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SECTION 1: INTRODUCTION

BACKGROUND
The mission of Integrated Financial Management Program (IFM Program) is to improve the financial, physical, and human resources management processes throughout NASA.  Under the auspices of the Office of the Chief Financial Officer (CFO), the IFM Program is reengineering NASA's business infrastructure and implementing enabling technology to provide better management information for decision making.

The Core Financial module provides the backbone of the IFM Program system concept.  All other modules will be integrated/interfaced with Core Financial where applicable.  The Core Financial module consists of the standard general ledger, accounts receivable, accounts payable, budget execution, purchasing, and cost management.
INTRODUCTION TO CORE FINANCIAL AGENCY STANDARD ROLES
As a part of Agency Design Phase of the Core Financial Project, the Organization Alignment team of the Change Management Integrated Product Team (IPT) worked with the Process IPT to define the Core Financial Agency Standard Roles.  Organization Alignment team members worked with each Process IPT sub-team (Accounts Payable, Accounts Receivable, Budget Execution, Cost Management, Purchasing and Standard General Ledger) to define the Roles for their particular areas.

Once the Process IPT sub-teams reached the activity level of their process flows, a representative from the Organization Alignment team conducted a workshop explaining the role definition process.   During the workshop, a “role” was defined as “a component of a job.”  Any given job can be composed of one or more roles.  The Organization Alignment team also communicated the elements necessary to fully define a role:  role name, role description, role criticality, magnitude of change, skills, transaction code(s) and location.

ROLE DEFINITION COMPONENTS

Role Name is created based on the activity (or activities) to which the role is linked. 

Role Description is a brief statement that indicates the key responsibilities for a particular role.

Role Criticality is ranked as High, Medium or Low.  High criticality refers to a role whose processes/tasks will put the business operationally at risk if not performed correctly (e.g., capacity planning) or one that has a high degree of customer contact (e.g., order processing) or has a high degree of impact on product delivery to customer lead-time.  Medium criticality refers to a role that is focused on more routine oriented business tasks. Important, but not as important as mission critical roles (e.g., financial closings) or roles that are control oriented (e.g., material quality assurance).  Low criticality is used in reference to roles that may use the system for information access only (e.g., market research).

Magnitude of Change is also ranked as High, Medium or Low.  High magnitude of change is used for a role that did not exist prior to Core Financial implementation.  Medium magnitude of change is used for a role that existed prior to implementation, but will be different post-implementation.  Low magnitude of change is used for a role that existed prior to implementation, and remains very similar post-implementation.

Skills, in this document, refer to the abilities, knowledge and attributes associated with each role.

Transaction Code(s) are codes used as shortcuts to specific screens.  The Transaction Code Matrix, which lists the Transaction Codes associated with each Core Financial Agency Standard Role, is maintained by the IFMP Competency Center.

Locations represents where the particular Role exists.  Centers means the Role could potentially exist at any NASA Center.  Agency means the Role exists only at Headquarters.

Map to Existing Job(s) references the jobs this role might be linked with.

Activities associated with a particular role.

CONCLUSION
This document includes information on the Core Financial Project Agency Standard Roles.  Defining roles is an iterative process.  As processes change, they impact sub-processes, which impact activities that may impact roles.  The roles depicted here represent a snapshot of where the project is currently, and they may continue to be refined. 

SECTION 2: ACCOUNTS PAYABLE

ACCOUNTS PAYABLE CERTIFICATION PROCESSOR
Description:  The Certification Processor is responsible for all activities dealing with Treasury, including stopping payment through Pacer.  The Certification Processor verifies the payment proposal prepared by the Vendor Payment Processor (VPP) and Travel Payment Processor (TPP).  If corrections are necessary, the Certification Processor re-routes the payment proposal back through the VPP and or TPP for corrections. Once all entries are verified, the Certification Processor prints the proposal to create a certified proposal.

After the Certification Processor has created the file for Treasury, the Certification Processor approves the entries made in ECS by the ECS Maintainer and submits the file to Treasury.  If Treasury does not process the file, the Certification Processor determines the reason for non-execution cancels the original ECS entry and resubmits the file to Treasury.  Once Treasury processes the file, and the payments are confirmed the interface will post the confirmations in SAP.

Criticality:  High

Magnitude of Change:  Low

Skills:  Knowledge of FMM 9600, 9700 and 9040, Prompt Payment Act, Knowledge of Treasury, Financial Manuals, Management Reporting and Oversight Knowledge, Regulatory Reporting Knowledge, Financial Management and Accounting Principles and Practices Knowledge, Federal Appropriation Law Compliance Knowledge, Financial Classification Structure Knowledge, Workflow Management, Reconcile Contractual Documents for Obligations, Cost and Disbursements, Contract Types Knowledge, Accountability and Follow Through, Coaches and Develops Others, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral, Communications, Conceptual Thinking, Customer-Service Orientation, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Teamwork and Cooperation, Utilizes Resources, Bankcard Knowledge, Builds Relationships, Consumer and Customer Knowledge, Financial Analysis, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Browser, Email, Excel, Mouse, Windows, Word

Location:  Centers
Maps to Existing Job(s):  Certifying Officer
Activities:

· Analyze Reason for Non-Execution 

· Approve Payment Schedule Information in ECS

· Block Payment

· Cancel Original ECS Transaction and Resubmit

· Create File for Treasury

· Determine if Payment File was Processed by Treasury

· Execute Payment

· Post Payment Configuration

· Print Payment Register

· Print Proposal

· Record Payment Register

· Review ECS Acknowledgement
· Verify Proposal
ACCOUNTS PAYABLE INTRA-AGENCY PAYMENTS AND COLLECTIONS PROCESSOR
Description:  The Accounts Payable Intra-Agency Payments and Collections (AP IPAC) Processor handles all transactions between SAP and the IPAC system.  This includes initiating a download of the IPAC transactions for their specific ALC. The trigger for the interface to pick up IPAC transactions will be the payment run.  

Criticality:  High

Magnitude of Change:  High

Skills:  Knowledge of FMM 9600 and 9040, Knowledge of Treasury Financial Manuals, Financial Management and Accounting Principles and Practices Knowledge, Federal Appropriation Law Compliance Knowledge, Financial Classification Structure Knowledge, Workflow Management, Reconcile Contractual Documents for Obligations, Cost and Disbursements, Contract Types Knowledge, Accountability and Follow Through, Coaches and Develops Others, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Customer-Service Orientation, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Teamwork and Cooperation, Utilizes Resources, Builds Relationships, Consumer and Customer Knowledge, Financial Analysis, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Browser, Email, Excel, Mouse, Windows, Word

Location:  Centers

Maps to Existing Job(s):  AP Accountant, AP Accounting Technician, Financial Program Specialist

Activities:

· Determine if IPAC Transaction Exists

· Enter Invoice or Bill in IPAC

· Post

· Record IPAC Transaction (Disbursements or Collections)

· Reverse/Adjust Transaction

AGENCY HEALTH AND HUMAN SERVICES PROCESSOR 
Description:  The Agency Health and Human Services (HHS) Processor performs manual activities related to the HHS Sub-process.  These include informing the various centers and HHS when new recipients are established.  The Agency HHS Processor is also responsible for reconciling Centers’ and HHS’s data and running reports within the SAP system.  They will also ensure that each center is properly charged for its recipients’ drawdown and billed each month for all IPAC transactions.

Criticality:  Low

Magnitude of Change:  High
Skills:  Knowledge of FMM 9600, 9280 and 9040, Knowledge of Treasury Financial Manuals, Financial Management and Accounting Principles and Practices Knowledge, Knowledge of Grants & Cooperative Agreements Handbook (NPG 5800.1D), Federal Appropriation Law Compliance Knowledge, Financial Classification Structure Knowledge, Workflow Management, Reconcile Contractual Documents for Obligations, Cost and Disbursements, Contract Types Knowledge, Accountability and Follow Through, Coaches and Develops Others, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Customer-Service Orientation, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Teamwork and Cooperation, Utilizes Resources, Bankcard Knowledge, Builds Relationships, Consumer and Customer Knowledge, Financial Analysis, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Browser, Email, Mouse, Windows, Word

Location:  Agency
Maps to Existing Job(s):  AP Accountant, AP Accounting Technician, Contractor, Financial Program Specialist
Activities: 

· HQ Informs Center

· HQ Receives Information from HHS

· HQ Sends to HHS to Establish Account for Recipient
· Enter Invoice 
· Post
HEALTH AND HUMAN SERVICES PROCESSOR
Description:  The Health and Human Services (HHS) Processor is responsible for all activities related to HHS payments.  These include all manual processes involved to create and maintain the recipient account, maintain Remit-To vendor information, and issuance of necessary letters to recipients.

Once the recipient account is established, the HHS Processor interfaces the HHS data with SAP to update disbursements and cost at the line item level.  The HHS Processor interfaces all SF272 data to automatically update and adjust cost and disbursements at the line item level.

Criticality:  High

Magnitude of Change:  Medium

Skills:  Knowledge of FMM 9600, 9280 and 9040, Knowledge of Treasury Financial Manuals, Financial Management and Accounting Principles and Practices Knowledge, Knowledge of Grants & Cooperative Agreements Handbook (NPG 5800.1D), Federal Appropriation Law Compliance Knowledge, Financial Classification Structure Knowledge, Workflow Management, Reconcile Contractual Documents for Obligations, Cost and Disbursements, Contract Types Knowledge, Accountability and Follow Through, Coaches and Develops Others, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Customer-Service Orientation, Discretionary Effort, Expertise, Information Seeking. Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Teamwork and Cooperation, Utilizes Resources, Builds Relationships, Consumer and Customer Knowledge, Financial Analysis, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Browser, Email, Excel, Mouse, Windows, Word

Location:  Centers

Maps to Existing Job(s):  AP Accountant

Activities:

· Adjust Cost and Disbursements at Line Item Level Electronically

· Create, Increase, or Decrease Authority Using PIN Supplied by HS

· Determine if Authority Should be Increased or Decreased

· Interface HHS Data to SAP

· Maintain Account

· Record SF272 Statement Electronically from HHS

· Update Disbursements and Cost at Line Item Level

· Determine if LOC Already Exists

· Issue Letter to Recipient

· Review Documentation and Record Receipt

· Run Standard Reports to Determine if HHS Contract Exists for Processing

· Send Documentation to Recipient

· Send to HQ

PAYMENT AUDITOR 

Description:  The Payment Auditor is responsible for producing any and all reports for the accounts payable area to include the Annual Report of Payment Activities and the 1099 Report.

Criticality:  Medium

Magnitude of Change:  Low

Skills:  Knowledge of FMM 9600, 9700 and 9040, Prompt Payment Act, Knowledge of Treasury Financial Manuals, Management Reporting and Oversight Knowledge, Regulatory Reporting Knowledge, Financial Management and Accounting Principles and Practices Knowledge, Knowledge of IRS Regulations governing 1099 Reporting, Federal Appropriation Law Compliance Knowledge, Financial Classification Structure Knowledge, Workflow Management, Reconcile Contractual Documents for Obligations, Cost and Disbursements, Contract Types Knowledge, Accountability and Follow Through, Coaches and Develops Others, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Customer-Service Orientation, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Teamwork and Cooperation, Utilizes Resources, Bankcard Knowledge, Builds Relationships, Consumer and Customer Knowledge, Financial Analysis, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Browser, Email, Excel, Mouse, Windows, Word

Location:  Centers
Maps to Existing Job(s):  AP Accountant

Activities:

· 1099 Report Execution

· Analyze Results

· Execute Prompt Payment Report

· Run Management Reports


TRAVEL AUTHORIZATION PROCESSOR

Description:  The Travel Authorization (order) Processor (TAP) is responsible for entering the approved Travel Authorization Document into SAP.  The Travel Authorization Processor is responsible for ensuring that the Travel authorization document has all the required information, proper approvals and that it meets the requirements of the FTR.  The Travel Authorization Processor is also responsible for validating that the appropriate commitment /obligation is recorded in the proper USGL accounts when the order is posted.   The TAP will also be responsible for posting the JV cost accruals.

Criticality:  High

Magnitude of Change:  Low

Skills:  Knowledge of FMM 9600, 9700, 9060 and 9040, Federal Travel Regulations (FTR), Knowledge of Treasury Financial Manuals, Management Reporting and Oversight Knowledge, Regulatory Reporting Knowledge, Financial Management and Accounting Principles and Practices Knowledge, Federal Appropriation Law Compliance Knowledge, Financial Classification Structure Knowledge, Accountability and Follow Through, Coaches and Develops Others, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Customer-Service Orientation, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Teamwork and Cooperation, Utilizes Resources, Bankcard Knowledge, Builds Relationships, Consumer and Customer Knowledge, Financial Analysis, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Browser, Email, Excel, Mouse, Windows, Word, Standard General Ledger    
Location:  Centers
Maps to Existing Jobs (s): Accountant, Financial Program Specialist, Technicians, and Contractor

Activities:

· Enter Funds Commitment Document (Travel Authorization)  
· Enter JV cost accruals
· Change/Amend Funds Commitment (Travel Authorization) 
· Cancel Travel Authorizations   
TRAVEL PAYMENT PROCESSOR

Description:  The Travel Payment Processor is responsible for processing all travel vouchers, travel advances and other invoices related to travel through the creation of the payment proposal.

