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FOREWORD

The purpose of this Protocol and Guidance Document is to provide standardized processes and steps to assist those involved in requesting, documenting, and invoicing of orders for aviation services that are available through the Department of the Interior’s (DOI) National Business Center, Acquisition Office (AQD) and subsequently paid through the Department of the Treasury’s Financial Management Service Internet Payment Platform (IPP).
The information provided in this version of this document is valid until further notice is released from this office.
This document consists of processes for fire suppression, other emergency and project aviation flight requirement needs, broken down by contract types.  These are illustrated by step-by step process charts and then the same steps summarized by roles.  This document is further supplemented with other pertinent information and sample forms that are applicable to the requesting of flight services.   
It is important to understand that flight ordering requirements for emergency and non-emergency missions follow different processes. 
Documentation of all flight services, regardless of the program need, is accomplished on an OAS-23/23E Aircraft Use Report form, which is then entered into the Aviation Management System (AMS).  The hard copy form acts as the ‘Field Receiving Report’ which provides evidence that the flight information is accurate.  Until further notice, AMS will be the Government’s “Electronic Receiving Report”, which supports Contractor payments that are invoiced and paid through IPP.  The information in this document addresses only those contracts that currently include or will be modified to include the IPP invoicing and payment clause.  Any Contractor that receives specific direction for a unique contract or order from their AQD Contracting Officer that differs from the instructions contained in this document, should follow that direction.  
The AQD office is also utilizing the DOI Financial Business Management System (FBMS), which is to become the DOI’s single financial and business management system.  Implementation of FBMS provides standardization and integration of business processes across DOI and requires rigid financial controls, thereby ensuring the appropriate handling and administration of DOI funds.  This means AQD and the COs will be following certain mandated processes as they facilitate aviation services.   
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POINTS OF CONTACT

[bookmark: OLE_LINK75][bookmark: OLE_LINK101]Development of New Interagency Agreements	Bureau Contracting Office or
Grants and Agreements Office
Management of Existing Interagency Agreements	Vacant at this time (AQD) 208-433-5075 or
Bureau Contracting Office
OAS-91 Questions	Adrianne Molenaar (AQD) 208-433-5038
Associating Flights with Specific Task Orders 			Bureau Aircraft Manager, Contractor or 										Contracting Officer of Specific Order
Identifying Orders in AMS					Wendy Venable (AQD) 208- 433-5036
Payment Status							Darcee Simpson (NBC Finance) 303-969-5658 or									Debbie Sanrah (NBC Finance) 303-969-7378 or
    								Refer to your IPP account	
NBC to Bureau IPAC Billing					Brent Stevenson (NBC Finance) 303-969-5416
General AMS Assistance						Dale Gaston (AQD) 208-433-5042
Order Document Questions					AQD Ordering Contracting Officer (CO)
Contract Questions						AQD Contracting Officer (CO)
ACRONYMS USED IN THIS DOCUMENT

AMS		Aviation Management System
A/P		Accounts Payable (National Business Center, Finance)
AQD		Acquisition Branch (Department of the Interior, National Business Center)
ARA		Aircraft Rental Agreement
AUR		Aircraft Use Report
AV		Availability (Daily)
CLIN		Contract Line Item Number (referred to as “Item #” on OAS-23/23E)	
CO		Contracting Officer
COR		Administrative Contracting Officer Representative (Receiving Official in FBMS)
CWN		Call When Needed – (Basic Ordering Agreement)
DOI		Department of the Interior
FAIRS		Federal Aviation Interactive Reporting System
[bookmark: OLE_LINK3]FBMS		Financial and Business Management System (Department of the Interior)
FY		Fiscal Year
EU		Exclusive Use (Contract)
IAA		Interagency Agreement
[bookmark: OLE_LINK76]IPAC		Intra-Governmental Payment and Collection System
IPP		Internet Payment Platform (Department of the Treasury’s Financial Management Service)
MIPR		Military Interdepartmental Purchase Request
NBC		National Business Center
NICC		National Interagency Command Center
REQ		Requisitioner (FBMS)
SES/GR		Service Entry Sheet/Good Receipt (FBMS)
[bookmark: OLE_LINK104][bookmark: OLE_LINK2][bookmark: OLE_LINK6][bookmark: OLE_LINK122]USDA-FS	U.S. Department of Agriculture, Forest Service 

[bookmark: OLE_LINK105]	
[bookmark: OLE_LINK86]Applicable to:
[bookmark: OLE_LINK99]DOI On Call Contracts 
DOI Aircraft Rental Agreements (ARA) Logistical Support
USDA-FS CWN Contracts for Medium and Heavy Helicopters 

[bookmark: OLE_LINK39]
	STEP
	ROLE
	PROCESS ACTION

	1
	Aviation User
BUREAU
	[bookmark: OLE_LINK10][bookmark: OLE_LINK12]DOI Bureaus – The Bureau of Land Management (BLM) will provide AQD Boise a master IAA to fund orders that DOI Bureaus place for all DOI-only fire suppression services.  
Non-DOI entities - must provide AQD Boise with their own IAA for fire suppression requirements prior to use of DOI contracts. 

NON-SUPPRESSION EMERGENCY AVIATION REQUIREMENTS – Specific user must provide AQD Boise with an IAA to cover the anticipated services as soon as possible. 

[bookmark: OLE_LINK143][bookmark: OLE_LINK14]NOTE:  The process steps for fire suppression and other emergency requirements do not require an OAS-91 Flight Service Request form. However, in the event project work is required, it must follow the process for project mission requirements and not be included with fire suppression/other emergency mission requirements. 

	2
	Acquisition (AQD) CO
	[bookmark: OLE_LINK68][bookmark: OLE_LINK18][bookmark: OLE_LINK9]FOR DOI ON CALL CONTRACTS TO BE UTILIZED BY DOI BUREAUS FOR FIRE SUPPRESSION - CO have created two orders against the “Parent” DOI on call contract for each awarded Contractor.  The first order number will be used if services support DOI suppression use and the second order number will be used if services support USDA-FS suppression use.  Contractors will be provided confirmation of the specific order numbers that are applicable to their on call contract.  

A listing of the Contractor contract and order numbers will be provided to the DOI bureau national offices for their use and further dissemination throughout their bureau, so that field users will use the applicable order number when recording provided services on OAS-23/23E forms.

FOR USDA-FS CWN MEDIUM/HEAVY HELICOPTER CONTRACTS TO BE UTILIZED BY DOI BUREAUS FOR FIRE SUPPRESSION – DOI CO will create a DOI order number against the “Parent” USDA-FS CWN contract.  Contractors will be provided confirmation of the DOI order number that will subsequently be used when services are ordered under the USDA-FS CWN contracts to support DOI.  

A listing of the DOI order numbers will be provided to the National Interagency Coordination Center (NICC).  NICC will utilize the DOI order numbers when ordering medium/heavy helicopters to support DOI needs.  (The DOI CO handling DOI orders that are placed under the USDA-FS CWN contract(s) is located in Boise, ID.) 

	3
	Aviation User
BUREAU
	[bookmark: OLE_LINK11]Order is placed using AQD-awarded contracts and as prescribed by Bureau protocols (I.E. through resource order or other Bureau-prescribed methods).

	4
	Contractor
	[bookmark: OLE_LINK27][bookmark: OLE_LINK36]Provide aviation services when ordered and within the specified contract terms. 

	5
	Contractor 
and 
Aviation User 
BUREAU
	[bookmark: OLE_LINK13][bookmark: OLE_LINK41]Document services on an OAS-23/23E form for no more than two weeks of use at a time.   It is expected that if two weeks of consecutive services are provided, then services will be documented and billed in two week increments.  

The contract number to be identified on the OAS-23/23E forms is the appropriate order number that was issued by the CO in step 2 above for the applicable contract.  Daily availability, flight time and other miscellaneous contract payables are documented on one (1) OAS-23/23E form.   

Contractor is responsible for documenting flight and use information (the left side of the form) and Aviation User is responsible for providing detailed charge code information (the right side of the form). 

The OAS-23 must be filled out completely using correct order number, pay item codes, etc.  

Aviation user and Contractor must both sign OAS-23/23E form.  Signed original is provided to the Contractor to report services in AMS and invoice in IPP.  The OAS-23/23E becomes the official receiving report.

	6
	Contractor
	[bookmark: OLE_LINK29][bookmark: OLE_LINK47]FOR DOI ON CALL CONTRACTS – In AMS, select the applicable (DOI or USDA-FS) order number created by the CO for the contract in order to input the OAS-23/23E recorded services. 

FOR USDA-FS CWN MEDIUM/HEAVY HELICOPTER CONTRACTS TO BE UTILIZED BY DOI BUREAUS FOR FIRE SUPPRESSION – In AMS, select the agreement identifying the applicable DOI order number created by the AQD CO against the USDA-FS CWN contract to input the OAS-23/23E recorded services.  

[bookmark: OLE_LINK96][bookmark: OLE_LINK80]BOTH CONTRACT TYPES - The information entered in AMS must match the information recorded on the OAS-23/23E.  Discrepancies between the hard copy from what is entered into AMS may result in the AUR being rejected back to the Contractor for correction and will subsequently delay payment.

For on call contract types, charges can be entered for both time based and fee based items under one AMS AUR.  Typically one (1) AUR submission will be the basis for the CO’s modification order that will be created to obligate funds to a specific line item for IPP invoice submission.  

