FY-2002 Reimbursement Process

(30-AMP Electrical Circuit Installations)

Following is the process to request reimbursement for installation of 30-AMP electrical circuits installed for the CCE servers.  The agencies within each state that are requesting reimbursement must complete the following steps.  The requests for reimbursement should not be submitted until all the sites in a state have the required electrical circuits have been installed.

Procedure for NRCS and RD

1. Electronically complete the Electrical Reimbursement Costs spreadsheet, Electrical Reimbursement Costs.xls.  All sites that reimbursement is being requested must be listed in the spreadsheet.  All elements in the spreadsheet must be completed.

2. Electronically complete the AD-673, AD-673 Template - FY02 (11-06-01) .dot, as follows:

a. Payer block - completed by OCIO, do not change.

b. Bill Number block- must be completed by the requesting agency.  The Bill Number is assigned by the agency using their internal numbering scheme.

c. Date block - must be completed by the requesting agency, the date the reimbursement is being requested.

d. Appropriation block - the requesting agency Accounting Code where the funds are to be transferred.

e. Work Plan Code block - the requesting agency Fund Code.

f. Object Class - the requesting agency Object Code where the funds are to be transferred.

g. Description block - use the information as presented EXCEPT the Accounting Code and the Agency Location Code.

i. The Accounting Code should be completed as follows:

1. For NRCS use:
023A0316200
2. For RD use:
023A0307200
ii. Agency Location Code – provide this code for your state.
h. Amount column - enter the dollar amount to be transferred.  This amount will be the same as the total amount from the spreadsheet.

i. Do NOT sign the form; it will be signed by OCIO’s office.

3. The electronically completed AD-673 and the spreadsheet are to be attached to an email and sent to Larry Brooks, CCE Project, at lbrooks@itc.nrcs.usda.gov.  The email with attachments will serve as a certification from the states that the information is correct and accurate.  Include in the email the following information:

a. Name, title, and address of the individual that the signed AD-673 will be returned to.

4. Larry Brooks will review the information provided and forward for approval and signature of the AD-673.

5. The signed AD-673 will be sent to the individual that is listed in the original email for entry into FFIS.

6. NRCS and RD – follow the procedure used for your state to enter the information into FFIS.  If agencies do not take this final step, funds will not be transferred.

Procedure for FSA

1. FSA State Office

a. Electronically complete the Electrical Reimbursement Costs spreadsheet, Electrical Reimbursement Costs.xls for your state.  All sites that reimbursement is being requested must be listed in the spreadsheet.  All elements in the spreadsheet must be completed.

b. E-mail the completed spreadsheet to Sandi Davenport at Sandi_Davenport@wdc.usda.gov.  This is the final step for FSA state offices.

2. Sandi Davenport

a. Accumulate spreadsheets from all the states

b. Electronically complete one Electrical Reimbursement Costs spreadsheet, Electrical Reimbursement Costs.xls for all states that FSA funded the electrical circuit installation.  All sites that reimbursement is being requested must be listed in the spreadsheet.

c. Electronically complete one AD-673, AD-673 Template - FY02.dot, after all the spreadsheets have been received.
d. The electronically completed AD-673 and the spreadsheet are to be attached to an email and sent to Larry Brooks, CCE Project, at lbrooks@itc.nrcs.usda.gov.  The email with attachments will serve as a certification from FSA that the information for the states is correct and accurate.  Include in the email the following information:

i. Name, title, and address of the individual that the signed AD-673 will be returned to.

3. Larry Brooks will review the information provided and forward for approval and signature of the AD-673.

4. The signed AD-673 will be sent to the individual that is listed in the original email for entry into FFIS.

5. FSA National Office MUST enter the information into FFIS.  If FSA does not take this final step, funds will not be transferred.

6. FSA National Office

a. The FSA National Office will re-allocate the funds to each of the states for the amount they spent on installation of the 30-amp electrical circuits in their state. 

7. FSA State Office

a. The FSA State Office will re-allocate the funds to each of the County Offices for the amount they spent on installation of the 30-amp electrical circuit.
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