The Travel Payment Processor is responsible for validating that the vouchers and all advance requested are valid and meets the requirements of the FTR and the FMM 9700.  When validating the vouchers, the Travel Payment Processor is responsible for determining if there are errors and making the appropriate adjustment, recording the adjustment and reimbursing the traveler for the correct amount.   The Travel Payment Processor is also responsible for posting the vouchers, processing travel advances (Request for Down Payment), tracking returned vouchers, reversing the JV cost accrual entries and running the payment proposal for travel payments.  

The Travel Payment Processor is also responsible for reissuing payments in the case of payments issued to the incorrect traveler, payments that have not yet cleared Treasury, limited pay ability payments, and vendor initiated requests for replacement payments.  In these instances, the Travel Payment Processor determines if the payment has cleared Treasury and if it was issued to the correct vendor.  The Travel Payment Processor then either informs the requestor of the status of the payment or initiates a new payment and forwards the required information to Accounts Receivable, if necessary.

The Travel Payment Processor is responsible for recording the appropriate expenses to liquidate advances (Clear Down Payment).

After the Certification Processor has reviewed the payment schedule, the Travel Payment Processor makes any adjustments necessary based on debit balances or Certification Processor request.

The Travel Payment Processor also records the cost and disbursement as required for transactions that appear on the error log produced by the IPAC Processor and post these transactions, such as PCS tax information.

NOTE:  This role is for items that will not be processed in Travel Manager, such as: recording of PCS  & Foreign payments, processing Centrally billed credit card statements, and miscellaneous travel payments.  

Criticality:  High

Magnitude of Change:  Low

Skills:   Knowledge of FMM 9600, 9700, 9060 and 9040, Federal Travel Regulations (FTR), Prompt Payment Act, Knowledge of Treasury Financial Manuals, Management Reporting and Oversight Knowledge, Regulatory Reporting Knowledge, Financial Management and Accounting Principles and Practices Knowledge, Federal Appropriation Law Compliance Knowledge, Financial Classification Structure Knowledge, Accountability and Follow Through, Coaches and Develops Others, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Customer-Service Orientation, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Teamwork and Cooperation, Utilizes Resources, Bankcard Knowledge, Builds Relationships, Consumer and Customer Knowledge, Financial Analysis, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Browser, Email, Excel, Mouse, Windows, Word

Location:  Centers
Maps to Existing Jobs (s): Accountant, Financial Program Specialist, Technicians, and Contractor

Activities:

· Enter Invoice and Park

· Change Invoices/Vouchers from Park to Post 

· Enter Expense to Liquidate Advance (Clear Down Payment)

· Reverse Original Invoice

· Schedule Replacement Payment

· Set Flag (Mark as Complete for Final)

· Transfer to Accounts Receivable

· Validate Payment

· Establish reason for desertification

· Record Cost & Disbursements

· Reverse JV Cost Accrual Document

· Create/Edit Payment Proposal

· Print Payment Proposal

· Reject Invoice

· Skip account/remove from payment schedule

· Post corrected Invoice

· Move Disbursement

· Create Remit-to Vendor Master

· Update Remit-to Vendor Master

· Verify Remit-to Vendor Master

VENDOR INVOICE PROCESSOR 

Description:  The Vendor Invoice Processor receives the date-stamped invoices from the Invoice Receiver, enters them into the system and, after performing some preliminary checks, parks the invoice for further processing.  The Vendor Invoice Processor is responsible for ensuring that all Remit-To vendor master data is correct (including banking information) and determines whether the invoice is forwarded to the Vendor Payment Processor, the IPAC Processor, or the HHS Processor.

Criticality:  High

Magnitude of Change:  Medium

Skills:  Prompt Payment Act, Workflow Management, ACH Knowledge, Contract Types Knowledge, Accountability and Follow Through, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Customer-Service Orientation, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Teamwork and Cooperation, Utilizes Resources, Builds Relationships, Consumer and Customer Knowledge, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Email, Mouse, Windows, Word

Location:  Centers

Maps to Existing Job(s): Contractor (Data Entry Clerk), AP Technician, AP Accountant, Financial Program Specialist

Activities:

· Create Remit-To Vendor Master

· Determine Pay Type and Responsible AP Representative

· Enter Invoice Data and Park Invoice (Invoice or Credit Memo)

· Make Corrections, Re-Enter Invoice and Reference Original Invoice

· Re-Enter Invoice

· Update Remit-To Vendor Master

· Verify Bank Master Data

· Verify Remit-To Vendor Master Data

VENDOR PAYMENT PROCESSOR

Description:  The Vendor Payment Processor is responsible for processing all commercial invoices up to creation of the payment proposal.  

The Vendor Payment Processor ensures that the invoice is a valid invoice per the Prompt Payment Act that any matching required falls within approved tolerances on a contract-by-contract basis, and that all required approvals have been obtained.  If an invoice proves to be invalid according to the requirements of the Prompt Payment Act, the Vendor Payment Processor ensures that the invoice is returned to the vendor within 7 days of receipt of the original invoice accompanied by a letter detailing the deficiencies of the invoice.  If more than 7 days passes, the due date of the corrected invoice is reduced by the number of days exceeding 7.  The Vendor Payment Processor is responsible for tracking all returned invoices and correctly matching them with re-submitted invoices.  Prior to creation of the file for Treasury, but after all required validation activities are performed, the Vendor Payment Processor places the invoice in park complete status and routes the invoice for all required approvals, and then posts the invoice.

The Vendor Payment Processor is responsible for validation of the invoice.  Should the invoice fail the status checks when attempting to place the invoice in park complete status, the Vendor Payment Processor confirms that the obligation amount is correct, the invoice is charged to the correct procurement line item (PLI) and/or make a downward adjustment to the invoice, as necessary.  Following receipt of all required approvals, the Vendor Payment Processor checks for any holdbacks that are required per the contract and makes any other adjustments that are required before posting the invoice.

For all IPAC invoices, the Vendor Payment Processor records cost and disbursement as required for transactions that appear on the error log produced by the IPAC Processor and then posts these transactions.  For those transactions that do not contain errors, the Vendor Payment Processor analyzes the transactions to determine if reimbursement is due from other centers and informs the initiator of the transaction if an adjustment is required.  The Vendor Payment Processor then routes IPAC information to the appropriate approving official.

The Vendor Payment Processor is also responsible for reissuing payments in the case of payments issued to the incorrect vendor, payments that have not yet cleared Treasury, limited payability payments, and vendor initiated requests for replacement payments.  In these instances, the Vendor Payment Processor determines if the payment has cleared Treasury and if it was issued to the correct vendor.  The Vendor Payment Processor then either informs the requestor of the status of the payment or initiates a new payment and forwards the required information to Accounts Receivable, if necessary.

The Vendor Payment Processor will on the last business day of each month create a temporary invoice receipt in SAP using a special document type for all contract/purchase orders that have non-valuated goods receipts without invoice receipts.  The Vendor Payment Processor will reverse these invoices on the first business day of the next month to allow for the real invoice to be posted when it is received in the accounts payable office.

The Vendor Payment Processor is responsible for recording the appropriate expenses to liquidate advances.

After the Certification Processor has reviewed the payment schedule, the Vendor Payment Processor makes any adjustments necessary based on debit balances or Certification Processor request.

The Vendor Payment Processor may on occasion receive date-stamped invoices from the Invoice Receiver; enter them into the system and, after performing some preliminary checks, parks the invoice for further processing.  The Vendor Payment Processor when performing this duty is responsible for ensuring that all Remit-To vendor master data is correct (including banking information) and determines if the invoice should be forwarded.

Criticality:  High

Magnitude of Change:  Medium

Skills: Knowledge of FMM 9600, 9700 and 9040, Prompt Payment Act, Knowledge of Treasury, Financial Manuals, Financial Management and Accounting Principles and Practices Knowledge, Federal Appropriation Law Compliance Knowledge, Financial Classification Structure Knowledge, Workflow Management, Reconcile Contractual Documents for Obligations, Cost and Disbursements, Contract Types Knowledge, Accountability and Follow Through, Coaches and Develops Others, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Customer-Service Orientation, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Teamwork and Cooperation, Utilizes Resources, Bankcard Knowledge, Builds Relationships, Consumer and Customer Knowledge, Financial Analysis, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Browser, Email, Excel, Mouse, Windows, Word

Location:  Centers

Maps to Existing Job(s):  AP Accountant, AP Accounting Technician, Contractor, Financial Program Specialist 

Activities:

· Adjust for Incorrect Tax, Freight, etc.

· Adjust Invoice

· Adjust Invoice Amount (down only)

· Adjust Payment Amount as Necessary

· Analyze Transactions

· Cancel First Transaction in SAP

· Cancel Original Disbursement

· Change to Parked Complete Status

· Check for Other Deductions

· Check for Proper Approvals

· Compute Holdback Amount

· Compute Contract Information with Purchasing

· Contact Shipping & Receiving

· Determine Holdback Status

· Determine Other Adjustments

· Electronic Notification to Payee

· Enter Expense to Liquidate Advance

· Establish Reason for Recertification

· Get Copy of Original Check

· Match Disbursement to Cost where No Receiving Report is Received

· Move Disbursement

· Notify Vendor

· Post

· Post Corrected Invoice

· Post Invoice

· Post Transactions

· Record Cost and Disbursement

· Reject Invoice

· Resume Accelerated Payment Method for Vendor

· Return Invoice to Vendor with Letter within 7 days

· Reverse Original Invoice

· Route Invoice

· Route IPAC Information

· Schedule Replacement Payment

· Set Flag

· Skip Account (Remove from Payment Schedule)

· Stop Accelerated Payment Method for Vendor

· Track Returned Invoice

· Transfer to Accounts Receivable

· Validate Payment

· Create Remit-To Vendor Master

· Determine Pay Type and Responsible AP Representative

· Enter Invoice Data and Park Invoice (Invoice or Credit Memo)

· Make Corrections, Re-Enter Invoice and Reference Original Invoice

· Re-Enter Invoice

· Update Remit-To Vendor Master

· Verify Bank Master Data

· Verify Remit-To Vendor Master Data

SECTION 3: ACCOUNTS RECEIVABLE
ACCOUNT MAINTAINER 

Description:  The Account Maintainer is responsible for managing accounts.  This includes running aged bill reports, analyzing delinquent bills, printing and analyzing reports.  The Account Maintainer establishes and records the allowance for bad debt and routes bad debts for write-off approval. In some instances (if debt not sent to treasury), the Account Maintainer generates a 1099C.  

The Account Maintainer can block debts from calculating interest and penalty during the scheduled Dunning process. Dunning letters are issued when the bill is overdue by 45, 75 or 105 days. The calculated interest and penalty is manually posted. This role posts administrative charges separately.  The Account Maintainer transfers debt to Treasury and manages follow-on activities, as they occur to these debts.

Criticality:  High

Magnitude of Change:  Medium 

Skills:  Financial Management and Accounting Principals and Practices Knowledge, NASA Financial Policy Maintenance and Oversight Management, Knowledge of Treasury Financial Manuals, Accounting Codes Knowledge, Financial Classification Structure Knowledge, Standard General Ledger and AR Transactions Knowledge, Accountability and Follow Through, Fact Based Decision Making, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Data Management, Financial Analysis, Manage Change, Problem Solving and Analysis, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Browser, Email, Mouse, Windows, Excel, Word

Location:  Centers

Existing Job(s): AR Accountant, AR Technician

Activities:

· Analyze Delinquent Bills

· Calculate/Post Admin. Charges

· Record Allowance for Doubtful Accounts

· Execute Dunning Process to Print  Letters

· Generate 1099s (if not sent to Treasury)

· Identify and Block Debt Sent to Treasury

· NASA to Take Appropriate Action

· Print Statement and Bill Copy

· Post Interest and Penalty

· Receive Debt Information from Treasury

· Resolve Issues

· Route Bad Debts for Write-off Approval

· Run Month-End Reports

· Run Year-End Reports

· Run Aged Bill Reports

· Run Dunning Process to select overdue bills

· Send Information to Reimbursable Manager

· Send Statement and Bill Copy to Federal Customer

· Sent Dunning Letter for Delinquency

· Transfer Debt to Treasury

· Write-off Bad Debts

COLLECTION PROCESSOR 

Description:  The Collection Processor receives paper checks, records them into the system in the deposit list.  This deposit list updates the Collection Register Log Report and fills in the SF215 form.  
Criticality:  High

Magnitude of Change:  Medium

Skills:  Financial Management and Accounting Principals and Practices Knowledge, Knowledge of Treasury Financial Manuals, Accountability and Follow Through, Customer-Service Orientation, Achievement Motivation, Time Management, Teamwork and Cooperation, Adaptability, Utilize Resources, Problem Solving and Analysis, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manage Change, Email, Mouse, Windows, Excel, Word  

Location:  Centers

Existing Job(s):  Collection Agent

Activities:

· Receive Paper Checks/Cash Payments/NSF Notice

· Record Payments in Deposit Log


CUSTOMER MASTER MAINTAINER  

Description:  The Customer Master Maintainer creates, updates, blocks, and archives customers.       