IMPORTANT:  Prior to submitting the AUR, record the AMS assigned AUR number on the paper OAS-23/23E before uploading/attaching to the assigned AUR in AMS.  Each AUR must have the associated hard copy OAS-23/23E attached as a PDF file.  (IPP will not accept.jpg format)  

 NOTE:  Input and submit AUR at no later than every 2-week cycles or upon order release.

	7
	Aviation User 
BUREAU
(optional)
Or
AQD Validator
	If desired by bureau, establish a Validator role in AMS to review and edit individual charge code information that was entered by the Contractor.  This role is established in AMS contract-by-contract and should be assigned to a person with knowledge of charge codes applicable to that specific contract and/or order, and that have prompt access to AMS.  If the bureau does not establish this role, the electronic Validation function will be completed by AQD personnel. 


The validator also accomplishes pre-edit functions ensuring:
 --AMS reflects the same information that was recorded on the OAS-23/23E
--PDF hard copy OAS-23/23E has been attached in AMS and identifies the AUR #
--Receipts, if applicable, are attached
--Per diem amount is appropriate for the location
--Mission codes are filled in (must be included for flight entries)

If any of the above items are incorrect or have not been done, the AUR must be rejected back to the Contractor identifying necessary corrections are needed. 

Note:  AQD staff does not correct or add charge code information that may have been left off an OAS-23/23E. They are simply checking to see if it is on the hard copy, that it has been put in AMS electronically.

	8
	Acquisition (AQD) 
	[bookmark: OLE_LINK19]Create an internal purchase request (PR) as a result of Contractor AMS 2-week AUR submission for a contract.  The PR will be provided to the CO for an order modification action. 

	[bookmark: OLE_LINK55]9
	Acquisition (AQD) CO
	[bookmark: OLE_LINK20][bookmark: OLE_LINK67]CO will modify the applicable original order number to add a specific CLIN and funded amount based upon the 14-day or less AMS AUR submission.  With each subsequent AMS AUR submission, the CO will modify the original order with a new CLIN and funded amount for that period of submission.  

Contractor and bureau will be provided with a copy of the AQD CO modification action.  Each modification action is subsequently transmitted to DOI’s Financial and Business Management System (FBMS) where payments are invoiced through the IPP system.

	10
	Contractor
	[bookmark: OLE_LINK30][bookmark: OLE_LINK69][bookmark: OLE_LINK87][bookmark: OLE_LINK28][bookmark: OLE_LINK31]Receive order or modification to order from the CO based upon the 2-week AMS AUR(s) submission.  

[bookmark: OLE_LINK136]Submit an invoice into IPP for the order number or modification of an order as is applicable for the period of use.  The Contractor must 1) attach the signed OAS-23/23E forms (PDF format) and any other supporting documentation required by the contract and 2) identify the AUR # in the IPP location called “invoice number.”  Although the Contractor may include other reference data useful to them, the invoice number cell must always begin – AUR # insert #.    

Note: The invoiced amount in IPP cannot exceed the CLIN amount that was obligated by the order or modification created by the CO.  

	
11
	Acquisition (AQD) COR
	[bookmark: OLE_LINK21][bookmark: OLE_LINK95][bookmark: OLE_LINK71][bookmark: OLE_LINK33][bookmark: OLE_LINK22]Administrative COR (as identified on the Order) will receive notification to complete a Service Entry Sheet/Goods Receipt (SES/GR).

Review the IPP invoice verifying the invoice 1) is being billed against the correct order and CLIN; 2) references the AUR # as the invoice #; 3) is for the proper amount based upon the AUR amount; and 4) all required documents are attached (OAS-23/23E and any other supporting documents).  If the above items are correct, the COR will complete an SES, click “complete” in their workflow to transmit the invoice to the CO for approval.  

The invoice may also be rejected back to the Contractor if not valid for payment.  If rejected, the Contractor will be notified and must submit a new invoice in IPP making the appropriate corrections.  

The invoice approval or rejection by the COR must occur within 7 days of receipt of invoice or prompt payment aspects concerning interest may be triggered.

	12
	Acquisition (AQD) CO 
	[bookmark: OLE_LINK23]CO will approve payment and invoice will be transmitted to NBC, Accounts Payable (A/P).

	13
	NBC Finance
A/P TECH
	[bookmark: OLE_LINK32][bookmark: OLE_LINK137]A/P will certify payment or reject if found insufficient.  

[bookmark: OLE_LINK97]Note: If rejected in IPP, an invoice becomes invalid and must be reentered by the Contractor making the appropriate corrections; the original invoice cannot be corrected and resubmitted.

Once certified, the invoice is scheduled for payment (Large Businesses are not required to be paid with terms sooner than Net 30 unless stated otherwise in the Contract; Small Businesses will likely be paid sooner); scheduled payment is then transmitted to the Treasury Department for Electronic Funds Transfer to Contractor.

Notification is sent to Intra-Governmental Payment and Collection System (IPAC) system for Bureau billing.  

	
14
	Contractor and Acquisition (AQD) CO
	[bookmark: OLE_LINK25]Contractor and CO can access IPP to track payment progress; CO is able to track through FBMS.

	
	
	Subsequent orders for service begin by starting at step 3 above.


[bookmark: OLE_LINK34][bookmark: OLE_LINK5][bookmark: OLE_LINK74]


FIRE SUPPRESSION/OTHER EMERGENCY MISSION REQUIREMENTS                                            STEP-BY-STEP PROCESS

	8
	Applicable to:  DOI On Call Contracts and ARAs Logistical Support                                                                                                and USDA-FS CWN Contracts for Medium/Heavy Helicopters




[bookmark: OLE_LINK115][bookmark: OLE_LINK106][bookmark: OLE_LINK54]Applicable to:
DOI On Call Contracts 
DOI Aircraft Rental Agreements (ARA) Logistical Support
USDA-FS CWN Contracts for Medium and Heavy Helicopters 
[bookmark: OLE_LINK42]
AVIATION USER (BUREAU)
1	DOI Bureaus – The Bureau of Land Management (BLM) will provide AQD Boise a master IAA to fund orders that DOI Bureaus place for all DOI-only fire suppression services.  
Non-DOI entities - must provide AQD Boise with their own IAA for fire suppression requirements prior to use of DOI contracts. 
NON-SUPPRESSION EMERGENCY AVIATION REQUIREMENTS – Specific user must provide AQD Boise with an IAA to cover the anticipated services as soon as possible.  
NOTE:  The process steps for fire suppression and other emergency requirements do not require an OAS-91 Flight Service Request form. However, in the event project work is required, it must follow the process for project mission requirements and not be included with fire suppression/other emergency mission requirements. 
3  	Order is placed using AQD-awarded contracts and as prescribed by Bureau protocols (I.E. through resource order or other Bureau-prescribed methods).
5	 Document services on an OAS-23/23E form for no more than two weeks of use at a time.   It is expected that if two weeks of consecutive services are provided, then services will be documented and billed in two week increments.  
The contract number to be identified on the OAS-23/23E forms is the appropriate order number that was issued by the CO in step 2 above for the applicable contract.  Daily availability, flight time and other miscellaneous contract payables are documented on one (1) OAS-23/23E form.   
Contractor is responsible for documenting flight and use information (the left side of the form) and Aviation User is responsible for providing detailed charge code information (the right side of the form). 
The OAS-23 must be filled out completely using correct order number, pay item codes, etc.  
Aviation user and Contractor must both sign OAS-23/23E form.  Signed original is provided to the Contractor to report services in AMS and invoice in IPP.  The OAS-23/23E becomes the official receiving report.
[bookmark: OLE_LINK118][bookmark: OLE_LINK82][bookmark: OLE_LINK57]7	If desired by bureau, establish a Validator role in AMS to review and edit individual charge code information that was entered by the Contractor.  This role is established in AMS contract-by-contract and should be assigned to a person with knowledge of charge codes applicable to that specific contract and/or order, and that have prompt access to AMS.  If the bureau does not establish this role, the electronic Validation function will be completed by AQD personnel. 
The validator also accomplishes pre-edit functions ensuring:
 --AMS reflects the same information that was recorded on the OAS-23/23E
--PDF hard copy OAS-23/23E has been attached in AMS and identifies the AUR #
--Receipts, if applicable, are attached
--Per diem amount is appropriate for the location
--Mission codes are filled in (must be included for flight entries)
If any of the above items are incorrect or have not been done, the AUR must be rejected back to the Contractor identifying necessary corrections are needed. 

Note:  AQD staff does not correct or add charge code information that may have been left off an OAS-23/23E. They are simply checking to see if it is on the hard copy, that it has been put in AMS electronically.

