and signatures are mandatory.  Incomplete/incorrect forms will delay processing of your request.
CONTACT INFORMATION

	Group
	Name
	Email
	Phone Number

	Client Services Help Desk
	Client Services Help Desk
	clientservices@noaa.gov
	301-444-3400

	AGO Systems Team
	Tier 2 Help Desk
	ORSI.tier2@noaa.gov
	N/A

	
	Pamela McGonigal
	Pamela.mcgonigal@noaa.gov
	301-713-1705 x109

	
	Chuck Hughes
	charles.a.hughes@noaa.gov 
	405-573-8915

	
	Deborah Sampson
	deborah.c.sampson@noaa.gov
	301-713-1705 x108

	
	Jacob Nyquist
	jacob.m.nyquist@noaa.gov
	301-713-1705 x126

	Budget
	Stephen Smith
	Stephen.l.Smith@noaa.gov
	202-482-3939

	
	Thomas Santymire
	Thomas.F.Santymire@noaa.gov
	202-428-2074

	Financial Reporting Division
	Kim Darling
	Kim.darling@noaa.gov
	301-444-2806

	
	Mark Miller
	mark.p.miller@noaa.gov
	301-444-2704

	
	Tracey Cornish
	tracey.cornish@noaa.gov
	301-444-2146

	Accounting Operations Division
	Eastern Operations
	EasternOperations@noaa.gov
	N/A

	
	Western Operations
	WesternOperations@noaa.gov
	N/A
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