Criticality:  High 

Magnitude of Change:  Medium

Skills:  Financial Management and Accounting Principals and Practices Knowledge, Accounting Codes Knowledge, CAGE Code Identification, Financial Classification Structure Knowledge, Regulatory Reporting Knowledge, Standard General Ledger and AR Transactions Knowledge, Manage Resources, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Data Management, Problem Solving and Analysis, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Browser, Email, Mouse, Windows  

Location:  Centers

Existing Job(s):  AR Accountant, AR Technician
Activities:

· Create Customer Master

· Create / Update Customer Folder

· Evaluate Customer

· Receive Reimbursable Order / Non-Reimbursable Notice of Indebtedness

· Update Customer Master


CUSTOMER PAYMENT PROCESSOR 

Description:  Customer Payment Processor receives Collection Register Log Report for paper checks recorded and Cash-Link Listings and IPAC Listings for electronic payments received.   This role then analyzes the collection register log, cash-link listing, and lockbox postings/payment program postings and error lists for the IPAC Listing and determines if the lockbox/payment program processes posted/matched payments to open items in the system correctly, and then determines how to post items that could not be matched.  

If the received payment is a down payment, further processing must be done to record it in the accounting system against the sales order that has been established for the customer order. For down payment that includes statistical costs and depreciation, the Customer Payment Processor enters the statistical costs and depreciation against the Customer Order/Task that it relates to.

The Customer Payment Processor is responsible for analyzing open items (reviews the open items and determines if they can be matched to the payments received), and applying payments to these open items in pre-established priority (admin charges, penalties, interest and principal).  This role also applies payment information to unbilled miscellaneous receipts or appropriations.

If a received payment cannot be readily identified, the Customer Payment Processor temporarily enters it into a suspense account for further action to be taken.  Once the payment is identified, the suspense account entry is reversed and the payment is recorded to the correct accounts.

Criticality:  High

Magnitude of Change:  Medium 

Skills:  Financial Management and Accounting Principals and Practices Knowledge, NASA Financial Policy Maintenance and Oversight Management, Monitor Reimbursable Agreement / Funds, Knowledge of Treasury Financial Manuals, Budget Execution Knowledge, Federal Appropriation Law Compliance Knowledge, Accounting Codes Knowledge, Financial Classification Structure Knowledge, Standard General Ledger and AR Transactions Knowledge, Accountability and Follow Through, Fact Based Decision Making, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Data Management, Financial Analysis, Manage Change, Problem Solving and Analysis, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Email, Mouse, Windows, Excel

Location:  Centers

Existing Job(s): AR Accountant, AR Technician
Activities:

· Analyze Cash Link Listing

· Analyze Collection Register Log

· Analyze Lockbox Postings and Error List

· Analyze Open Items (Outstanding Bills)

· Analyze Payment Program Postings and Error List

· Analyze Unidentified Payment Received

· Apply Payment Received Information

· Apply Collection to Open Items

· Notify AP to Send Customer Refund

· Post Payment Received to Suspense Account

· Receive Collection Register Log

· Receive  Cash Link Listings

· Receive IPAC Listing

· Receive Notice of NSF

· Record Applicable Statistical Charges/Costs (included in Down Payment)

· Record Down Payment

· Reset and Reverse Posted  Payment

· Reverse Payment Posting

· Reverse Suspense Account Posting 

DEPOSIT PROCESSOR 

Description:  The Deposit Processor receives checks/cash and the SF 215 deposit slip from the Collection Processor.  This role accesses the system to print the Collection Register Log Report.  Once he verifies that the paper checks/cash agree with what was actually entered into the Collection Register Log Report and is reflected on the SF215, the checks/cash are attached to the SF215 to be deposited at the local bank or the Federal Reserve Bank.  A hard copy of the report and deposit is maintained in a file. 

Criticality:  High

Magnitude of Change:  Medium

Skills:  Financial Management and Accounting Principals and Practices Knowledge, Knowledge of Treasury Financial Manuals, Accountability and Follow Through, Customer-service Orientation, Achievement Motivation, Time Management, Teamwork and Cooperation, Adaptability, Utilize Resources, Problem Solving and Analysis, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manage Change, Email, Mouse, Windows, Excel, Word

Location:  Centers
Existing Job(s):  Collection Agent

Activities:

· Send Deposit and Checks to Local Bank

· Send to Federal Reserve Bank

· Verify/Prepare Deposit


REIMBURSABLE MANAGER 
Description:  The reimbursable manager will work with the project manager in developing the Estimated Price Report (EPR) external to SAP based on the reimbursable order with the customer.  This information will be forwarded to an agency/competency center level or center level role to load the applicable WBS Structures, Networks, Activities, Funds Reservation, Funds Transfer, and Derivation Rules.   The billing and accounting fields must be checked on the applicable WBS level.  The reimbursable manager may be the one doing these tasks.  If the reimbursable manager is not doing these tasks, he will verify that these elements are correct.  A copy of the reimbursable order/amendments and EPR will be forwarded to accounting to enter the sales order after the above has been verified.     
Criticality:  High

Magnitude of Change:  Medium
Skills:   Financial Management and Accounting Principals and Practices Knowledge, NASA Financial Policy Maintenance and Oversight Management, Monitor Reimbursable Agreement / Funds, Budget Execution Knowledge, Federal Appropriation Law Compliance Knowledge, Accounting Codes Knowledge, Financial Classification Structure Knowledge, Standard General Ledger and AR Transactions Knowledge, Accountability and Follow Through, Fact Based Decision Making, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Data Management, Financial Analysis, Manage Change, Problem Solving and Analysis, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Browser, Email, Mouse, Windows
Location:  Centers
Existing Job(s): Reimbursable Manager

Activities:

· Send EPR/Reimbursable Order/Amendment to Sales Order Processor

· Verify Material Master Number, WBS Structure, Networks, Activity; Billing and Accounting fields, Condition Types and Derivation Rules
RECEIVABLES PROCESSOR
Description:  The Receivables Processor creates A/R invoices after receiving a notice of indebtedness (may originate from Public Affairs, a lease from Real Property, billing information (AP), an external system (Payroll/Human Resources), or an increase in interest/penalty charges (Treasury).

Additionally, an invoice may be created for situations where the wrong amount was billed to a customer (invoice reversed and customer re-billed) or when an NSF check is received (the payment is reversed by the customer payment processor and the receivable invoice is created by this role for debt owed to NASA (no receivable existed previously)).    When necessary this position will create and update installment and recurring receivables.  The Receivables Processor will gather/generate supporting documents, attach (external to SAP) them to the bills and then mail them to the customer.

Criticality:  Medium

Magnitude of Change:  Medium

Skills:  Financial Management and Accounting Principals and Practices Knowledge, Federal Appropriation Law Compliance Knowledge, Accounting Codes Knowledge, Financial Classification Structure Knowledge, Standard General Ledger and AR Transactions Knowledge, Accountability and Follow Through, Fact Based Decision Making, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Data Management, Financial Analysis, Problem Solving and Analysis, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manage Change, Browser, Email, Mouse, Windows, Excel, Word
Location:  Centers
Existing Job(s): AR Accountant/AR Accounting Technician

Activities:

· Create an AR invoice
· Create Correspondence Bill
· Create/Update Installment/Recurring Entry
· Display Document
· Evaluate Notice if Indebtedness
·  Generate Support Documents
· Gather Supporting Documents
· Mail Bill and Supporting Documents
· Receive Notice of Indebtedness/Overpayment
· Reverse Document 
SALES INVOICE PROCESSOR

Description:  The Sales Invoice Processor records the estimated statistical costs and depreciation charge that is to be billed for the month; any Headquaters G&A and Contract Administration is IPACed to MSFC on the same day.   The Sales Invoice Processor receives word that all costs have been recorded for the month.  These actions update the costs recorded against the reimbursable WBSs in Project Systems.  This role is responsible for processing billing requests and billing due lists based on this cost that has accumulated against the WBSs in Project Systems.

The Sales Invoice Processor verifies that there is available down payment to cover the sales order, liquidates it, and then runs the down payment report to verify balances for future liquidation. If the down payment is not adequate, the Sales Invoice Processor notifies the Reimbursable Manager to request additional funds from the customer.   When IPAC is possible, invoices will be processed through the IPAC interface for collection.
Criticality:  High

Magnitude of Change:  Medium

Skills: Financial Management and Accounting Principals and Practices Knowledge, Federal Appropriation Law Compliance Knowledge, Accounting Codes Knowledge, Financial Classification Structure Knowledge, Standard General Ledger and AR Transactions Knowledge, Accountability and Follow Through, Fact Based Decision Making, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Data Management, Financial Analysis, Problem Solving and Analysis, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manage Change, Browser, Email, Mouse, Windows, Excel, Word
Location:  Centers
Existing Job(s): AR Accountant AR Technician

Activities:

· Create Billing Request

· Evaluate Down Payment Balance

· Generate Bills/Informational Bills/Statement

· Liquidate Down Payment

· Receive Notice that Costs Inputs are complete

· Record All Statistical and Depreciation Amounts 

· Run Billing Due List

· Run Down Payment Report

· Run Preliminary Billing Register-Bills

· Run Reimbursable WBS Report from Project Systems

· Select Bills to be Generated/Execute Process

· Initiate IPAC Process

SALES ORDER PROCESSOR

Description:  The Sales Order Processor is responsible for creating sales orders based on reimbursable orders (agreement between NASA and a Federal or Non-Federal Agency or Individual. 

The Sales Order Processor determines if the Reimbursable Order is accurate and complete or if it requires updates as amendments or additional information is received.   This role will be responsible for re-aligning the amounts against funds recorded on the down payment.

Criticality:  High 

Magnitude of Change:  Medium 

Skills:  Financial Management and Accounting Principals and Practices Knowledge, NASA Financial Policy Maintenance and Oversight Management, Monitor Reimbursable Agreement / Funds, Budget Execution Knowledge, Federal Appropriation Law Compliance Knowledge, Accounting Codes Knowledge, Financial Classification Structure Knowledge, Standard General Ledger and AR Transactions Knowledge, Accountability and Follow Through, Fact Based Decision Making, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Data Management, Financial Analysis, Manage Change, Problem Solving and Analysis, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Browser, Email, Mouse, Windows

Location:  Centers
Existing Job(s): AR Accountant, AR Technician
Activities:

· Create Sales Order / Setup Account Assignment

· Evaluate Reimbursable Order

· Evaluate Sales Order

· Receive Reimbursable Order

· Update Sales Order
· Re-Align Down Payment
SECTION 4: BUDGET EXECUTION

BUDGET MAINTAINER 

Description:  The Budget Maintainer is responsible for reviewing and analyzing Operating Plans; identifying funding issues; recording and distributing funding authority to include appropriation, apportionment, rescissions, supplements and resource authority to the Center levels; determining and requesting the Budget Administrator input approved budget structure changes; and notifying the Project Administrator of budget plan changes.  In addition, the Budget Maintainer will notify Headquarters and Center functional owners of program year spending authority has been established at various levels within SAP.    

Criticality:  High

Magnitude of Change:  High

Skills:  Federal Financial Systems Requirements, Financial Management and Accounting Principals and Practices Knowledge, Financial Management Controls, Management Reporting and Oversight Knowledge, NASA Financial Policy Maintenance and Oversight Management, Federal Appropriation Law Compliance Knowledge, NASA Funds Control Oversight Management, Performance Reporting Knowledge, Regulatory Reporting Knowledge, Knowledge of FMM 9000 Series, Knowledge of Treasury Financial Manuals, Budget Execution Management, Budget Formulation Expertise, Accounting Codes Management, Annual Financial Statement Audit Knowledge, Financial Classification Structure Management, Financial Classification Structure Knowledge, Cost Management, Accountability and Follow Through, Fact Based Decision Making, High Performance Orientation, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control , Stress Management, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Data Management, Financial Analysis, Innovation, Knowledge of basic missions, functions, and organizational structure of the agency and its centers, Manage Change, NASA Business Acumen, Problem Solving and Analysis, Process Orientation and Improvement, Planning and Executing Strategies, Browser, Email, Excel, Mouse, Power Point, Windows, Word

Location:  Centers
Existing Job(s):  Funds Control Accountant

Activities:  


· Compare Receiving Fund Center Direct Authority and Current Direct Operating Plan

· Compare Receiving Fund Center Reimbursable Authority and Current Reimbursable Operating Plan

· Determine Fund(s), Fund Center(s), and Amount(s) for Posting

· Determine Fund(s), Fund Center(s), and Amount(s) for Posting

· Determine Fund(s), Fund Center(s), and Amount(s) for Posting

· Display Budget Structures/ Validate/Determine Changes

· Display Direct Allotment Agency Level 1 Available Budget

· Display Sending Fund Center/Direct Fund Authority Balance

· Display Sending Fund Center/Fund Non-Appropriated Authority Balance

· Display Sending Fund Center/Fund Reimbursable Authority Balance

· Notify Center Resource Managers of Direct Program Year Authority/Changes (Manual)

· Notify Center Resource Managers of Non-Appropriated Program Year Authority/Changes (Manual)

· Notify Center Resource Managers of Reimbursable Program Year Authority/Changes (Manual)

· Notify Enterprise/Non-Enterprise Offices of Direct Program Year Budget Authority/Changes (Manual)

· Notify Enterprise/Non-Enterprise Resource Managers of Non-Appropriated Program Year Authority/Changes (Manual)

· Notify Resource Managers of Operating Plan/Changes (Manual)

· Reconstruct Availability Controls

· Reconstruct Availability Controls

· Reconstruct Availability Controls

· Record Direct Allotment Agency Level 1

· Record Adjustment to Agency Warrants Level 1

· Record Anticipated Reimbursements Level 1

· Record Apportionment Agency Level 1

· Record Appropriation Agency Level 1


· Record Direct Level 2 Program/Non-Programmatic Authority

· Record Direct Level 3 Center Authority

· Record Direct Level 4 Center Authority (Center Lower Level If Required)

· Record Non-Appropriated Level 1 Authority

· Record Non-Appropriated Level 2 Authority

· Record Non-Appropriated Level 3 Center Authority

· Record Non-Appropriated Level 4 Center Authority

· Record Reimbursable Allotment Level 1

· Record Reimbursable Apportionment Level 1

· Record Reimbursable Level 2 Program/Non-programmatic Authority

· Record Reimbursable Level 3 Center Authority

· Record Reimbursable Level 4 Center Authority (Center Lower Level If Required)

· Record Rescission to Agency Allotment Level 1

· Record Rescission to Agency Apportionment Level 1

· Record Rescission to Agency Appropriation Level 1

· Record Supplement to Agency Allotment Level 1

· Record Supplement to Agency Apportionment Level 1

· Record Supplement to Agency Appropriation Level 1

· Record Supplement to Agency Warrants Level 1

· Record Warrants Agency Level 1

· Record/Revise Operating Plan by Center Levels 1-4

· Request Budget Structure Changes (Manual)

· Request Project Structure/ Funds Reservation Creation/ Change For Reimbursable Order (Manual)

· Verify Initial Operating Plan or Operating Plan Changes (Manual)

BUDGET REPORT PROCESSOR  

Description:  The Budget Report Processor is responsible for running and analyzing cost reports and for coordinating with the Budget Report Designer to develop new or non-standard reports. 