CONTRACTOR
4	Provide aviation services when ordered and within the specified contract terms.
6  	 FOR DOI ON CALL CONTRACTS – In AMS, select the applicable (DOI or USDA-FS) order number created by the CO for the contract in order to input the OAS-23/23E recorded services. 
FOR USDA-FS CWN MEDIUM/HEAVY HELICOPTER CONTRACTS TO BE UTILIZED BY DOI BUREAUS FOR FIRE SUPPRESSION – In AMS, select the agreement identifying the applicable DOI order number created by the AQD CO against the USDA-FS CWN contract to input the OAS-23/23E recorded services.  
BOTH CONTRACT TYPES - The information entered in AMS must match the information recorded on the OAS-23/23E.  Discrepancies between the hard copy from what is entered into AMS may result in the AUR being rejected back to the Contractor for correction and will subsequently delay payment.
For on call contract types, charges can be entered for both time based and fee based items under one AMS AUR.  Typically one (1) AUR submission will be the basis for the CO’s modification order that will be created to obligate funds to a specific line item for IPP invoice submission.  
IMPORTANT:  Prior to submitting the AUR, record the AMS assigned AUR number on the paper OAS-23/23E before uploading/attaching to the assigned AUR in AMS.  Each AUR must have the associated hard copy OAS-23/23E attached as a PDF file.  (IPP will not accept.jpg format)  
 NOTE:  Input and submit AUR at no later than every 2-week cycles or upon order release.
10	 Receive order or modification to order from the CO based upon the 2-week AMS AUR(s) submission.  
Submit an invoice into IPP for the order number or modification of an order as is applicable for the period of use.  The Contractor must 1) attach the signed OAS-23/23E forms (PDF format) and any other supporting documentation required by the contract and 2) identify the AUR # in the IPP location called “invoice number.”  Although the Contractor may include other reference data useful to them, the invoice number cell must always begin – AUR # insert #.    
Note: The invoiced amount in IPP cannot exceed the CLIN amount that was obligated by the order or modification created by the CO.  
14	 Contractor, if desired can access IPP to track payment progress.

ACQUISITION (AQD)
[bookmark: OLE_LINK52]2	 FOR DOI ON CALL CONTRACTS TO BE UTILIZED BY DOI BUREAUS FOR FIRE SUPPRESSION - CO will create two orders against the “Parent” DOI on call contract for each awarded Contractor.  The first order number will be used if services support DOI suppression use and the second order number will be used if services support USDA-FS suppression use.  Contractors will be provided confirmation of the specific order numbers that are applicable to their on call contract.  
A listing of the Contractor contract and order numbers will be provided to the DOI bureau national offices for their use and further dissemination throughout their bureau, so that field users will use the applicable order number when recording provided services on OAS-23/23E forms.
FOR USDA-FS CWN MEDIUM/HEAVY HELICOPTER CONTRACTS TO BE UTILIZED BY DOI BUREAUS FOR FIRE SUPPRESSION – DOI CO will create a DOI order number against the “Parent” USDA-FS CWN contract.  Contractors will be provided confirmation of the DOI order number that will subsequently be used when services are ordered under the USDA-FS CWN contracts to support DOI.  

A listing of the DOI order numbers will be provided to the National Interagency Coordination Center (NICC).  NICC will utilize the DOI order numbers when ordering medium/heavy helicopters to support DOI needs.  (The DOI CO handling DOI orders that are placed under the USDA-FS CWN contract(s) is located in Boise, ID.) 
8	Create an internal purchase request (PR) as a result of Contractor AMS 2-week AUR submission for a contract.  The PR will be provided to the CO for an order modification action.
9	CO will modify the applicable original order number to add a specific CLIN and funded amount based upon the 14-day or less AMS AUR submission.  With each subsequent AMS AUR submission, the CO will modify the original order with a new CLIN and funded amount for that period of submission.  
Contractor and bureau will be provided with a copy of the AQD CO modification action.  Each modification action is subsequently transmitted to DOI’s Financial and Business Management System (FBMS) where payments are invoiced through the IPP system.
11	Administrative COR (as identified on the Order) will receive notification to complete a Service Entry Sheet/Goods Receipt (SES/GR).
Review the IPP invoice verifying the invoice 1) is being billed against the correct order and CLIN; 2) references the AUR # as the invoice #; 3) is for the proper amount based upon the AUR amount; and 4) all required documents are attached (OAS-23/23E and any other supporting documents).  If the above items are correct, the COR will complete an SES, click “complete” in their workflow to transmit the invoice to the CO for approval.  
The invoice may also be rejected back to the Contractor if not valid for payment.  If rejected, the Contractor will be notified and must submit a new invoice in IPP making the appropriate corrections.  
The invoice approval or rejection by the COR must occur within 7 days of receipt of invoice or prompt payment aspects concerning interest may be triggered.
[bookmark: OLE_LINK120]12	CO will approve payment and invoice will be transmitted to NBC, Accounts Payable (A/P).
[bookmark: OLE_LINK24]14	CO can access IPP to track payment progress; CO is able to track through FBMS.

NBC FINANCE
[bookmark: OLE_LINK121]13	A/P will certify payment or reject if found insufficient.  
Note: If rejected in IPP, an invoice becomes invalid and must be reentered by the Contractor making the appropriate corrections; the original invoice cannot be corrected and resubmitted.
Once certified, the invoice is scheduled for payment (Large Businesses are not required to be paid with terms sooner than Net 30 unless stated otherwise in the Contract; Small Businesses will likely be paid sooner); scheduled payment is then transmitted to the Treasury Department for Electronic Funds Transfer to Contractor.
Notification is sent to Intra-Governmental Payment and Collection System (IPAC) system for Bureau billing.  
[bookmark: OLE_LINK72]

FIRE SUPPRESSION/OTHER EMERGENCY MISSION REQUIREMENTS                                                                                                      STEPS BY ROLES             

	17
	Applicable to:  DOI On Call Contracts, ARAs, and (may be for non-fire project use under DOI exclusive use contracts)
USDA-FS CWN Contracts for Medium/Heavy Helicopters



[bookmark: OLE_LINK102][bookmark: OLE_LINK100][bookmark: OLE_LINK8]Applicable to:
DOI On Call Contracts and Aircraft Rental Agreements (ARA) (May be applicable to non-fire project use under DOI exclusive use contracts)
USDA-FS CWN Contracts for Medium and Heavy Helicopters 

	STEP
	ROLE
	PROCESS ACTION

	1
	Aviation User
BUREAU
	[bookmark: OLE_LINK44][bookmark: OLE_LINK62]Aviation user identifies a need for specific non-emergency (project) aviation services.

	2
	Aviation User
BUREAU
	[bookmark: OLE_LINK45]Aviation user provides funding for specific aviation services requirement to AQD Boise via an Interagency Agreement (IAA) or ensures an IAA is in place for the requirement to be requested.

	3
	Aviation User
BUREAU
	[bookmark: OLE_LINK46]Aviation user electronically creates and submits OAS-91 form including page 2 and 3 with cost comparison information to AQD Boise.

	4
	Acquisition (AQD) REQ
	[bookmark: OLE_LINK65][bookmark: OLE_LINK110]Receives OAS-91, examines IAA funding availability, confirms OAS-91 is completed correctly, including the Cost Comparison, creates a Purchase Request (PR) and provides PR to CO.

	5
	Acquisition (AQD) CO
	[bookmark: OLE_LINK53][bookmark: OLE_LINK111][bookmark: OLE_LINK141]CO creates an order and CLIN against the Contractor’s Parent contract and obligate funding for the requirement based upon the OAS-91 and PR and provides copy of order to the Contractor and Aviation User.

Order is electronically transmitted to FBMS for subsequent use by the Department of the Treasury’s Financial Management Service Internet Payment Platform (IPP).

	6
	Contractor
	[bookmark: OLE_LINK56][bookmark: OLE_LINK107]Contractor provides aviation services as provided by the order and within the specified contract terms.

	7
	Aviation User
BUREAU
and
Contractor
	[bookmark: OLE_LINK60][bookmark: OLE_LINK59]Document services on an OAS-23/23E form for no more than two weeks of use at a time.   It is expected that if two weeks of consecutive services are provided, then services will be documented and billed in two week increments.  

The contract number to be identified on the OAS-23/23E forms is the order number that was issued by the CO in step 5 above for the applicable contract.  Daily availability, if applicable, flight time and other miscellaneous contract payables are documented on one (1) OAS-23/23E form.   

Contractor is responsible for documenting flight and use information (the left side of the form) and Aviation User is responsible for providing detailed charge code information (the right side of the form). 

The OAS-23 must be filled out completely using correct order number, CLIN, pay item codes, etc.  

Aviation user and Contractor must both sign OAS-23/23E form.  Signed original is provided to the Contractor to report services in AMS and invoice in IPP.  The OAS-23/23E becomes the official receiving report.

	8
	Contractor
	[bookmark: OLE_LINK140][bookmark: OLE_LINK61]Contractor inputs the OAS-23/23E into DOI’s Aviation Management System (AMS) following the direction shown below and submits at no later than every 2-week cycles or upon order release.   

The Contractor will enter the services in AMS by selecting the agreement referring to the Order Number specifically prepared by the AQD CO for the work to be accomplished as identified on the OAS-91 form.   

The information entered in AMS must match the information recorded on the OAS-23/23E.  Discrepancies between the hard copy from what is entered into AMS may result in that AUR being rejected back to the Contractor for correction and will subsequently delay payment.

Charges can be entered for both time based and fee based items under one AMS AUR.  Typically one (1) AUR submission will be the basis for services provided unless the work exceeds 14 days.    

NOTE:  Prior to submitting the AUR, record the AMS assigned AUR number on the paper OAS-23/23E before uploading/attaching to the assigned AUR number in AMS.  Each AUR must have the associated hard copy OAS-23/23E attached as a PDF file.  (IPP will not accept.jpg format)   

[bookmark: OLE_LINK147]NOTE:  After submission of flight usage in AMS, the Contractor can immediately proceed to Step 10 below and submit an invoice in IPP for services which were initially obligated.

	9
	Aviation User 
BUREAU
(optional)
Or
Acquisition (AQD) Validator 
	[bookmark: OLE_LINK138]If desired by bureau, establish a Validator role in AMS to review and edit individual charge code information that was entered by the Contractor.  This role is established in AMS contract-by-contract and should be assigned to a person with knowledge of charge codes applicable to that specific contract and/or order, and that have prompt access to AMS.  If the bureau does not establish this role, the electronic Validation function will be completed by AQD personnel. 

The validator also accomplished pre-edit functions ensuring:
 --AMS reflects the same information that was recorded on the OAS-23/23E
--PDF hard copy OAS-23/23E has been attached in AMS and identifies the AUR #
--Receipts, if applicable, are attached
--Per diem amount is appropriate for the location
--Mission codes are filled in (must be included for flight entries)

If any of the above items are incorrect or have not been done, the AUR must be rejected back to the Contractor identifying necessary corrections are needed. 

Note:  AQD staff does not correct or add charge code information that may have been left off an OAS-23/23E. They are simply checking to see if it is on the hard copy, that it has been put in AMS electronically.

	10
	Contractor
	[bookmark: OLE_LINK63][bookmark: OLE_LINK4][bookmark: OLE_LINK109]Contractor will submit an invoice into IPP for the order number and CLIN(s) associated with the AMS AUR(s) submission.  The Contractor must 1) attach the signed OAS-23/23E forms (PDF format) and any other supporting documentation required by the contract and 2) identify the AUR # in the IPP location called “invoice number.”  Although the Contractor may include other reference data useful to them, the invoice number cell must always begin – AUR # insert #.    

Note: The invoiced amount in IPP cannot exceed the CLIN amount that was obligated by the order created by the CO.  

In those cases where additional invoicing is required because the work extends beyond 14 days of use, the Contractor and bureau will begin the process at step 7 above for the remaining work accomplished.  IPP invoice requests will be made under the original CO order number and CLIN(s) as long as sufficient funding remains on the order number CLIN(s).  In the event the work exceeds the remaining IPP fund amount, the Contractor must contact the CO prior to invoicing.   

	11
	Acquisition (AQD) COR
	[bookmark: OLE_LINK112]Administrative COR (as identified on the Order) will receive notification to complete a Service Entry Sheet/Goods Receipt (SES/GR).

Review the IPP invoice verifying the invoice 1) is being billed against the correct order and CLIN; 2) references the AUR # as the invoice #; 3) is for the proper amount based upon the AUR amount; and 4) all required documents are attached (OAS-23/23E and any other supporting documents).  If the above items are correct, the COR will complete an SES, click “complete” in their workflow to transmit the invoice to the CO for approval.  

The invoice may also be rejected back to the Contractor if not valid for payment.  If rejected, the Contractor will be notified and must submit a new invoice in IPP making the appropriate corrections.  

The invoice approval or rejection by the COR must occur within 7 days of receipt of invoice or prompt payment aspects concerning interest may be triggered.

	12
	Acquisition (AQD) CO
	[bookmark: OLE_LINK48]CO will approve payment and invoice will be transmitted to NBC, Accounts Payable (A/P).

	13
	NBC Finance

	[bookmark: OLE_LINK142]A/P will certify payment or reject if found insufficient.  

Note: If rejected in IPP, an invoice becomes invalid and must be reentered by the Contractor making the appropriate corrections; the original invoice cannot be corrected and resubmitted.

Once certified, the invoice is scheduled for payment (Large Businesses are not required to be paid with terms sooner than Net 30 unless stated otherwise in the Contract; Small Businesses will likely be paid sooner); scheduled payment is then transmitted to the Treasury Department for Electronic Funds Transfer to Contractor.

Notification is sent to Intra-Governmental Payment and Collection System (IPAC) system for Bureau billing.  

	14
	Contractor
and 
Acquisition (AQD) CO
	[bookmark: OLE_LINK64]CO can access IPP to track payment progress; CO is able to track through FBMS.

	15
	Acquisition (AQD)
	[bookmark: OLE_LINK134]In the event the actual expenditure for services is less than the amount obligated for the order, a deobligation action will be done by AQD once they have confirmed proper and complete payment has been made to the Contractor.



PROJECT MISSION REQUIREMENTS                                                                                                      STEP-BY-STEP PROCESS             
[bookmark: OLE_LINK51]
[bookmark: _Toc322788965]
Applicable to:
DOI On Call Contracts and Aircraft Rental Agreements (ARA) (May be applicable to non-fire project use under DOI exclusive use contracts)
USDA-FS CWN Contracts for Medium and Heavy Helicopters 

AVIATION USER (BUREAU)
1	Aviation user identifies a need for non-emergency aviation services.
[bookmark: OLE_LINK50]2	Aviation user provides funding for specific aviation services requirement to AQD Boise via an interagency agreement (IAA) or ensures IAA is in place for the requirement to be requested.
3	Aviation user electronically creates and submits OAS-91 form including page 2 and 3 with cost comparison information to AQD Boise.
[bookmark: OLE_LINK139]7	 In conjunction with Contractor, document services on an OAS-23/23E form for no more than two weeks of use at a time.   It is expected that if two weeks of consecutive services are provided, then services will be documented and billed in two week increments.  
The contract number to be identified on the OAS-23/23E forms is the order number that was issued by the CO in step 5 above for the applicable contract.  Daily availability, if applicable, flight time and other miscellaneous contract payables are documented on one (1) OAS-23/23E form.   
Contractor is responsible for documenting flight and use information (the left side of the form) and Aviation User is responsible for providing detailed charge code information (the right side of the form). 
The OAS-23 must be filled out completely using correct order number, CLIN, pay item codes, etc.  
Aviation user and Contractor must both sign OAS-23/23E form.  Signed original is provided to the Contractor to report services in AMS and invoice in IPP.  The OAS-23/23E becomes the official receiving report.
9	If desired by bureau, establish a Validator role in AMS to review and edit individual charge code information that was entered by the Contractor.  This role is established in AMS contract-by-contract and should be assigned to a person with knowledge of charge codes applicable to that specific contract and/or order, and that have prompt access to AMS.  If the bureau does not establish this role, the electronic Validation function will be completed by AQD personnel. 
The validator also accomplished pre-edit functions ensuring:
 --AMS reflects the same information that was recorded on the OAS-23/23E
--PDF hard copy OAS-23/23E has been attached in AMS and identifies the AUR #
--Receipts, if applicable, are attached
--Per diem amount is appropriate for the location
--Mission codes are filled in (must be included for flight entries)
If any of the above items are incorrect or have not been done, the AUR must be rejected back to the Contractor identifying necessary corrections are needed. 
Note:  AQD staff does not correct or add charge code information that may have been left off an OAS-23/23E. They are simply checking to see if it is on the hard copy, that it has been put in AMS electronically.




CONTRACTOR
[bookmark: OLE_LINK108][bookmark: OLE_LINK58]6	Contractor provides aviation services as provided by order and within the specified contract terms.
7	 In conjunction with aviation user, document services on an OAS-23/23E form for no more than two weeks of use at a time.   It is expected that if two weeks of consecutive services are provided, then services will be documented and billed in two week increments.  
The contract number to be identified on the OAS-23/23E forms is the order number that was issued by the CO in step 5 above for the applicable contract.  Daily availability, if applicable, flight time and other miscellaneous contract payables are documented on one (1) OAS-23/23E form.   
Contractor is responsible for documenting flight and use information (the left side of the form) and Aviation User is responsible for providing detailed charge code information (the right side of the form). 
The OAS-23 must be filled out completely using correct order number, CLIN, pay item codes, etc.  
Aviation user and Contractor must both sign OAS-23/23E form.  Signed original is provided to the Contractor to report services in AMS and invoice in IPP.  The OAS-23/23E becomes the official receiving report.
8	 Contractor inputs the OAS-23/23E into DOI’s Aviation Management System (AMS) following the direction shown below and submits at no later than every 2-week cycles or upon order release.   
The Contractor will enter the services in AMS by selecting the agreement referring to the Order Number specifically prepared by the AQD CO for the work to be accomplished as identified on the OAS-91 form.   
The information entered in AMS must match the information recorded on the OAS-23/23E.  Discrepancies between the hard copy from what is entered into AMS may result in that AUR being rejected back to the Contractor for correction and will subsequently delay payment.
Charges can be entered for both time based and fee based items under one AMS AUR.  Typically one (1) AUR submission will be the basis for services provided unless the work exceeds 14 days.    
NOTE:  Prior to submitting the AUR, record the AMS assigned AUR number on the paper OAS-23/23E before uploading/attaching to the assigned AUR number in AMS.  Each AUR must have the associated hard copy OAS-23/23E attached as a PDF file.  (IPP will not accept.jpg format)  
NOTE:  After submission of flight usage in AMS, the Contractor can immediately proceed to Step 10 below and submit an invoice in IPP for services which were initially obligated.
10	Contractor will submit an invoice into IPP for the order number and CLIN(s) associated with the AMS AUR(s) submission.  The Contractor must 1) attach the signed OAS-23/23E forms (PDF format) and any other supporting documentation required by the contract and 2) identify the AUR # in the IPP location called “invoice number.”  Although the Contractor may include other reference data useful to them, the invoice number cell must always begin – AUR # insert #.    
Note: The invoiced amount in IPP cannot exceed the CLIN amount that was obligated by the order created by the CO.  
In those cases where additional invoicing is required because the work extends beyond 14 days of use, the Contractor and bureau will begin the process at step 7 above for the remaining work accomplished.  IPP invoice requests will be made under the original CO order number and CLIN(s) as long as sufficient funding remains on the order number CLIN(s).  In the event the work exceeds the remaining IPP fund amount, the Contractor must contact the CO prior to invoicing.   
14	Contractor, if desired, can access IPP to track payment progress.