Criticality:  High

Magnitude of Change:  Medium

Skills:  Browser, Email, Excel, Mouse, Windows, Word  

Location:  Centers
Existing Job(s):  Numerous positions that execute Budget Execution processes

Activities:  


· Generate Periodic and Year-End Financial and Workforce Reports 
FUNDS RESERVER 

Description:  The Funds Reserver (FR) is responsible for the creation, maintenance, and closing of funds reservation documents which represent the direct funding position of approved Reimbursable Orders, determining and setting funds control levels within line items of the funds reservation document, and notifying the appropriate personnel that funding is now available.

Criticality:  High

Magnitude of Change:  Medium

Skills: Federal Financial Systems Requirements, Financial Management and Accounting Principals and Practices Knowledge, Financial Management Controls, Management Reporting and Oversight Knowledge, NASA Financial Policy Maintenance and Oversight Management, Federal Appropriation Law Compliance Knowledge, NASA Funds Control Oversight Management, Performance Reporting Knowledge, Regulatory Reporting Knowledge, Knowledge of FMM 9000 Series, Knowledge of Treasury Financial Manuals, Budget Execution Management, Budget Formulation Expertise, Accounting Codes Management, Annual Financial Statement Audit Knowledge, Financial Classification Structure Management, Financial Classification Structure Knowledge, Cost Management, Accountability and Follow Through, Fact Based Decision Making, High Performance Orientation, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control , Stress Management, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Data Management, Financial Analysis, Innovation, Knowledge of basic missions, functions, and organizational structure of the agency and its centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Process Orientation and Improvement, Planning and Executing Strategies, Browser, Email, Excel, Mouse, Power Point, Windows, Word

Location:  Centers
Existing Job(s):  Funds Control Accountant

Activities:  


· Change Funds Reservation Amount (Line Items) Authority 

· Change Funds Reservations Authority to New Program Year

· Close Funds Reservation (Line Items)

· Create Funds Reservation 

· Notify Resource Managers of Funds Reservation Number/Line Item (Manual)

PROJECT PLANNER 

Description:  The Project Planner (PP) is responsible for reviewing and analyzing Operating Plans and Phasing Plans, recording and distributing Operating Plan fund values within Project Systems only, analyzing plans verses actuals, preparing and updating existing budget plans, and notifying Budget Administrator or Center Users of any plan changes.

Criticality:  Medium

Magnitude of Change:  High

Skills:  Federal Financial Systems Requirements, Financial Management and Accounting Principals and Practices Knowledge, Financial Management Controls, Management Reporting and Oversight Knowledge, NASA Financial Policy Maintenance and Oversight Management, Federal Appropriation Law Compliance Knowledge, NASA Funds Control Oversight Management, Performance Reporting Knowledge, Regulatory Reporting Knowledge, Knowledge of FMM 9000 Series, Prompt Payment Act, Budget Execution Management, Budget Formulation Expertise, Accounting Codes Management, Financial Classification Structure Management, Financial Classification Structure Knowledge, Reconciling Contractual Documents for Obligations, Cost and Distribution, Cost Management, Accountability and Follow Through, Fact Based Decision Making, High Performance Orientation, Manages Resources, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Bankcard Knowledge, Data Management, Financial Analysis, Innovation, Knowledge of basic missions, functions, and organizational structure of the agency and its centers, Manage Change, NASA Business Acumen, Problem Solving and Analysis, Process Orientation and Improvement, Project Management, Planning and Executing Strategies, Specification/Requirement Preparation, Supply Chain Management, Browser, Email, Excel, Mouse, Power Point, Windows, Word 

Location:  Centers
Existing Job(s):  Resource Manager, Program Analyst, and Budget Analyst

Activities:  

· Analyze Data (Manual)

· Analyze Errors and Notify Owners to Correct

· Analyze Operating Plan or Changes by Project (Manual)

· Develop Variance Analysis and Recovery Strategies (Manual)

· Display Project Structure/Validate/Determine Change(s)

· Notify Resource Managers of Project Operating Plan/Changes (Manual)

· Record/Revise Project Operating Plan (Annual) Values in Plan Version(s)

· Record/Revise Project Phasing Plans

· Request Project Structure Change(s) (Manual)
SECTION 5: COST MANAGEMENT

ASSESSMENT CYCLE ADMINISTRATOR 

Description:  The Assessment Cycle Administrator is responsible for analyzing costs and assuring that consumption data quantities or other tracing factors have been maintained and updated.  After validating statistical information the Assessment Cycle Administrator will process cost allocations.  Upon verifying data accuracy the Assessment Cycle Administrator will reverse allocations if necessary and adjust transactions as required.  

Criticality:  High

Magnitude of Change:  High

Skills:  Federal Financial Systems Requirements, Financial Management and Accounting Principals and Practices Knowledge, Financial Management Controls, Management Reporting and Oversight Knowledge, NASA Financial Policy Maintenance and Oversight Management, Performance Reporting Knowledge, Regulatory Reporting Knowledge, Knowledge of FMM 9000 Series, Budget Execution Management, Budget Formulation Expertise, Federal Appropriation Law Compliance Knowledge, NASA Funds Control Oversight Management, Accounting Codes Management, Financial Classification Structure Management, Standard General Ledger and Subsidiary Accounts Management, Workflow Management, Financial Classification Structure Knowledge, Reconciling Contractual Documents for Obligations, Cost and Distribution, Cost Management, Accountability and Follow Through, Coaches and Develops Others, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Manages Resources, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Builds Relationships, Business Case Development, Financial Analysis, Innovation, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Process Orientation  and Improvement, Project Management, Planning and Executing Strategies, Specification/Requirement Preparation, Access, Browser, Email, Excel, Mouse, Power Point, Visio, Windows, Word  

Location:  Centers
Existing Job(s):  510 Accountant, Cost Accountant

Activities:  

· Analyze Costs

· Analyze/Reconcile Assessment Variances

· Display Results

· Post Adjusting Transactions

· Process Assessments

· Process Assessments in Test Mode 

· Reverse Assessments

· Verify Test Results

ASSESSMENT CYCLE MAINTAINER 

Description:  The Assessment Cycle Maintainer is responsible for creating and maintaining assessment cycles including segment definitions. The Assessment Cycle Maintainer will also create and maintain the segments, which requires adding or changing of senders’ or receivers’ fund assignments and links to tracing factors.

Criticality:  High

Magnitude of Change:  High

Skills:  Federal Financial Systems Requirements, Financial Management and Accounting Principals and Practices Knowledge, Financial Management Controls, Management Reporting and Oversight Knowledge, NASA Financial Policy Maintenance and Oversight Management, Performance Reporting Knowledge, Regulatory Reporting Knowledge, Knowledge of FMM 9000 Series, Budget Execution Management, Budget Formulation Expertise, Federal Appropriation Law Compliance Knowledge, NASA Funds Control Oversight Management, Accounting Codes Management , Financial Classification Structure Management, Standard General Ledger and Subsidiary Accounts Management, Workflow Management, Financial Classification Structure Knowledge, Reconciling Contractual Documents for Obligations, Cost and Distribution, Cost Management, Accountability and Follow Through, Coaches and Develops Others, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Manages Resources, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Builds Relationships, Business Case Development, Financial Analysis, Innovation, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Process Orientation  and Improvement, Project Management, Planning and Executing Strategies, Specification/Requirement Preparation, Access, Browser, Email, Excel, Mouse, Power Point, Visio, Windows, Word  

Location:  Centers
Existing Job(s):  510 Accountant, Resource Analyst

Activities:  

· Create Actual Assessment Cycle

· Maintain Actual Assessment Cycle

· Notify Requestor

· Receive Request for Assessment Cycle Maintenance

CONSUMPTION DATA PROCESSOR 
Description:  The Consumption Data Processor is responsible for receiving, evaluating and updating consumption data quantities (planned or actual) and entering the data into the system. 

Criticality:  High

Magnitude of Change:  High

Skills:  Federal Financial Systems Requirements, Financial Management and Accounting Principals and Practices Knowledge, Financial Management Controls, Management Reporting and Oversight Knowledge, Regulatory Reporting Knowledge, Knowledge of FMM 9000 Series, Workflow Management, Financial Classification Structure Knowledge, Reconciling Contractual Documents for Obligations, Cost and Distribution, Cost Management, Accountability and Follow Through, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Teamwork and Cooperation, Utilizes Resources, Builds Relationships, Financial Analysis, Innovation, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, NASA Business Acumen, Process Orientation  and Improvement, Access, Browser, Email, Excel, Mouse, Windows  

Location:  Centers
Existing Job(s):  Cost Accountant, Resource Analyst

Activities:

· Maintain Plan Project Consumption Data

· Maintain Actual Project Consumption Data 

· Maintain Actual Cost Center Consumption Data

· Maintain Plan Cost Center Consumption Data

CONTRACTOR COST REPORT ADMINISTRATOR

Description:  The Contractor Cost Report (CCR) Cost Administrator analyzes cost transactions generated in the extension and validates them to NF 533s or CCRs.  This role reviews and accepts documentation of adjustments recommended in the extension.  The CCR Cost Administrator also records adjustments and performs reversals as required.  Additionally this role facilitates communications with experts to resolve issues regarding cost issues including Cost over Obligations and any other anomalies.  

Criticality:  High

Magnitude of Change:  Medium

Skills:  Federal Financial Systems Requirements, Financial Management and Accounting Principals and Practices Knowledge, Financial Management Controls, Management Reporting and Oversight Knowledge, NASA Financial Policy Maintenance and Oversight Management, Performance Reporting Knowledge, Regulatory Reporting Knowledge, Knowledge of FMM 9000 Series, Budget Execution Management, Federal Appropriation Law Compliance Knowledge, NASA Funds Control Oversight Management, Accounting Codes Management, Financial Classification Structure Management, Standard General Ledger and Subsidiary Accounts Management, Workflow Management, Financial Classification Structure Knowledge, Reconciling Contractual Documents for Obligations, Cost and Distribution, Cost Management, Accountability and Follow Through, Coaches and Develops Others, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Manages Resources, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Builds Relationships, Business Case Development, Financial Analysis, Innovation, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Process Orientation and Improvement, Project Management, Planning and Executing Strategies, Specification/Requirement Preparation, Access, Browser, Email, Excel, Mouse, Power Point, Visio, Windows, Word

Location:  Centers
Existing Job(s): 510 Accountant, Cost Accountant

Activities:  

· Accept Cost Not to Exceed Current Obligation Level

· Adjust Cost

· Analyze Cost Transactions in Service Entry Sheet

· Contact Experts

· Release Funded Cost Transactions

CONTRACTOR COST REPORT ANALYST 

Description:  The Contractor Cost Report (CCR) Analyst creates and maintains relationships between Financial Classification Structures (FCS) and Contractor WBSs in an SAP Crosswalk table.  The CCR Analyst also maintains Crosswalk tables as WBSs and FCSs are added or changed.  Once NF533 extension transactions are computed, the CCR Analyst verifies and adjusts costs if necessary.  This role also posts and transfers cost information to the Service Entry Screen. 

Criticality:  High

Magnitude of Change:  Medium

Skills:  Federal Financial Systems Requirements, Financial Management and Accounting Principals and Practices Knowledge, Financial Management Controls, Management Reporting and Oversight Knowledge, NASA Financial Policy Maintenance and Oversight Management, Performance Reporting Knowledge, Regulatory Reporting Knowledge, Knowledge of FMM 9000 Series, Budget Execution Management, Federal Appropriation Law Compliance Knowledge, NASA Funds Control Oversight Management, Accounting Codes Management, Workflow Management, Financial Classification Structure Knowledge, Reconciling Contractual Documents for Obligations, Cost and Distribution, Cost Management, Accountability and Follow Through, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Builds Relationships, Business Case Development, Financial Analysis, Innovation, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Process Orientation and Improvement, Project Management, Planning and Executing Strategies, Specification/Requirement Preparation, Access, Browser, Email, Excel, Mouse, Power Point, Visio, Windows, Word

Location:  Centers
Existing Job(s):  Accountant, Financial Manager, Resource Analyst, Budget Analyst, Co-Op

Activities:  

· Create CCR/FCS Crosswalk Table

· Generate Contract Cost Accrual Worksheet  and calculate contractor workforce

· Maintain CCR/FCS Crosswalk Table

· Record Adjustment

· Transfer CCR Transactions to Service Entry Sheet

· Verify Results of Prior Month Adjustments, Accruals and Work Force Calculations
CONTRACTOR COST REPORT PROCESSOR  

Description:  The Contractor Cost Report (CCR) Processor receives NF533s electronically and manually.  This role inputs CCRs manually by WBS and also coordinates the processing of electronic inputs, validates inputs and corrects errors.  The CCR Processor records the receipt of NF533s, monitors the status of NF533s not received and inputs estimated amounts to be accrued for NF533s not received.