[bookmark: OLE_LINK73][bookmark: OLE_LINK103]ACQUISITION (AQD) 
4	AQD Boise receives OAS-91, examines IAA funding availability, confirms OAS-91 is completed correctly, including the Cost  Comparison, creates a Purchase Request (PR) and provides PR to CO.
5	CO creates an order and CLIN against the Contractor’s Parent contract and obligate funding for the requirement based upon the OAS-91 and PR and provides copy of order to the Contractor and Aviation User.
Order is electronically transmitted to FBMS for subsequent use by the Department of the Treasury’s Financial Management Service Internet Payment Platform (IPP).
11	Administrative COR (as identified on the Order) will receive notification to complete a Service Entry Sheet/Goods Receipt (SES/GR).
Review the IPP invoice verifying the invoice 1) is being billed against the correct order and CLIN; 2) references the AUR # as the invoice #; 3) is for the proper amount based upon the AUR amount; and 4) all required documents are attached (OAS-23/23E and any other supporting documents).  If the above items are correct, the COR will complete an SES, click “complete” in their workflow to transmit the invoice to the CO for approval.  
The invoice may also be rejected back to the Contractor if not valid for payment.  If rejected, the Contractor will be notified and must submit a new invoice in IPP making the appropriate corrections.  
The invoice approval or rejection by the COR must occur within 7 days of receipt of invoice or prompt payment aspects concerning interest may be triggered.
12	 CO will approve payment and invoice will be transmitted to NBC, Accounts Payable (A/P).
14	CO can access IPP to track payment progress; CO is able to track through FBMS.
15 	In the event the actual expenditure for services is less than the amount obligated for the order, a deobligation action will be done by AQD once they have confirmed proper and complete payment has been made to the Contractor.

 NBC FINANCE
13	A/P will certify payment or reject if found insufficient.  
Note: If rejected in IPP, an invoice becomes invalid and must be reentered by the Contractor making the appropriate corrections; the original invoice cannot be corrected and resubmitted.
Once certified, the invoice is scheduled for payment (Large Businesses are not required to be paid with terms sooner than Net 30 unless stated otherwise in the Contract; Small Businesses will likely be paid sooner); scheduled payment is then transmitted to the Treasury Department for Electronic Funds Transfer to Contractor.
Notification is sent to Intra-Governmental Payment and Collection System (IPAC) system for Bureau billing.  



[bookmark: OLE_LINK26]PROJECT MISSION REQUIREMENTS                                                                                                      STEPS BY ROLES            

[bookmark: OLE_LINK35]Applicable to:
DOI Exclusive Use Contracts 

	STEP
	ROLE
	PROCESS ACTION

	1
	Aviation User
BUREAU
	[bookmark: OLE_LINK78]Provide AQD Boise with an IAA.  Multiple IAAs may be used to fund the contract for all anticipated services that are projected for the exclusive use period.  Bureaus will supplement the IAA by providing the CO a specific AMD-16 form, “Contract Award/Renewal Recommendation and Funding Availability Certification.”

[bookmark: OLE_LINK144][bookmark: OLE_LINK15]NOTE:  The process steps for fire suppression orders under an exclusive use contract do not require that an OAS-91 Flight Service Request form be completed.  

[bookmark: OLE_LINK16]The bureau will determine the funding source for project requirements under an exclusive use contract. (i.e.  Use original IAA that was provided for the contract or submit OAS-91 to fund with a new or different IAA funding source. 

	2
	Acquisition (AQD)
	[bookmark: OLE_LINK83][bookmark: OLE_LINK124]CO will create an order against the Contractor’s Parent contract and obligate funding for Daily Availability (AV) under a contract line item number (CLIN) and provide that information number to the Contractor and Bureau.

	3
	Aviation User
BUREAU
	[bookmark: OLE_LINK79]Order is placed utilizing the AQD awarded contract and as prescribed by bureau protocols (I.E. through resource order or other bureau prescribed methods).

	4
	Contractor
	[bookmark: OLE_LINK91]Provide aviation services when ordered and within the specified contract terms.

	5
	Aviation User
BUREAU
and Contractor
	[bookmark: OLE_LINK81][bookmark: OLE_LINK77]Document services on an OAS-23/23E form for no more than two weeks of use at a time.  It is expected that if two weeks of consecutive services are provided, then services will be documented and billed in two week increments.  

The contract number to be identified on the OAS-23/23E forms is the order number that was issued by the CO in step 2 above.  

[bookmark: OLE_LINK119]IMPORTANT NOTE:  Process differs from ON CALL EMERGENCY FIRE SUPPRESSION REPORTING AND INVOICING - 
[bookmark: OLE_LINK17]AV (CLIN 10) is to be documented on one (1) OAS-23/23E form and flight time and all other miscellaneous contract payables (CLIN 20) are documented on a different OAS-23/23E form for each two week period of use during the exclusive use period.  This is required because AV for Fire Suppression is funded by one IAA and all other contract costs are funded by a different IAA.  

Aviation User and Contractor must both sign each OAS-23/23Es.  Signed original is provided to the Contractor to report services in AMS and invoice in IPP.  The OAS-23/23E becomes the official receiving report.   

[bookmark: OLE_LINK116]NOTE:  For extensions of the exclusive use period, when recording services, the Aviation user and Contractor will utilize the CLIN that will be identified by an order modification prepared for the extension period. 

	[bookmark: OLE_LINK40][bookmark: OLE_LINK126]6
	Contractor
	[bookmark: OLE_LINK127][bookmark: OLE_LINK37]In AMS, select the agreement identifying the applicable order number created by the CO to input the OAS-23/23E recorded services.  

To enter services in the AUR enter the order number in the CONTRACT NUMBER field in AMS and enter the CLIN in the LINE NUMBER field in AMS. 



[bookmark: OLE_LINK98]For the exclusive use contracts, enter AV under one AUR.  AV will always be identified as CLIN 10 (unless modified) and AMS will not permit any other payable item to be included under this CLIN.  Under a second AUR, all other payables will be always be entered under CLIN 20 (unless modified) under the applicable tab for their type – time based or fee based.  Each AUR should be for no more than a two-week period of service.  

Typically two (2) AURs (one for AV, one for all other charges in that time period) will be the basis for the CO’s modification order that will be created to obligate funds for the miscellaneous contract payables that was not done in the original order.  

The information entered in AMS must match the information recorded on the OAS-23/23E.  Discrepancies between the hard copy from what is entered into AMS may result in that AUR being rejected back to the Contractor for correction and will subsequently delay payment.
[bookmark: OLE_LINK92][bookmark: OLE_LINK88]
NOTE:  Prior to submitting the AUR, record the AMS assigned AUR number on the paper OAS-23/23E before uploading/attaching to the assigned AUR number in AMS.  Each AUR must have the associated hard copy OAS-23/23E attached as a PDF file.  (IPP will not accept.jpg format)  

[bookmark: OLE_LINK145]NOTE:  After submission of flight usage in AMS, the Contractor can immediately proceed to Step 10 below and submit an invoice in IPP for AV which was initially obligated.

	[bookmark: OLE_LINK123]7
	Aviation User
BUREAU
	[bookmark: OLE_LINK38]If desired by bureau, establish a Validator role in AMS to review and edit individual charge code information that was entered by the Contractor.  This role is established in AMS contract-by-contract and should be assigned to a person with knowledge of charge codes applicable to that specific contract and/or order, and that have prompt access to AMS.  If the bureau does not establish this role, the electronic Validation function will be completed by AQD personnel. 
The validator also accomplished pre-edit functions ensuring:
-- AMS reflects the same information that was recorded on the OAS-23/23E
--PDF hard copy OAS-23/23E has been attached in AMS and identifies the AUR #
--Receipts, if applicable, are attached
--Per diem amount is appropriate for the location
--Mission codes are filled in (must be included for flight entries)
If any of the above items are incorrect or have not been done, the AUR must be rejected back to the Contractor identifying necessary corrections are needed. 
Note:  AQD staff does not correct or add charge code information that may have been left off an OAS-23/23E. They are simply checking to see if it is on the hard copy, that it has been put in AMS electronically.

	8
	Acquisition (AQD)
	[bookmark: OLE_LINK84]Create an internal purchase request (PR) as a result of Contractor’s approved AMS 2-week AUR submission for non-AV charges.  The PR will be provided to the CO for an order modification action. 

	9
	Acquisition (AQD) CO
	[bookmark: OLE_LINK85]CO will modify the applicable original order number and add a new CLIN for the second AUR non-AV charges to provide for a CLIN obligation in the amount of the AUR non-AV items.   With each subsequent AMS AUR submission for non-AV charges, the CO will modify the original order with a new CLIN and funded amount for that period of submission.  Contractor and bureau will be provided with a copy of the CO modification action.  Each CO modification action is subsequently transmitted to DOI’s Financial and Business Management System (FBMS) where payments are invoiced through the IPP system.

	10
	Contractor
	[bookmark: OLE_LINK93][bookmark: OLE_LINK129]Receive order or modification to order from the CO based upon the 2-week AMS AUR(s) submission.  

[bookmark: OLE_LINK148][bookmark: OLE_LINK130]Submit an invoice into IPP using the CLIN # identified in the order number or modification of an order as is applicable for the period of use. The Contractor must 1) attach the signed OAS-23/23E forms (PDF format) and any other supporting documentation required by the contract and 2) identify the AUR # in the IPP location called “invoice number.”  Although the Contractor may include other reference data useful to them, the invoice number cell must always begin – AUR # insert #.

Note: The invoiced amount in IPP cannot exceed the CLIN amount that was obligated by the order or modification created by the CO.   

	11
	Acquisition (AQD) COR
	[bookmark: OLE_LINK125]Administrative COR (as identified on the Order) will receive notification to complete a Service Entry Sheet/Goods Receipt (SES/GR).
Review the IPP invoice verifying the invoice 1) is being billed against the correct order and CLIN; 2) references the AUR # as the invoice #; 3) is for the proper amount based upon the AUR amount; and 4) all required documents are attached (OAS-23/23E and any other supporting documents).  If the above items are correct, the COR will complete an SES, click “complete” in their workflow to transmit the invoice to the CO for approval.  
The invoice may also be rejected back to the Contractor if not valid for payment.  If rejected, the Contractor will be notified and must submit a new invoice in IPP making the appropriate corrections.  
The invoice approval or rejection by the COR must occur within 7 days of receipt of invoice or prompt payment aspects concerning interest may be triggered.

	12
	Acquisition (AQD) CO
	[bookmark: OLE_LINK89][bookmark: OLE_LINK131]CO will approve payment and invoice will be transmitted to NBC, Accounts Payable (A/P).

	13
	NBC Finance
A/P TECH
	[bookmark: OLE_LINK132]A/P will certify payment or reject if found insufficient.  
Note: If rejected in IPP, an invoice becomes invalid and must be reentered by the Contractor making the appropriate corrections; the original invoice cannot be corrected and resubmitted.
Once certified, the invoice is scheduled for payment (Large Businesses are not required to be paid with terms sooner than Net 30 unless stated otherwise in the Contract; Small Businesses will likely be paid sooner); scheduled payment is then transmitted to the Treasury Department for Electronic Funds Transfer to Contractor.
Notification is sent to Intra-Governmental Payment and Collection System (IPAC) system for Bureau billing.  

	[bookmark: OLE_LINK133]14
	Contractor and Acquisition (AQD) CO
	[bookmark: OLE_LINK90]Contractor and CO can access IPP to track payment progress; CO is able to track through FBMS.

	
	
	Subsequent orders for service begin by starting at step 3 above.




FIRE SUPPRESSION/PROJECT MISSION REQUIREMENT                                                                   STEP-BY-STEP PROCESS            
[bookmark: _Toc322788961]
	23
	Applicable to:  DOI Exclusive Use Contracts



[bookmark: _Toc323201127][bookmark: _Toc323215647]Applicable to:
DOI Exclusive Use Contracts 

AVIATION USER (BUREAU)
1 Provide AQD Boise with an IAA.  Multiple IAAs may be used to fund the contract for all anticipated services that are projected for the exclusive use period.  Bureaus will supplement the IAA by providing the CO a specific AMD-16 form, “Contract Award/Renewal Recommendation and Funding Availability Certification.”

NOTE:  The process steps for fire suppression under an exclusive use contract do not require that an OAS-91 Flight Service Request form be completed.  

The bureau will determine the funding source for project requirements under an exclusive use contract. (i.e.  Use original IAA that was provided for the contract or submit OAS-91 to fund with a new or different IAA funding source. 
3	Order is placed utilizing the AQD awarded contract and as prescribed by bureau protocols (I.E. through resource order or other bureau prescribed methods).
5 	 In conjunction with Contractor, document services on an OAS-23/23E form for no more than two weeks of use at a time.  It is expected that if two weeks of consecutive services are provided, then services will be documented and billed in two week increments.  
The contract number to be identified on the OAS-23/23E forms is the order number that was issued by the CO in step 2 above.  
IMPORTANT NOTE:  Here is where the process differs from ON CALL EMERGENCY FIRE SUPPRESSION REPORTING AND INVOICING - 
AV is to be documented on one (1) OAS-23/23E form and flight time and all other miscellaneous contract payables are documented on a different OAS-23/23E form for each two week period of use during the exclusive use period.  This is required because AV for Fire Suppression is funded by one IAA and all other contract costs are funded by a different IAA.  
Aviation User and Contractor must both sign each OAS-23/23Es.  Signed original is provided to the Contractor to report services in AMS and invoice in IPP.  The OAS-23/23E becomes the official receiving report.   
NOTE:  For extensions of the exclusive use period, when recording services, the Aviation user and Contractor will utilize the CLIN that will be identified by an order modification prepared for the extension period.
7	If desired by bureau, establish a Validator role in AMS to review and edit individual charge code information that was entered by the Contractor.  This role is established in AMS contract-by-contract and should be assigned to a person with knowledge of charge codes applicable to that specific contract and/or order, and that have prompt access to AMS.  If the bureau does not establish this role, the electronic Validation function will be completed by AQD personnel. 
The validator also accomplished pre-edit functions ensuring:
-- AMS reflects the same information that was recorded on the OAS-23/23E
[bookmark: OLE_LINK117]--PDF hard copy OAS-23/23E has been attached in AMS and identifies the AUR #
--Receipts, if applicable, are attached
--Per diem amount is appropriate for the location
--Mission codes are filled in (must be included for flight entries)
If any of the above items are incorrect or have not been done, the AUR must be rejected back to the Contractor identifying necessary corrections are needed. 
Note:  AQD staff does not correct or add charge code information that may have been left off an OAS-23/23E. They are simply checking to see if it is on the hard copy, that it has been put in AMS electronically.



CONTRACTOR
4	Provide aviation services when ordered and within the specified contract terms.
5	 In conjunction with aviation user, document services on an OAS-23/23E form for no more than two weeks of use at a time.  It is expected that if two weeks of consecutive services are provided, then services will be documented and billed in two week increments.  
The contract number to be identified on the OAS-23/23E forms is the order number that was issued by the CO in step 2 above.  
IMPORTANT NOTE: Here is where the process differs from ON CALL EMERGENCY FIRE SUPPRESSION REPORTING AND INVOICING - 
AV (CLIN 10) is to be documented on one (1) OAS-23/23E form and flight time and all other miscellaneous contract payables (CLIN 20) are documented on a different OAS-23/23E form for each two week period of use.  This is required because AV for Fire Suppression is funded by one IAA and all other contract costs are funded by a different IAA.  
Aviation User and Contractor must both sign each OAS-23/23Es.  Signed original is provided to the Contractor to report services in AMS and invoice in IPP.  The OAS-23/23E becomes the official receiving report.   
[bookmark: OLE_LINK114][bookmark: OLE_LINK94]6	 In AMS, select the agreement identifying the applicable order number created by the CO to input the OAS-23/23E recorded services.  
To enter services in the AUR enter the order number in the CONTRACT NUMBER field in AMS and enter the CLIN in the LINE NUMBER field in AMS. 
-For the exclusive use contracts, enter AV under one AUR.  AV will always be identified as CLIN 10 (unless modified) and AMS will not permit any other payable item to be included under this CLIN.  Under a second AUR, all other payables will always be entered under CLIN 20 (unless modified) under the applicable tab for their type – time based or fee based.  Each AUR should be for no more than a two-week period of service.  
Typically two (2) AURs (one for AV, one for all other charges in that time period) will be the basis for the CO’s modification order that will be created to obligate funds for the miscellaneous contract payables that was not done in the original order.  
The information entered in AMS must match the information recorded on the OAS-23/23E.  Discrepancies between the hard copy from what is entered into AMS may result in that AUR being rejected back to the Contractor for correction and will subsequently delay payment.
NOTE:  Prior to submitting the AUR, record the AMS assigned AUR number on the paper OAS-23/23E before uploading/attaching to the assigned AUR number in AMS.  Each AUR must have the associated hard copy OAS-23/23E attached as a PDF file.  (IPP will not accept.jpg format)  
[bookmark: OLE_LINK146]NOTE:  After submission of flight usage in AMS, the Contractor can immediately proceed to Step 10 below and submit an invoice in IPP for AV which was initially obligated.
10	Submit an invoice into IPP using the CLIN # identified in the order number or modification of an order as is applicable for the period of use. The Contractor must 1) attach the signed OAS-23/23E forms (PDF format) and any other supporting documentation required by the contract and 2) identify the AUR # in the IPP location called “invoice number.”  Although the Contractor may include other reference data useful to them, the invoice number cell must always begin – AUR # insert #.
Receive order or modification to order from the CO based upon the 2-week AMS AUR(s) submission.  
14	If desired, can access IPP to track payment progress.