Criticality:  High

Magnitude of Change:  Medium

Skills:  Federal Financial Systems Requirements, Financial Management and Accounting Principals and Practices Knowledge, Financial Management Controls, Management Reporting and Oversight Knowledge, Regulatory Reporting Knowledge, Knowledge of FMM 9000 Series, Workflow Management, Financial Classification Structure Knowledge, Reconciling Contractual Documents for Obligations, Cost and Distribution, Cost Management, Accountability and Follow Through, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Teamwork and Cooperation, Utilizes Resources, Builds Relationships, Financial Analysis, Innovation, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, NASA Business Acumen, Process Orientation  and Improvement, Access, Browser, Email, Excel, Mouse, Windows

Location:  Centers
Existing Job(s):  510 Accountant, Financial Manager, Accounting Technician, Contractor, Co-Op.

Activities:  
· CCR Not Received

· Input and/or Validate Contract Report Detail

· Receive CCR Electronically

· Receive CCR Manually

COST ADMINISTRATOR  

Description:   The Cost Administrator is responsible for all activities within the Cost Management area and will provide front line support to the end-user.  This role will contain the transactions of all the Cost Management roles and include several “super-user” transaction codes for basic troubleshooting purposes.

Criticality:  High

Magnitude of Change:  Medium

Skills:  Federal Financial Systems Requirements, Financial Management and Accounting Principals and Practices Knowledge, Financial Management Controls, Management Reporting and Oversight Knowledge, Regulatory Reporting Knowledge, Knowledge of FMM 9000 Series, Workflow Management, Financial Classification Structure Knowledge, Reconciling Contractual Documents for Obligations, Cost and Distribution, Cost Management, Accountability and Follow Through, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Teamwork and Cooperation, Utilizes Resources, Builds Relationships, Financial Analysis, Innovation, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, NASA Business Acumen, Process Orientation  and Improvement, Access, Browser, Email, Excel, Mouse, Windows

Location:  Centers
Existing Job(s): 
Activities:

· TBD (Super-user activities) 

· In addition to the activities listed above, this role will be responsible for all other activities in the Cost Management area.

LABOR COST ANALYST

Description: The Labor Cost Analyst will be in charge reconciling any errors that are encountered as a result of the labor interface.  The reconciliation may include creating any adjusting entries, reprocessing the interface and maintenance of the account assignment crosswalk.

Criticality:  High 

Magnitude of Change:  Medium

Skills:  Federal Financial Systems Requirements, Financial Management and Accounting Principals and Practices Knowledge, Financial Management Controls, Management Reporting and Oversight Knowledge, NASA Financial Policy Maintenance and Oversight Management, Performance Reporting Knowledge, Regulatory Reporting Knowledge, Knowledge of FMM 9000 Series, Budget Execution Management, Federal Appropriation Law Compliance Knowledge, NASA Funds Control Oversight Management, Accounting Codes Management, Financial Classification Structure Management, Standard General Ledger and Subsidiary Accounts Management, Workflow Management, Financial Classification Structure Knowledge, Reconciling Contractual Documents for Obligations, Cost and Distribution, Cost Management, Accountability and Follow Through, Coaches and Develops Others, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Manages Resources, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Builds Relationships, Business Case Development, Financial Analysis, Innovation, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Process Orientation and Improvement, Project Management, Planning and Executing Strategies, Specification/Requirement Preparation, Access, Browser, Email, Excel, Mouse, Power Point, Visio, Windows, Word

Location:  Centers
Existing Job(s): Accountant 

Activities:

· Labor Interface

MISCELLANEOUS ACCRUAL ANALYST 

Description:  The Miscellaneous Accrual Analyst receives and evaluates requests for costing on miscellaneous purchase orders and contracts not costed through other methods.  This role also inputs cost transactions into the Service Entry Screen.  The Miscellaneous Accrual Analyst reviews, adjusts if necessary, and posts the transactions.

Criticality:  High

Magnitude of Change:  Medium

Skills:  Federal Financial Systems Requirements, Financial Management and Accounting Principals and Practices Knowledge, Financial Management Controls, Management Reporting and Oversight Knowledge, NASA Financial Policy Maintenance and Oversight Management, Performance Reporting Knowledge, Regulatory Reporting Knowledge, Knowledge of FMM 9000 Series, Budget Execution Management, Federal Appropriation Law Compliance Knowledge, NASA Funds Control Oversight Management, Accounting Codes Management, Workflow Management, Financial Classification Structure Knowledge, Reconciling Contractual Documents for Obligations, Cost and Distribution, Cost Management, Accountability and Follow Through, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Builds Relationships, Business Case Development, Financial Analysis, Innovation, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Process Orientation  and Improvement, Project Management, Planning and Executing Strategies, Specification/Requirement Preparation, Access, Browser, Email, Excel, Mouse, Power Point, Visio, Windows, Word

Location:  Centers
Existing Job(s):  510 Accountant, Cost Accountant, Accounting Technician
Activities:

· Accept Cost Not to Exceed Current Obligation Level

· Adjust Miscellaneous Costs
· Contact Experts

· Input Miscellaneous Cost Transactions by FCS into Service Entry Sheet 

· Receive Request for Miscellaneous Cost

· Release Funded Cost Transactions

NASA SUPPLY MANAGEMENT SYSTEM DISTRIBUTION ANALYST

Description: The NASA Supply Management System (NSMS) Distribution Analyst will be in charge of reconciling any errors that are encountered as a result of issues or adjustments to stock through the NSMS interface 5a (for issues from stores or stand-by stock interface from NSMS to SAP) and NSMS interface 5b (for credit issues from returns to stores or stand-by stock from NSMS to SAP).  These activities may include verifying the success of the interface, reprocessing the interface and posting any adjusting entries.

Criticality:  High 

Magnitude of Change:  Medium

Skills:  Federal Financial Systems Requirements, Financial Management and Accounting Principals and Practices Knowledge, Financial Management Controls, Management Reporting and Oversight Knowledge, NASA Financial Policy Maintenance and Oversight Management, Performance Reporting Knowledge, Regulatory Reporting Knowledge, Knowledge of FMM 9000 Series, Budget Execution Management, Federal Appropriation Law Compliance Knowledge, NASA Funds Control Oversight Management, Accounting Codes Management, Financial Classification Structure Management, Standard General Ledger and Subsidiary Accounts Management, Workflow Management, Financial Classification Structure Knowledge, Reconciling Contractual Documents for Obligations, Cost and Distribution, Cost Management, Accountability and Follow Through, Coaches and Develops Others, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Manages Resources, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Builds Relationships, Business Case Development, Financial Analysis, Innovation, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Process Orientation and Improvement, Project Management, Planning and Executing Strategies, Specification/Requirement Preparation, Access, Browser, Email, Excel, Mouse, Power Point, Visio, Windows, Word

Location:  Centers
Existing Job(s): Accountant 

Activities:

· NSMS interface 5a (for issues from stores or stand-by stock interface from NSMS to SAP)

· NSMS interface 5b (for credit issues from returns to stores or stand-by stock from NSMS to SAP)  
NASA SUPPLY MANAGEMENT SYSTEM PURCHASING ANALYST
Description: The NASA Supply Management System (NSMS) Purchasing Analyst will be in charge of reconciling any errors that are encountered as a result of the NSMS interface 70 (to process SAP purchase requisitions for NSMS FedMil buys).  These activities may include verifying the success of the interface, reprocessing the interface and posting any adjusting entries.

Criticality:  High 

Magnitude of Change:  Medium

Skills:  Federal Financial Systems Requirements, Financial Management and Accounting Principals and Practices Knowledge, Financial Management Controls, Management Reporting and Oversight Knowledge, NASA Financial Policy Maintenance and Oversight Management, Performance Reporting Knowledge, Regulatory Reporting Knowledge, Knowledge of FMM 9000 Series, Budget Execution Management, Federal Appropriation Law Compliance Knowledge, NASA Funds Control Oversight Management, Accounting Codes Management, Financial Classification Structure Management, Standard General Ledger and Subsidiary Accounts Management, Workflow Management, Financial Classification Structure Knowledge, Reconciling Contractual Documents for Obligations, Cost and Distribution, Cost Management, Accountability and Follow Through, Coaches and Develops Others, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Manages Resources, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Builds Relationships, Business Case Development, Financial Analysis, Innovation, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Process Orientation and Improvement, Project Management, Planning and Executing Strategies, Specification/Requirement Preparation, Access, Browser, Email, Excel, Mouse, Power Point, Visio, Windows, Word

Location:  Centers
Existing Job(s): Accountant 

Activities:

· NSMS Interface 70 (to process SAP purchase requisitions for NSMS FedMil buys)

STRAIGHT LINE ACCRUAL ANALYST

Description: The Straight Line Accrual Analyst is responsible for determining the costing method for contracts and purchase orders.  If the determination is made to straight-line, the Straight Line Accrual Analyst will populate the automated accrual table, process the data into the Straight-line Extension and review, adjust and post the costs.  

Criticality:  High 

Magnitude of Change:  Medium

Skills:  Federal Financial Systems Requirements, Financial Management and Accounting Principals and Practices Knowledge, Financial Management Controls, Management Reporting and Oversight Knowledge, NASA Financial Policy Maintenance and Oversight Management, Performance Reporting Knowledge, Regulatory Reporting Knowledge, Knowledge of FMM 9000 Series, Budget Execution Management, Federal Appropriation Law Compliance Knowledge, NASA Funds Control Oversight Management, Accounting Codes Management, Financial Classification Structure Management, Standard General Ledger and Subsidiary Accounts Management, Workflow Management, Financial Classification Structure Knowledge, Reconciling Contractual Documents for Obligations, Cost and Distribution, Cost Management, Accountability and Follow Through, Coaches and Develops Others, Fact Based Decision Making, High Performance Orientation, Inspires and Energizes Others, Manages Resources, Achievement Motivation, Adaptability, Analytical Thinking, Written and Oral Communications, Conceptual Thinking, Concern for Order and Quality, Customer-Service Orientation, Directiveness, Discretionary Effort, Expertise, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Relationship Building, Risk Assessment, Self-Confidence, Self-Control, Stress Management, Time Management, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Builds Relationships, Business Case Development, Financial Analysis, Innovation, Knowledge of Basic Missions, Functions, and Organizational Structure of the Agency and its Centers, Manages Change, NASA Business Acumen, Problem Solving and Analysis, Process Orientation and Improvement, Project Management, Planning and Executing Strategies, Specification/Requirement Preparation, Access, Browser, Email, Excel, Mouse, Power Point, Visio, Windows, Word

Location:  Centers
Existing Job(s): 510 Accountant, Cost Accountant, Accounting Technician 

Activities:

· Accept Cost Not to Exceed Current Obligation Level

· Adjust Straight Line Automated Accrual Table

· Contact Experts

· Determine Costing Method

· Display/Analyze Straight Line Transactions in Service Entry Sheet

· Generate/Analyze Costing Method Report

· Populate Straight Line Automated Accrual Table

· Process Straight Line Extension

· Release Funded Cost Transactions

· Transfer Cost Transactions

· Verify Results of Straight Line Accrual

SECTION 6: PURCHASING
ACCEPTOR

Description:  The Acceptor is responsible for reviewing the Receiver’s actions and receiving the inspection results, if applicable.  The Acceptor is responsible for viewing procurement documents, performing acceptance/rejection of the deliverables, and performing goods transfer transactions.  If deliverables are rejected, the Acceptor enters a reason code into the SAP system.

Criticality:  High 

Magnitude of Change:  Medium

Skills:  Accountability and Follow Through, Adaptability, Analytical Thinking, Communication, Concern for Order and Quality, Consumer and Customer Knowledge, Customer Service Orientation, Data Management, Discretionary Effort, Fact Based Decision Making, Initiative, Integrity, Interpersonal Understanding, Organizational Awareness, Organizational Commitment, Self Confidence, Teamwork and Cooperation, Browser, Email, Mouse, Windows

Location:  Centers
Existing Job(s):  Receiving Clerk for Central Receiving (majority are contractors), or any other NASA job that receives Desktop deliveries. 
Activities:

· Perform Acceptance

· Reject Deliverables

· Reverse Acceptance
AGENCY BUYER

Description:  The Agency Buyer has a multitude of responsibilities ranging from performing pre-solicitation activities to final contract closeout for various Centers across the Agency. Initially, the Agency Buyer may perform market research. The Agency Buyer selects the procurement method, generates milestones, prepares pre-solicitation documents, and prepares the synopsis and draft RFP, if necessary. The Agency Buyer generates the solicitation document and any required solicitation amendments. After the physical receipt of the proposals, the Agency Buyer enters them into the system, performs an evaluation, and prepares the contractual documents. The Buyer is also responsible for verifying funds for award, completing all contractual documents, routing for approval, and distributing the contractual documents to the interested parties. 

The Agency Buyer determines whether a TO/DO is required, checks funding availability, and prepares/issues/distributes TO/DOs.  With the commencement of contract administration, the Agency Buyer monitors contractor performance by conducting post-award conferences; monitors subcontract plan goals performance, contractor surveillance, and transportation management; administers government property, intellectual property, and incentive contracts; and analyzes the cost contained in NASA Form 533.  The Agency Buyer determines when a unilateral or bilateral modification is required, as well as, determines the modification type (e.g., administrative, incremental funding, option exercise), prepares the modifications, obtains necessary contractor signatures, and distributes the modification.  

When deliverables have been rejected, the Agency Buyer analyzes and resolves the discrepancy, and provides disposition instructions.  The Agency Buyer reviews invoices and recommends the acceptance or rejection.  The Agency Buyer analyzes closeout alternatives, obtains required closeout documentation, obtains DCAA audit when required, reviews any final invoice received for recommendation of acceptance or rejection, and retires the contract.  Throughout the award and contract administration process, the Agency Buyer prepares and distributes management reports (e.g., NF507, CASE report).

Criticality:  High

Magnitude of Change:  Medium

Skills:  Accountability and Follow Through, Achievement Motivation, Adaptability, Analytical Thinking, Coaches and Develops Others, Communication, Competitor and Industry Focus, Conceptual Thinking, Concern for Order and Quality, Consumer and Customer Knowledge, Customer Service Orientation, Directiveness, Discretionary Effort, Fact Based Decision Making, High Performance Orientation, Information Seeking, Initiative, Innovation, Inspires and Energizes Others, Integrity, Interpersonal Understanding, Listening and Responding, NASA Business Acumen, Organizational Awareness, Organizational Commitment, Planning and Executing Strategies, Problem Solving and Analysis, Process Orientation and Improvement, Relationship Building, Self Confidence, Self Control, Specification/Requirement Preparation, Supply Chain Management, Teamwork and Cooperation, Utilizes Resources, Browser, Email, Excel, Mouse, Windows, Word

Location:  Centers
Existing Job(s): GS1102, GS1105

Activities:

· Administer government property (manual)

· Administer incentive contracts (manual)

· Administer intellectual property (manual)

· Amend solicitation

· Amend solicitation (manual “changed”)

· Analyze close-out alternatives (manual)

· Analyze NF 533 Reports

· Analyze/resolve discrepancy and carry out disposition instructions (manual)

· Cancel contractual documents

· Cancel draft RFP

· Cancel modification

· Cancel solicitation

· Cancel solicitation amendment

· Cancel TO/DO

· Commence contract administration (manual)

· Complete contractual documents

· Complete contractual documents (manual “changed”)

· Complete pre-solicitation documents (manual)

· Conduct post-award conference (manual)

· Create purchasing info record

· Determine modification is required (manual)

· Determine that administrative modification is required (manual)

· Determine TO/DO is required (manual)

· Display invoice

· Display list of vendors

· Distribute contractual documents

· Distribute TO/DO

· Generate Milestones (manual)

· Generate solicitation document

· Maintain Purchase Requisition

· Generate solicitation document (manual “changed”)

· Monitor subcontract plan goals performance (manual)

· Obtain DCAA audit (manual) 

· Obtain required close-out documentation (manual)

· Perform contractor surveillance (manual)

· Perform evaluation

· Perform evaluation (manual “changed”)

· Perform market research

· Perform market research (manual “changed”)

· Perform transportation management (manual)

· Prepare bilateral modification

· Prepare bilateral modification (manual “changed”)

· Prepare contractual documents

· Prepare contractual documents (manual “changed”)

· Prepare draft RFP

· Prepare draft RFP (manual “changed”)

· Prepare management reports (manual “changed”) (for issue tasks sub process)

· Prepare management reports (manual “changed”) (for modify contract sub process)

· Prepare management reports (manual “changed”) (for award contract sub process)

· Prepare order

· Prepare order (manual “changed”)

· Prepare pre-solicitation documents (manual)

· Prepare synopsis (manual) 

· Prepare unilateral modification

· Prepare unilateral modification (manual “changed”)

· Process disputes and appeals (manual)

· Process final invoice

· Receive proposals (enter quotes)

· Receive proposals (manual)

· Request funds (manual) (for issue tasks sub process)

· Request funds (manual) (for award contract sub process)

· Request funds (manual) (for modify contract sub process)

· Retire contract

· Review estimated value

· Select procurement method (manual)

· Send modification to contractor for signature (manual)

· Verify funds (for issue tasks sub process)

· Verify funds (for award contract sub process)

· Verify funds (for modify contract sub process)

· Work issues (manual) (for issue tasks sub process)

· Work issues (manual) (for modify contract sub process)

· Work issues (manual) (for perform pre solicitation activities sub process)

· Work issues (manual) (for solicit offers sub process)

· Work issues (manual) (for solicit offers sub process)

· Work issues (manual) (for award contract sub process)

AGENCY CONTRACTING OFFICER

Description:  The Agency Contracting Officer has authority to enter into (create obligations), administer, and/or terminate purchase orders and make related determinations and findings on behalf of the Government for all NASA centers.  The Agency Contracting Officer may delegate contract/grant administration or specialized support services.  The Agency Contracting Officer is responsible for ensuring performance of all necessary actions for effective contracting, ensuring compliance with the terms of the contract, and safeguarding the interests of the Government in its contractual relationships.

Note: The Agency Contracting Officer role may exist outside the procurement office with limited authority to purchase (i.e., Training Office).  At each center, security and training for these individuals must be specifically addressed.  

Criticality:  High 

Magnitude of Change:  Medium 

Skills:  Accountability and Follow Through, Achievement Motivation, Adaptability, Analytical Thinking, Coaches and Develops Others, Communication, Competitor and Industry Focus, Conceptual Thinking, Concern for Order and Quality, Consumer and Customer Knowledge, Contract Management, Contractor Negotiation, Contract Types, Cost Management, Customer Service Orientation, Directiveness, Discretionary Effort, Fact Based Decision Making, Federal and Agency Acquisition Regulation, Policy and Procedure Knowledge,  High Performance Orientation, Information Seeking, Initiative, Innovation, Inspires and Energizes Others, Integrity, Interpersonal Understanding, Listening and Responding, Manages Resources, NASA Business Acumen, Organizational Awareness, Organizational Commitment, Planning and Executing Strategies, Problem Solving and Analysis, Process Orientation and Improvement, Project Management, Relationship Building, Self Confidence, Self Control, Supply Chain Management, Specification Requirement Preparation, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Browser, Email, Excel, Mouse, Power Point, Windows, Word

Location:  Centers
Existing Job(s):  Personnel with CO warrants (For example: Contract Specialist, Procurement Analyst, Supervisory Contract Specialist).

Activities:

· Approve Invoice

· Communicate draft RFP

· Communicate solicitation

· Communicate solicitation amendment

· Conduct industry briefing (manual)

· Conduct pre-proposal conference (manual)

· Disapprove invoice

· Issue bilateral modification

· Issue bilateral modification (manual “changed”)

· Issue unilateral modification

· Issue unilateral modification (manual “changed”)

· Make delegations (manual)

· Make selection (manual)

· Perform subcontract consent (manual)

· Process award document

· Process award document (manual “changed”)

· Process TO/DO

· Process TO/DO (manual “changed”)

BANKCARD APPROVING OFFICIAL

Description:  The Bankcard Approving Official reviews the reconciled bankcard transactions of Bankcard Holders for accuracy and appropriateness and then approves or disapproves the transactions.  

Criticality:  High

Magnitude of Change:  Medium

Skills:  Accountability and Follow Through, Bankcard Knowledge, Communication, Concern for Order and Quality, Discretionary Effort, Fact Based Decision Making, High Performance Orientation, Initiative, Integrity, Listening and Responding, Organizational Awareness, Organizational Commitment, Problem Solving and Analysis, Self Control, Teamwork and Cooperation, Browser, Email, Mouse, Windows

Location:  Centers
Existing Job(s):  Any NASA job that has been granted approval authority.

Activities:

· Obtain approvals

BANKCARD AUDITOR

Description:  The Bankcard Auditor generates reports for auditing purchases and performs audit functions as requested by the Bankcard Coordinator.  Audit functions include review of bankcard purchases for adherence to agency and center bankcard program policies and regulations.

Criticality:  Medium

Magnitude of Change:  Medium

Skills:  Accountability and Follow Through, Achievement Motivation, Adaptability, Bankcard Knowledge, Communication, Concern for Order and Quality, Customer Service, Directivness, Discretionary Effort, Fact Based Decision Making, Initiative, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Problem Solving and Analysis, Relationship Building, Self Confidence, Self Control, Teamwork and Cooperation, Browser, Email, Excel, Mouse, Windows, Word
Location:  Centers
Existing Job(s):  Procurement Office employees

Activities:

· Perform Audit Functions (Generate Reports)

BANKCARD COORDINATOR

Description:  The Bankcard Coordinator sets up and maintains accounts for Cardholders and Bankcard Approving Officials and can act as a Cardholder when necessary.   The Bankcard Coordinator is responsible for reviewing the bankcard system for unreconciled bankcard statements, tracks unreconciled bankcard statements and prompts bankcard holders to reconcile outstanding bankcard statements.  The Bankcard Coordinator forwards reconciled transactions to Accounts Payable.  The Bankcard Coordinator downloads transaction files sent by the bank monthly or as necessary to bankcard holders for reconciliation. 
Criticality:  High

Magnitude of Change:  Medium

Skills:  Bankcard Knowledge, Customer Service Orientation, Information Seeking, NASA Financial Policy Maintenance and Oversight Management, Integrity, Organizational Awareness, Organizational Commitment, Planning and Executing Strategy, Problem Solving, Process Orientation and Improvement, Browser, Excel, Email, Mouse, Windows

Location:  Centers
Existing Job(s):  Procurement Office employees

Activities:

· Perform coordinator functions (generate extracts/reports)

· Perform coordinator functions/import transaction data/generate reports

BANKCARD HOLDER

Description:  The Bankcard Holder is authorized to make purchases through the use of the Government issued bankcards.  The Bankcard Holder is responsible for verifying availability of funds, making and recording the purchase, and reconciling the bankcard transaction information received from the bank.  When desktop delivery is used, the Bankcard Holder is responsible for receiving, accepting and rejecting deliverables.  [Note: This role can only be assigned to a government employee. The majority of the Bankcard Holders are outside of the procurement office.]
Criticality:  High

Magnitude of Change:  Medium

Skills:  Accountability and Follow Through, Achievement Motivation, Bankcard Knowledge, Communication, Concern for Order and Quality, Discretionary Effort, High Performance Orientation, Initiative, Integrity, Listening and Responding, Organizational Awareness, Organizational Commitment, Problem Solving and Analysis, Self Control, Specification/Requirement Preparation, Teamwork and Cooperation, Browser, Email, Excel, Mouse, Windows, Word
Location:  Centers
Existing Job(s):  Any job could hold this role; there are about 4,000 Bankcard Holders.

Activities:

· Analyze/resolve discrepancy (manual)

· Begin bankcard process (manual)

· Document reasons for disputed items

· Enter record of purchase

· Obtain quote (manual) 

· Obtain special approvals (manual)

· Perform reconciliation of bankcard statement against record of purchase

· Physical receipt of good/services (manual)

· Receive electronic bankcard statement

· Record receipt/acceptance

· Record receipt/rejection

· Retrieve record of purchase

· Work issues

BANKCARD RECEIVER

Description:  The Bankcard Receiver is responsible for physically receiving and verifying that goods or services have been delivered.  The Bankcard Receiver displays the record of purchase and records the receipt of goods or services against the record of purchase.  

Criticality:  High

Magnitude of Change:  Medium

Skills: Accountability and Follow Through, Adaptability, Bankcard Knowledge, Communication, Concern for Order and Quality, Customer Service Orientation, Initiative, Integrity, Organizational Awareness, Organizational Commitment, Self Confidence, Teamwork and Cooperation, Browser, Email, Mouse, Windows

Location:  Centers
Existing Job(s):  A subset of individuals in the Receiver role. 

Activities:

· Record acceptance

· Record receipt

· Record rejection

· Retrieve record of purchase

CENTER BUYER 

Description:  The Center Buyer has a multitude of responsibilities ranging from performing pre-solicitation activities to final contract closeout. Initially, the Center Buyer may perform market research. The Center Buyer selects the procurement method, generates milestones, prepares pre-solicitation documents, and prepares the synopsis and draft RFP, if necessary. The Center Buyer generates the solicitation document and any required solicitation amendments. After the physical receipt of the proposals, the Center Buyer enters them into the system, performs an evaluation, and prepares the contractual documents. The Center Buyer is also responsible for verifying funds for award, completing all contractual documents, routing for approval, and distributing the contractual documents to the interested parties. 

The Center Buyer determines whether a TO/DO is required, checks funding availability, and prepares/issues/distributes TO/DOs.  With the commencement of contract administration, the Center Buyer monitors contractor performance by conducting post-award conferences; monitors subcontract plan goals performance, contractor surveillance, and transportation management; administers government property, intellectual property, and incentive contracts; and analyzes the cost contained in NASA Form 533.  The Center Buyer determines when a unilateral or bilateral modification is required, as well as, determines the modification type (e.g., administrative, incremental funding, option exercise), prepares the modifications, obtains necessary contractor signatures, and distributes the modification.  