ACQUISITION (AQD)
2	 CO will create an order against the Contractor’s Parent contract and obligate funding for Daily Availability (AV) under a contract line item number (CLIN) and provide that information number to the Contractor and Bureau.
 8	Create an internal purchase request (PR) as a result of Contractor’s approved AMS 2-week AUR submission for non-AV charges.  The PR will be provided to the CO for an order modification action. 
9	CO will modify the applicable original order number and add a new CLIN for the second AUR non-AV charges to provide for a CLIN obligation in the amount of the AUR non-AV items.   With each subsequent AMS AUR submission for non-AV charges, the CO will modify the original order with a new CLIN and funded amount for that period of submission.  Contractor and bureau will be provided with a copy of the CO modification action.  Each CO modification action is subsequently transmitted to DOI’s Financial and Business Management System (FBMS) where payments are invoiced through the IPP system.
11	Administrative COR (as identified on the Order) will receive notification to complete a Service Entry Sheet/Goods Receipt (SES/GR).
Review the IPP invoice verifying the invoice 1) is being billed against the correct order and CLIN; 2) references the AUR # as the invoice #; 3) is for the proper amount based upon the AUR amount; and 4) all required documents are attached (OAS-23/23E and any other supporting documents).  If the above items are correct, the COR will complete an SES, click “complete” in their workflow to transmit the invoice to the CO for approval.  
The invoice may also be rejected back to the Contractor if not valid for payment.  If rejected, the Contractor will be notified and must submit a new invoice in IPP making the appropriate corrections.  
The invoice approval or rejection by the COR must occur within 7 days of receipt of invoice or prompt payment aspects concerning interest may be triggered.
12	CO will approve payment and invoice will be transmitted to NBC, Accounts Payable (A/P).
14	CO can access IPP to track payment progress; CO is able to track through FBMS.

NBC FINANCE
13	A/P will certify payment or reject if found insufficient.  
Note: If rejected in IPP, an invoice becomes invalid and must be reentered by the Contractor making the appropriate corrections; the original invoice cannot be corrected and resubmitted.
Once certified, the invoice is scheduled for payment (Large Businesses are not required to be paid with terms sooner than Net 30 unless stated otherwise in the Contract; Small Businesses will likely be paid sooner); scheduled payment is then transmitted to the Treasury Department for Electronic Funds Transfer to Contractor.
Notification is sent to Intra-Governmental Payment and Collection System (IPAC) system for Bureau billing.  


FIRE SUPPRESSION/PROJECT MISSION REQUIREMENTS                                                                                  STEPS BY ROLES            

FREQUENTLY ASKED QUESTIONS

Interagency/Intra-agency Agreements 
Your timely and efficient access to safe commercial aviation flight services continues to be a high priority to the Department of the Interior (DOI).  We understand that emergency operations and many projects rely upon aviation services to complete the mission.  
Many Government organization’s financial systems have either already converted, or will convert in the near future, to the DOI Financial Business Management System (FBMS).  Key aspects of FBMS is rigid financial controls over availability of funds to pay for specific work, financial agreements between agencies, contractual obligation of those funds under specific contracts, and obligation of funds before use of contracted services.  The Department has determined that aviation is not an exception to this rule.  There are new FBMS-related tasks and responsibilities held by Aviation Users, Contractors, Contracting Officers, and financial specialists.  Communication is key to our joint success, so we have developed the following set of FAQs that we hope will answer most of your questions.

1-Question: When does this requirement take effect?
1-Answer: The Office of the Secretary fully implemented FBMS October 1, 2011.  All requirements of FBMS were in effect as of that date.

2-Question: What must be done to obligate funds in advance of any flight?
2-Answer: The user of the aircraft must ensure that an Interagency Agreement (IAA) has been completed by their agency and accepted by DOI.  That document will identify the amount, purpose, period of performance and source of the funding.  

OAS-91 Form (Rev 1/2012)
3-Question: How does Acquisition know when the actual work will be done, which IAA will fund the work, which contractor will be used, and which specific aircraft make and model will be ordered?
3-Answer: The OAS-91, Flight Services Request Form (available on the OAS website) must be completed by the ordering office or individual PRIOR TO USE of flight services for non-emergency purposes.  The form’s first page includes details needed by Acquisition to complete a written contractual order with the chosen Contractor.  Page 1 is supported by pages 2 and 3, which provide a cost comparison demonstrating Contractor selection was accomplished through a competitive process (considering three sources, if available). 
Note:  This form was previously released but has been updated effective 05/12.  Please discontinue use of any previous versions.

4-Question: Is the OAS-91 needed for every flight (non-emergency (project) only) when the same IAA and funding will be used to pay for all of the use?
4-Answer: A single OAS-91 will suffice (and is strongly encouraged) as long as the planned flight(s) (one or more) will cost less than the amount estimated on the OAS-91, performed by the same contractor, same aircraft make and model, same performance period for all of the planned work, and the same funding source.  To the contrary, when a new contractor, different aircraft make and model, or a different funding source is used a separate OAS-91 Modification submission is required.  




5-Question: What are pages 2 and 3 of the OAS-91 for? 
5-Answer: This document replaces the separate Best Value Determination (BVD) form required under the Single Engine Air Tanker (SEAT), Small Helicopter, and Air Tactical On-Call contracts.  The new Cost  Comparison can also be used to better estimate the value of the order.  We must establish an estimated value equal to or greater than the actual use, because a short-fall of any amount will result in a bunch of work for both the ordering individual and the Contracting Officer, and delayed payment to the Contractor.  That’s why the document is used for both On-Call and Exclusive Use contracts.  It also documents that competition was properly considered (required by the acquisition regulations) before a contractor is selected.  

6-Question: What happens if something changes, such as a switch to a different Contractor or I need to increase the estimated cost?
6-Answer: We recognize that Contractors or Bureau users sometimes need to cancel or change a mission, i.e. a different aircraft is furnished and you accept the change, the performance period changes, or the costs exceed your estimate.  An OAS-91 Modification MUST be completed by the ordering office/individual. (Simply check the “Modification” block on the form). If it isn’t, the new Contractor, the new aircraft, the changed performance period or the increased costs will not be reflected in AMS or FBMS.  The Contractor can’t be paid until the original order is modified.  Your attention to these situations is critical.
NOTE:  Since October 1, 2011, over 50 percent of all Bureau estimates have fallen short of the actual cost.  That means we have had to hold up the Contractor’s payment, contact the Bureau user, obtain additional funding, modify the purchase order to add money, and have the Contractor submit a new invoice.  Please be realistic, but not overly conservative! If you slightly over-estimate, the remaining funding can be deobligated and returned to your Bureau, while the Contractor is paid promptly.

7-Question: How will emergency funding other than fire suppression be made available to AQD by the Bureaus/USDA FS?
7-Answer: The Office of the Secretary is in discussions on how to handle other than fire suppression emergency funding.

8-Question: Does it matter if a Bureau’s accounting codes are accurate on the OAS-23/23E?
8-Answer: Yes.  We charge the Bureau based solely upon the fund code information found on the IAA, and the Bureau subsequently uses the coding you provide on the OAS-23/23E to internally adjust your budget after the IPAC is made and reported.  We have no means to validate the accuracy of those subsequent accounting codes on the OAS-23/23E.  If your information on the 23E is not complete and accurate, then you will not receive detail to allocate your internal accounting accurately.

9- Question:  What do the aircraft user need to do when they are done with the project or projects using a single order or the period of performance has changed?
9 – Answer:  Notify the CO via email so they can close the order and release any remaining funding back to the IAA or modify the order to change the period of performance.






Aviation Management System (AMS)
10-Question: Why is the Contractor required to input flight information into AMS and then a separate invoice into IPP?
10-Answer: Flight information from your OAS-23/23E form, along with any supporting documents required by the contract, is gathered in AMS for the following purposes: 1) provide detail of use to the CO, 2) collect aircraft use details required for the Federal Aviation Interactive Reporting System (FAIRS), and 3) confirm government receipt of services.  IPP is the new mandatory system for submitting an invoice summarizing those services, which we then use to verify funds are appropriately allocated and request payment be made.

11-Question: Is there help available if I have problems using AMS?
11-Answer: Yes, we still have AQD staff available as-needed, via telephone or email.  However be aware that AMS has been in use for over two years and we expect that most existing Contractors and Bureau personnel should already be familiar with use of it.  Therefore we don’t have dedicated full-time training staff available.

12-Question: I’ve heard AMS is going away.  Is this true?
12-Answer: AMS will likely be replaced with a similar FBMS concept in the future.


We understand that these changes will add to your already-busy workload, and we appreciate your cooperation as we all figure this out together.  Our goal is to provide unimpeded access to aviation resources.  
[bookmark: OLE_LINK70]If you have any questions or concerns, please do not hesitate to contact one of the Points of Contact listed on Page 4 of this document. 
FREQUENTLY ASKED QUESTIONS            
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	OAS-91 (05/2012)
	ORDER REQUEST FORM FOR DOI FLIGHT SERVICES
	NBC-AQD
	GOVT. USE ONLY 

	
	Questions - Contact the AQD Contracting Officer (if unknown, call 208-433-5026)
	TRACKING #
	 

	Note:  This form should be submitted a minimum of five (5) working days before the planned start date.  The OAS-91 form is a multiple page form that must be completed in its entirety to the maximum extent possible to request and fund a project flight request under an existing DOI contract.  Complete the radio button and shaded items of page 1 that are applicable and proceed to the page 2/3 Cost Comparison Tab at the bottom of the form.  Should the identified IAA Funding Amount(s) shown be insufficient to cover the 'actual total cost' for the services that are incurred the Contractor will not be paid for services until more funding is made available by your bureau.  If the total estimate under block 3 of this form is exceeded, the requestor will be required to complete a modification to this request  to supplement the order amount before the Contractor can be paid.  Failure to complete the form adequately may result in the return of the form to the requestor for additional data before it can be processed.  
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	1.   Complete all items in this section.
	 