When deliverables have been rejected, the Center Buyer analyzes and resolves the discrepancy, and provides disposition instructions.  The Center Buyer reviews invoices and recommends the acceptance or rejection.  The Center Buyer analyzes closeout alternatives, obtains required closeout documentation, obtains DCAA audit when required, reviews any final invoice received for recommendation of acceptance or rejection, and retires the contract.  Throughout the award and contract administration process, the Center Buyer prepares and distributes management reports (e.g., NF507, CASE report).

Criticality:  High

Magnitude of Change:  Medium

Skills:  Accountability and Follow Through, Achievement Motivation, Adaptability, Analytical Thinking, Coaches and Develops Others, Communication, Competitor and Industry Focus, Conceptual Thinking, Concern for Order and Quality, Consumer and Customer Knowledge, Customer Service Orientation, Directiveness, Discretionary Effort, Fact Based Decision Making, High Performance Orientation, Information Seeking, Initiative, Innovation, Inspires and Energizes Others, Integrity, Interpersonal Understanding, Listening and Responding, NASA Business Acumen, Organizational Awareness, Organizational Commitment, Planning and Executing Strategies, Problem Solving and Analysis, Process Orientation and Improvement, Relationship Building, Self Confidence, Self Control, Specification/Requirement Preparation, Supply Chain Management, Teamwork and Cooperation, Utilizes Resources, Browser, Email, Excel, Mouse, Windows, Word

Location:  Centers
Existing Job(s): GS1102, GS1105

Activities:

· Administer government property (manual)

· Administer incentive contracts (manual)

· Administer intellectual property (manual)

· Amend solicitation

· Amend solicitation (manual “changed”)

· Analyze close-out alternatives (manual)

· Analyze NF 533 Reports

· Analyze/resolve discrepancy and carry out disposition instructions (manual)

· Cancel contractual documents

· Cancel draft RFP

· Cancel modification

· Cancel solicitation

· Cancel solicitation amendment

· Cancel TO/DO

· Commence contract administration (manual)

· Complete contractual documents

· Complete contractual documents (manual “changed”)

· Complete pre-solicitation documents (manual)

· Conduct post-award conference (manual)

· Create purchasing info record

· Determine modification is required (manual)

· Determine that administrative modification is required (manual)

· Determine TO/DO is required (manual)

· Display invoice

· Display list of vendors

· Distribute contractual documents

· Distribute TO/DO

· Generate Milestones (manual)

· Generate solicitation document

· Maintain Purchase Requisition

· Generate solicitation document (manual “changed”)

· Monitor subcontract plan goals performance (manual)

· Obtain DCAA audit (manual) 

· Obtain required close-out documentation (manual)

· Perform contractor surveillance (manual)

· Perform evaluation

· Perform evaluation (manual “changed”)

· Perform market research

· Perform market research (manual “changed”)

· Perform transportation management (manual)

· Prepare bilateral modification

· Prepare bilateral modification (manual “changed”)

· Prepare contractual documents

· Prepare contractual documents (manual “changed”)

· Prepare draft RFP

· Prepare draft RFP (manual “changed”)

· Prepare management reports (manual “changed”) (for issue tasks sub process)

· Prepare management reports (manual “changed”) (for modify contract sub process)

· Prepare management reports (manual “changed”) (for award contract sub process)

· Prepare order

· Prepare order (manual “changed”)

· Prepare pre-solicitation documents (manual)

· Prepare synopsis (manual) 

· Prepare unilateral modification

· Prepare unilateral modification (manual “changed”)

· Process disputes and appeals (manual)

· Process final invoice

· Receive proposals (enter quotes)

· Receive proposals (manual)

· Request funds (manual) (for issue tasks sub process)

· Request funds (manual) (for award contract sub process)

· Request funds (manual) (for modify contract sub process)

· Retire contract

· Review estimated value

· Select procurement method (manual)

· Send modification to contractor for signature (manual)

· Verify funds (for issue tasks sub process)

· Verify funds (for award contract sub process)

· Verify funds (for modify contract sub process)

· Work issues (manual) (for issue tasks sub process)

· Work issues (manual) (for modify contract sub process)

· Work issues (manual) (for perform pre solicitation activities sub process)

· Work issues (manual) (for solicit offers sub process)

· Work issues (manual) (for solicit offers sub process)

· Work issues (manual) (for award contract sub process)
CENTER CONTRACTING OFFICER

Description:  The Center Contracting Officer has authority to enter into (create obligations), administer, and/or terminate purchase orders and make related determinations and findings on behalf of the Government and for a specific NASA center.  The Center Contracting Officer may delegate contract/grant administration or specialized support services.  The Center Contracting Officer is responsible for ensuring performance of all necessary actions for effective contracting, ensuring compliance with the terms of the contract, and safeguarding the interests of the Government in its contractual relationships.  

Note: The Center Contracting Officer role may exist outside the procurement office with limited authority to purchase (i.e., Training Office).  At each center, security and training for these individuals must be specifically addressed.  

Criticality:  High 

Magnitude of Change:  Medium 

Skills:  Accountability and Follow Through, Achievement Motivation, Adaptability, Analytical Thinking, Coaches and Develops Others, Communication, Competitor and Industry Focus, Conceptual Thinking, Concern for Order and Quality, Consumer and Customer Knowledge, Contract Management, Contractor Negotiation, Contract Types, Cost Management, Customer Service Orientation, Directiveness, Discretionary Effort, Fact Based Decision Making, Federal and Agency Acquisition Regulation, Policy and Procedure Knowledge,  High Performance Orientation, Information Seeking, Initiative, Innovation, Inspires and Energizes Others, Integrity, Interpersonal Understanding, Listening and Responding, Manages Resources, NASA Business Acumen, Organizational Awareness, Organizational Commitment, Planning and Executing Strategies, Problem Solving and Analysis, Process Orientation and Improvement, Project Management, Relationship Building, Self Confidence, Self Control, Supply Chain Management, Specification Requirement Preparation, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Browser, Email, Excel, Mouse, Power Point, Windows, Word

Location:  Centers
Existing Job(s):  Personnel with CO warrants (For example: Contract Specialist, Procurement Analyst, Supervisory Contract Specialist).

Activities:

· Approve Invoice

· Communicate draft RFP

· Communicate solicitation

· Communicate solicitation amendment

· Conduct industry briefing (manual)

· Conduct pre-proposal conference (manual)

· Disapprove invoice

· Issue bilateral modification

· Issue bilateral modification (manual “changed”)

· Issue unilateral modification

· Issue unilateral modification (manual “changed”)

· Make delegations (manual)

· Make selection (manual)

· Perform subcontract consent (manual)

· Process award document

· Process award document (manual “changed”)

· Process TO/DO

· Process TO/DO (manual “changed”)

OUTSIDE BUYER

Description: The Outside Buyer has a multitude of responsibilities ranging from performing informal solicitation activities to final contract closeout for specific types of actions (e.g., training orders, Space Act Agreements).  The Outside Buyer is not typically within the Center’s Procurement organization; therefore, their duties as a buyer are not their primary duties.  

The Outside Buyer will solicit offers and perform an evaluation.   After receipt of the offers, the Outside Buyer prepares and distributes the award documents ensuring that sufficient funds are available to the interested parties.  The Outside Buyer monitors the performance of the orders, determines when a unilateral or bilateral modification is required, prepares the modifications, obtains necessary contractor signatures, and distributes the modification.  The Outside Buyer closes the award document upon satisfactory completion of services or complete delivery of supplies. 

Criticality:  High

Magnitude of Change:  Medium

Skills:  Accountability and Follow Through, Achievement Motivation, Adaptability, Analytical Thinking, Coaches and Develops Others, Communication, Competitor and Industry Focus, Conceptual Thinking, Concern for Order and Quality, Consumer and Customer Knowledge, Customer Service Orientation, Directiveness, Discretionary Effort, Fact Based Decision Making, High Performance Orientation, Information Seeking, Initiative, Innovation, Inspires and Energizes Others, Integrity, Interpersonal Understanding, Listening and Responding, NASA Business Acumen, Organizational Awareness, Organizational Commitment, Planning and Executing Strategies, Problem Solving and Analysis, Process Orientation and Improvement, Relationship Building, Self Confidence, Self Control, Specification/Requirement Preparation, Supply Chain Management, Teamwork and Cooperation, Utilizes Resources, Browser, Email, Excel, Mouse, Windows, Word

Location:  Centers
Existing Job(s):  Buyers outside of the Procurement Office that purchase such things as Training and Space Act Agreements 

Activities:

· Administer government property (manual)

· Administer incentive contracts (manual)

· Administer intellectual property (manual)

· Amend solicitation

· Amend solicitation (manual “changed”)

· Analyze close-out alternatives (manual)

· Analyze NF 533 Reports

· Analyze/resolve discrepancy and carry out disposition instructions (manual)

· Cancel contractual documents

· Cancel draft RFP

· Cancel modification

· Cancel solicitation

· Cancel solicitation amendment

· Cancel TO/DO

· Commence contract administration (manual)

· Complete contractual documents

· Complete contractual documents (manual “changed”)

· Complete pre-solicitation documents (manual)

· Conduct post-award conference (manual)

· Create purchasing info record

· Determine modification is required (manual)

· Determine that administrative modification is required (manual)

· Determine TO/DO is required (manual)

· Display invoice

· Display list of vendors

· Distribute contractual documents

· Distribute TO/DO

· Generate Milestones (manual)

· Generate solicitation document

· Maintain Purchase Requisition

· Generate solicitation document (manual “changed”)

· Monitor subcontract plan goals performance (manual)

· Obtain DCAA audit (manual) 

· Obtain required close-out documentation (manual)

· Perform contractor surveillance (manual)

· Perform evaluation

· Perform evaluation (manual “changed”)

· Perform market research

· Perform market research (manual “changed”)

· Perform transportation management (manual)

· Prepare bilateral modification

· Prepare bilateral modification (manual “changed”)

· Prepare contractual documents

· Prepare contractual documents (manual “changed”)

· Prepare draft RFP

· Prepare draft RFP (manual “changed”)

· Prepare management reports (manual “changed”) (for issue tasks sub process)

· Prepare management reports (manual “changed”) (for modify contract sub process)

· Prepare management reports (manual “changed”) (for award contract sub process)

· Prepare order

· Prepare order (manual “changed”)

· Prepare pre-solicitation documents (manual)

· Prepare synopsis (manual) 

· Prepare unilateral modification

· Prepare unilateral modification (manual “changed”)

· Process disputes and appeals (manual)

· Process final invoice

· Receive proposals (enter quotes)

· Receive proposals (manual)

· Request funds (manual) (for issue tasks sub process)

· Request funds (manual) (for award contract sub process)

· Request funds (manual) (for modify contract sub process)

· Retire contract

· Review estimated value

· Select procurement method (manual)

· Send modification to contractor for signature (manual)

· Verify funds (for issue tasks sub process)

· Verify funds (for award contract sub process)

· Verify funds (for modify contract sub process)

· Work issues (manual) (for issue tasks sub process)

· Work issues (manual) (for modify contract sub process)

· Work issues (manual) (for perform pre solicitation activities sub process)

· Work issues (manual) (for solicit offers sub process)

· Work issues (manual) (for solicit offers sub process)

· Work issues (manual) (for award contract sub process)

PROCUREMENT APPROVER

Description: The Procurement Approver is responsible for reviewing Draft RFPs, solicitations, solicitation amendments, contracts, TO/DOs, and modifications received through workflow and approving or rejecting them based upon the review.  

Criticality:  High 

Magnitude of Change:  Medium 

Skills:  Accountability and Follow Through, Achievement Motivation, Adaptability, Analytical Thinking, Coaches and Develops Others, Communication, Competitor and Industry Focus, Conceptual Thinking, Concern for Order and Quality, Consumer and Customer Knowledge, Customer Service Orientation, Directiveness, Discretionary Effort, Fact Based Decision Making, High Performance Orientation, Information Seeking, Initiative, Innovation, Inspires and Energizes Others, Integrity, Interpersonal Understanding, Listening and Responding, NASA Business Acumen, Organizational Awareness, Organizational Commitment, Planning and Executing Strategies, Problem Solving and Analysis, Process Orientation and Improvement, Relationship Building, Self Confidence, Self Control, Supply Chain Management, Specification Requirement Preparation, Team Leadership, Teamwork and Cooperation, Utilizes Resources, Browser, Email, Excel, Mouse, Windows, Word
Location:  Centers
Existing Job(s):  Contract Specialist, Procurement Analyst, Supervisory Contract Specialist, Legal, Procurement Officer, Procurement Deputy

Activities:  

· Obtain Approvals (for solicit offers sub process)

· Obtain Approvals (for perform pre-solicitation activities sub process)

· Obtain Approvals (for award contract sub process)

· Obtain Approvals (for issue tasks sub process)

· Obtain Approvals (for modify contract sub process)

PROCUREMENT REPORT GENERATOR

Description:  The Procurement Report Generator is responsible for displaying, printing, and distributing procurement related reports such as listings of open requisitions, active contracts, actual leadtimes, and delinquent deliveries.