	 
	CURRENT DATE
	 

	NAME OF REQUESTOR
	
	PHONE NUMBER
	 

	AGENCY/UNIT
	 
	EMAIL ADDRESS
	 

	AIRCRAFT REPORTING  
	CITY
	 
	PERIOD OF FLIGHT
	START
	 

	LOCATION:
	STATE
	 
	PERFORMANCE
	END
	 



	BUREAU PROJECT NAME:
	 

	MISSION REQUIREMENT:   I.E. Brief description - Helicopter or airplane, recon, point-to-point, initial attack, other special needs, etc.

	 

	

	



		2.   Select either Original or Modification Request - If modification, enter the original CO issued task order # or OAS-91 tracking # and a reason for the modification request 

	




	

	
	Original Request 
	Bureau PR #, if used
	 
	Bureau Tracking #, if used
	 

	 
	Modification Request to previously submitted OAS-91 - NBC-AQD Tracking #, if assigned
	 

	
	(All modifications to an OAS-91 must be accompanied by the original OAS-91 or CO issued task order for the OAS-91)

	REASON FOR MODIFICATION - READ before completing:  Modifications to previous OAS-91 requests are required only when additional funding is needed to process or complete the original OAS-91 request.  i.e. change in aircraft make/model to a higher rate or additional funding is required to finalize the previous action.  Items such as cancellations of a previously issued contract order, different Contractor/contract, deobligation of funds, although they may require a modification to the contract do not require a modification to the prior OAS-91.  Call the CO if unsure about when an OAS-91 modification is required. 

	

	

	

	  

	



	3.   Summarize the proposed selection information from page 2/3 of this form that shows the cost comparison accomplished for this request.  (Completion of page 2/3 is required for all original requests in excess of $2,500.)

	

	Recommended Contractor
	 
	Contract/ARA Number 
	 

	Select one:
		ON CALL



	ARA (<$25,000)
		



	EXCLUSIVE USE
		



	EXCLUSIVE USE
	



	Aircraft Make/Model
	 
	Suggested FAA N Number
	 

	AQD Contracting Officer
	 
	Total Estimated Amount  
	 



	4.    Identify below the inter/intra-agency agreement number(s) (IAA) or (defense users only) the military interdepartmental purchase request (MIPR) number(s) that apply to this request.  enter the applicable funding amount.   

	IAA OR MIPR #
	BUREAU CHARGE CODE (at bureau option)
	FUNDING AMOUNT

	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	

	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	

	 
	 
	 


                                                                                        SUBMIT TO:  amd91@nbc.gov                                                                   1 of 3
			[bookmark: RANGE!A1:J48][bookmark: OLE_LINK152][bookmark: OLE_LINK160]OAS-91 (05/2012)



	                                                               COST COMPARISON
	

	                                       Completed Cost Comparison document MUST be submitted with the completed OAS-91 form

	[bookmark: OLE_LINK66]Document below a cost comparison of multiple existing DOI Contractors for the work that is being planned by using the applicable contract price listing(s)
available at http://amd.nbc.gov/apmd/cwn/cwn.htm.  The total estimated cost MUST include all costs associated with mobilization and demobilization 
as well as the mission work to be done.  Include ALL applicable additional pay items - see individual contract listings.  In the event your total cost estimate as
shown on the OAS-91 (1st page) does not adequately cover the actual expenditure that is incurred, you will be required to complete a modification to the
 OAS-91.  Until sufficient funds have been obligated by the Contracting Officer for this request, the successful Contractor will not receive payment.  

	

	

	

	

	[bookmark: OLE_LINK158]COMPANY #1
	 
	CONTRACT #
	 
	AIRCRAFT
	 

	[bookmark: OLE_LINK155]Contract is (select 1)
	 ON CALL      ARA (<$25,000)    EXCLUSIVE USE
	USE START
	 
	USE END
	 

	[bookmark: OLE_LINK156]Payment method 
	        
          daily availability plus 
ontract flight rate 
	         contract project/ARA flight rate only (guarantees may apply)

	 ITEM DESCRIPTION
	PAY ITEM
	QUANTITY
	     RATE
	                                                  COMMENTS
	       TOTAL

	Daily Availability
	     AV
	 
	 
	 
	 

	Estimated Flight
	 
	 
	 
	 
	 

	Guarantee 
	     GT
	 
	 
	 
	 

	Add'l Pay Items (list all
 that apply)
	     PD
	 
	 
	 
	 

	Fuel Vehicle Mileage
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	

	
	
	
	
	
	

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	                                                                                                                                                                                    Sub-total – all items listed above
	            $0.00

	[bookmark: OLE_LINK157]Federal Excise Tax
	          YESs
	if FET is yes, this line will reflect an additional 7.5% that will be automatically added to the total cost
	              $0.00

	[bookmark: OLE_LINK159]                                                                                                                                                                                             TOTAL ESTIMATED COST
	            $0.00

	COMPANY #2
	  
	CONTRACT #
	 
	AIRCRAFT
	 

	Contract is (select 1)
	
 ON CALL      ARA (<$25,000)    EXCLUSIVE USE
	USE START
	 
	USE END
	 

	Payment method 
	                
             daily availability plus contract flight rate 
	         contract project/ARA flight rate only (guarantees may apply)

	 ITEM DESCRIPTION
	
AY ITEM
	QUANTITY
	RATE
	COMMENTS
	TOTAL

	Daily Availability
	AV
	 
	 
	 
	 

	Estimated Flight
	 
	 
	 
	 
	 

	Guarantee 
	GT
	 
	 
	 
	 

	Add'l Pay Items (list all
 that apply)
	PD
	 
	 
	 
	 

	Fuel Vehicle Mileage
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	                                                                                                                                                                                        Sub-total - all items listed above
	         $0.00

	Federal Excise Tax
	          YESs
	if FET is yes, this line will reflect an additional 7.5% that will be automatically added to the total cost
	         $0.00

	                                                                                                                                                                                                   TOTAL ESTIMATED COST
	        $0.00
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	                                                               COST COMPARISON
	

	                                       Completed Cost Comparison document MUST be submitted with the completed OAS-91 form

	Document below a cost comparison of multiple existing DOI Contractors for the work that is being planned by using the applicable contract price listing(s)
available at http://amd.nbc.gov/apmd/cwn/cwn.htm.  The total estimated cost MUST include all costs associated with mobilization and demobilization
 as well as the mission work to be done.  Include ALL applicable additional pay items - see individual contract listings.  In the event your total cost 
estimate as shown on the OAS-91 (1st page) does not adequately cover the actual expenditure that is incurred, you will be required to complete a 
modification to the  OAS-91.  Until sufficient funds have been obligated by the Contracting Officer for this request, the successful Contractor will not 
receive payment.  

	

	

	

	

	COMPANY #3
	 
	CONTRACT #
	 
	AIRCRAFT
	 

	Contract is (select 1)
	 ON CALL      ARA (<$25,000)    EXCLUSIVE USE
	USE START
	 
	USE END
	 

	Payment method 
	        
          daily availability plus contract flight rate 
	         contract project/ARA flight rate only (guarantees may apply)

	 ITEM DESCRIPTION
	PAY ITEM
	QUANTITY
	     RATE
	                                                  COMMENTS
	       TOTAL

	Daily Availability
	     AV
	 
	 
	 
	 

	Estimated Flight
	 
	 
	 
	 
	 

	Guarantee 
	     GT
	 
	 
	 
	 

	Add'l Pay Items (list all
 that apply)
	     PD
	 
	 
	 
	 

	Fuel Vehicle Mileage
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	

	
	
	
	
	
	

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	                                                                                                                                                                                    Sub-total – all items listed above
	            $0.00

	Federal Excise Tax
	          YESs
	if FET is yes, this line will reflect an additional 7.5% that will be automatically added to the total cost
	              $0.00

	                                                                                                                                                                                             TOTAL ESTIMATED COST
	            $0.00

	COMPANY #4
	  
	CONTRACT #
	 
	AIRCRAFT
	 

	Contract is (select 1)
	
 ON CALL      ARA (<$25,000)    EXCLUSIVE USE
	USE START
	 
	USE END
	 

	Payment method 
	                
             daily availability plus contract flight rate 
	         contract project/ARA flight rate only (guarantees may apply)

	 ITEM DESCRIPTION
	
AY ITEM
	QUANTITY
	RATE
	COMMENTS
	TOTAL

	Daily Availability
	AV
	 
	 
	 
	 

	Estimated Flight
	 
	 
	 
	 
	 

	Guarantee 
	GT
	 
	 
	 
	 

	Add'l Pay Items (list all
 that apply)
	PD
	 
	 
	 
	 

	Fuel Vehicle Mileage
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	                                                                                                                                                                                        Sub-total - all items listed above
	         $0.00

	Federal Excise Tax
	          YESs
	if FET is yes, this line will reflect an additional 7.5% that will be automatically added to the total cost
	         $0.00

	                                                                                                                                                                                                   TOTAL ESTIMATED COST
	        $0.00
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