Criticality:  High

Magnitude of Change:  Medium

Skills:  Customer Service Orientation, Fact Based Decision Making, Federal and Agency Acquisition Regulation, Policy and Procedure Knowledge, Integrity, Management Reporting & Oversight Knowledge, Organizational Awareness, Organizational Commitment, Planning and Executing Strategies, Problem Solving and Analysis, Process Orientation and Improvement, Procurement Strategy Formulation and Advisory Services, Regulatory Reporting Knowledge, Teamwork and Cooperation, Browser, Email, Excel, Mouse, Windows 

Location:  Centers
Existing Job(s):  Procurement Office employees, such as Contract Specialists, Procurement Analysts, Supervisory Contract Specialists.

Activities:  

· Generate Adhoc Queries/Closeout Reports

· Generate Adhoc Queries/Reports

PROCUREMENT TEAM LEAD

Description:  The Procurement Team Lead is responsible for evaluating and managing workload assignments.  The Procurement Team Lead evaluates the complexity of the requisition requirements and evaluates available staff skills to assist in assignment to appropriate Buyer.  This role reviews, approves, and posts synopses as required.  The Procurement Team Lead reviews and approves any termination functions, including show cause and/or cure notices.  

Criticality:  High 

Magnitude of Change:  Medium 

Skills:  Accountability and Follow Through, Achievement Motivation, Adaptability, Analytical Thinking, Coaches and Develops Others, Communication, Competitor and Industry Focus, Conceptual Thinking, Concern for Order and Quality, Consumer and Customer Knowledge, Contract Management, Contractor Negotiation, Contract Types, Cost Management, Customer Service Orientation, Directiveness, Discretionary Effort, Fact Based Decision Making, Federal and Agency Acquisition Regulation, Policy and Procedure Knowledge, High Performance Orientation, Information Seeking, Initiative, Innovation, Inspires and Energizes Others, Integrity, Interpersonal Understanding, Listening and Responding, Manages Resources, Organizational Awareness, Organizational Commitment, Problem Solving and Analysis, Procurement Strategy Formulation and Advisory Services, Procurement Planning and Problem Solving, Project Management, Relationship Building, Self Control, Supply Chain Management, Specification Requirement Preparation, Teamwork and Cooperation, Utilizes Resources, Browser, Email, Excel, Mouse, Power Point, Windows, Word

Location:  Centers
Existing Job(s):  GS1102 or GS1105 (Examples: Contract Specialist, Procurement Analyst, Supervisory Contract Specialist, Contract Administrators).

Activities:  

· Assign sources of supply

· Assign Buyer

· Prepare Novation Agreement

· Evaluate work load (manual “changed”)

· Evaluate workload

· Perform termination functions (manual)

· Post synopsis (manual)

RECEIVER

Description:  The Receiver is responsible for physically receiving and verifying that goods have been delivered.  The Receiver displays procurement documents and records receipt of goods against the procurement document at the line item level.   

Criticality:  High

Magnitude of Change:  Medium

Skills:  Accountability and Follow Through, Adaptability, Communication, Concern for Order and Quality, Customer Service Orientation, Initiative, Integrity, Organizational Awareness, Organizational Commitment, Self Confidence, Teamwork and Cooperation, Browser, Email, Mouse, Windows

Location:  Centers 

Existing Job(s):  Receiving Clerk for Central Receiving (majority are contractors), or any other NASA job that receives Desktop deliveries or services.  Some Centers may utilize decentralized Desktop Receiving (meaning the person who orders the goods has them delivered to their desks and performs the Receiving function/role).

Activities: 

· Record receipt

REQUISITION APPROVER

Description:  The Requisition Approver is responsible for reviewing the requisitions received through workflow and approving or rejecting them based on the review.  The final approval of the requisition will take place in the procurement office.  

Criticality:  High 

Magnitude of Change:  Medium 

Skills:  Accountability and Follow Through, Analytical Thinking, Coaches and Develops Others, Communication, Expertise, Fact Based Decision Making, Information Seeking, Inspires and Energizes Others, Listening and Responding, Manages Resources, Procurement Specifications/Requirement Review and Analysis, Project Management, Specification Requirement Preparation, Browser, Email, Excel, Mouse, Windows, Word

Location:  Centers
Existing Job(s):  Any NASA position that has been granted approval authority could hold this role.  

Activities: 

· Obtain approvals

REQUISITIONER  

Description:  The Requisitioner is responsible for planning the acquisition and initiating and changing the acquisition request.  In planning the acquisition, the Requisitioner will fully describe the requirement through the Draft Statement of Work (SOW), specifications, drawings, and/or data deliverables.  After deciding to initiate the requisition, the Requisitioner evaluates the acquisition alternative by checking the Consolidated Contracting Initiative (CCI) listing, identifying vendors in the system, evaluating other government mass-buy contracts, and performing additional market research as necessary.

The Requisitioner prepares the supporting documents (e.g., Justification for Other Than Full and Open Competition (JOFOC), evaluation criteria, government estimates, finalizes the SOW, SPECs, and Contract Data Requirements Lists (CDRLs)) and then attaches the supporting documents to the acquisition request.  The Requisitioner tracks the status of his/her requisitions and subsequent resulting documents from initiation of the request through receipt of delivery and payment. 

Criticality:  High

Magnitude of Change:  Medium 

Skills:  Accountability and Follow Through, Achievement Motivation, Adaptability, Analytical Thinking, Communication, Competitor and Industry Focus, Conceptual Thinking, Concern for Order and Quality, Consumer and Customer Knowledge, Customer Service Orientation, Directiveness, Discretionary Effort, Fact Based Decision Making, High Performance Orientation, Information Seeking, Initiative, Innovation, Integrity, Interpersonal Understanding, Listening and Responding, Organizational Awareness, Organizational Commitment, Problem Solving and Analysis, Specification/Requirement Preparation, Supply Chain Management, Utilizes Resources, Mouse, Browser, Email, Windows, Word

Location:  Centers
Existing Job(s):  Any job at NASA could hold this role.

Activities: 

· Cancel initiation of AR (manual)

· Cancel requisition

· Decision to initiate AR (manual)

· Describe requirement (manual)

· Evaluate acquisition alternatives

· Evaluate acquisition alternatives (manual “changed”)

· Inquiry of availability of funds

· Perform market research

· Perform market research (manual “changed”)

· Prepare acquisition request

· Prepare supporting documents (manual)

· Request and obtain funds (manual)

· Work issues (manual)

SECTION 7: STANDARD GENERAL LEDGER

DATA ENTRY VALIDATOR

Description:  The Data Entry Validator is responsible for ensuring that the master data and journal voucher’s entered into the accounting system is accurate.  This is an Agency-level role only.

Criticality:  High

Magnitude of Change:  Low

Skills:  NASA Financial Policy Maintenance and Oversight Management, Financial Classification Structure Management, Accountability and Follow Through, Concern for Order and Quality, Keyboard, Mouse, Excel, PowerPoint, Word

Location:  Agency
Existing Job(s):  Accountant

Activities: None
EXTERNAL INFORMATION GENERATOR

Description:  The External Information Generator produces external reports that are consistent with established Agency policies, and Federal laws and regulations. Responsibilities include preparation, submission and review of Agency-level reports such as, FACTS I and II and Agency-wide Financial Statements.

Criticality:  High

Magnitude of Change:  Low

Skills:  Management Reporting and Oversight Knowledge, NASA Financial Policy Maintenance and Oversight Management, Performance Reporting Knowledge, Regulatory Reporting Knowledge, Financial Management and Accounting Principals and Practices Knowledge, Annual Financial Statement Audit Knowledge, FMM Knowledge, Treasury Financial Manual knowledge, Analytical Thinking, Concern for Order and Quality, Information Seeking, Time Management, Customer Service Orientation, Financial Analysis 

Location:  Centers
Existing Job(s): Accountant

Activities:

· Generate Transaction Register Report (FACTS I)

· Generate Transaction Register Report (FACTS II)

· Generate Report on Contractual Research and Development Services from the Private Sector (Agency Report)

· Generate Trial Balance Report (FACTS I)

· Generate Bulk File and E-mail to Treasury POC (FACTS I)

· Generate Transaction Register Report (FACTS II)

· Generate Trial Balance (FACTS II)

· Upload MAF File from Treasury (FACTS II)

· Update As Necessary MAF File from Treasury (FACTS II)

· Run the Data File Extract Program (FACTS II)

· Maintain the Footnotes (FACTS II)

· Run FACTS II Edits

· Generate FACTS II File to Desktop

· Generate Unapproved PO’s/ Outstanding Obligations Report

· Regenerate FACTS II File and Send E-mail to Treasury POC

· Generate Statement of Net Cost

· Generate Statement of Changes in Net Position

· Generate Statement of Budgetary Resources

· Generate Consolidated Statement of Financing

· Generate Quarterly Consolidated Balance Sheet

· Close Commitments on Expiring Funds

· Generate Annual Consolidate Balance Sheet

FINANCIAL DATA MAINTAINER


Description:  The Financial Data Maintainer is responsible for legislative and administrative updates to general ledger accounts and the legal elements of the Financial Classification Structure tables (Fund Master).  The Financial Data Maintainer is also responsible for sustaining a uniform chart of accounts consistent with the U.S. SGL.  This role has complete control and responsibility for the creation and upkeep of the Chart of Accounts and for ensuring accuracy and conformity to the guidelines provided by the Treasury Financial Manual (TFM).  Duties include managing SGL master data, Treasury and Funds Management master data, and recording of funds and appropriations.

Criticality: High  

Magnitude of Change:  High

Skills:  Federal Financial Systems Requirements, Management Reporting and Oversight Knowledge, NASA Financial Policy Maintenance and Oversight Management, Regulatory Reporting Knowledge, Funds Management, Budget Execution Management, Federal Appropriation Law Compliance Knowledge, NASA Funds Control Oversight Management, Accounting Codes Management, Annual Financial Statement Audit Knowledge, Financial Classification Structure Management, Periodic Reconciliation and Account Closing Management, Standard General Ledger and Subsidiary Accounts Management, Concern for Order and Quality, Integrity, Utilizes Resources, Keyboard, Mouse

Location:  Agency
Existing Job(s):  Accountant

Activities:

· Display/Create/Change/Delete Account Assignment Model

· Display/Create/Change/Delete Recurring Entry Template

· Display Fund or Appropriation

· Create New Fund or Appropriation

· Change/Delete an Existing Fund or Appropriation

· Display an Application of Funds

· Create New Application of Funds

· Change/Delete an Existing Application of Funds

· Maintain Fund Crosswalk Table

· Display/Create/Change a General Ledger Account

· Block a General Ledger Account for Posting

· Mark a General Ledger Account for Deletion

· Display a Commitment Item

· Create/Change/Delete a New Commitment Item

· Display a Primary Cost Element

· Create a New Primary Cost Element

· Change an Existing Primary Cost Element

· Delete an Existing Primary Cost Element
FINANCIAL INFORMATION ANALYZER

Description:  The Financial Information Analyzer (FIA) monitors various account balances and account relationships.  The FIA also reviews, analyzes, and evaluates trial balances and other financial reports to ensure consistent and reliable data. The FIA determines the appropriate corrective action for a wide variety of accounting problems. The FIA communicates anomalies and errors to the originator of the transaction(s) for appropriate action.  In addition, the FIA is responsible for validating all corrections (e.g., JVs) processed in the system.

Criticality:  High

Magnitude of Change:  Low

Skills:  Annual Financial Statement Audit Knowledge, Financial Classification Structure Management, Periodic Reconciliation and Account Closing Management, Standard General Ledger and Subsidiary Accounts Management, Management Reporting and Oversight Knowledge, NASA Financial Policy Maintenance and Oversight Management, FMM knowledge, Treasury Financial Manual knowledge, Analytical Thinking, Concern for Order and Quality, Teamwork and Cooperation, Transaction Processing, Workflow Management’ Financial Analysis, Manage Change, Accountability and Follow-Through, Fact-Based Decision-Making
Location:  Centers
Existing Job(s):  Accountant

Activities: None
JOURNAL ENTRY PROCESSOR 

Description:  The Journal Entry Processor prepares journal voucher and enters them into the accounting system.  All journal vouchers will be parked (not posted) in SAP.  The journal vouchers will be reviewed and approved (posted) by Headquarters’ Code BF.  The JEP will notify Headquarters’ Code BF by e-mail when a journal voucher has been parked and is ready for review by Headquarters.  The JEP may also display, change, create, and delete account assignment models and reoccurring entry templates.  

Criticality:  High

Magnitude of Change:  Low

Skills:  NASA Financial Policy Maintenance and Oversight Management, Financial Classification Structure Management, Accountability and Follow Through, Concern for Order and Quality, Keyboard, Mouse

Location:  Centers
Existing Job(s):  Accountant

Activities:

· Park JV
· Review and Approve Parked JV
MANAGEMENT INFORMATION GENERATOR 

Description:  The Management Information Generator produces reports primarily for internal purposes, determining the reports needed for a particular location, determining report specifications in accordance with customer and agency requirements, assisting users in identifying standard reports that will meet their needs, and designing reports with various formats and parameters.  This role also determines which Centers require specific information and how it is disseminated, including the media to be used, (e.g. Soft copy, hard copy, web-based) reporting and delivery.  The MIG provides supporting information needed for internal management reporting.  This role will produce and submit/transmit the SF-224 and the Center’s financial statements.  

Criticality:  High

Magnitude of Change:  Low

Skills: Annual Financial Statement Audit Knowledge, Financial Classification Structure Management, Periodic Reconciliation and Account Closing Management, Standard General Ledger and Subsidiary Accounts Management, Management Reporting and Oversight Knowledge, NASA Financial Policy Maintenance and Oversight Management, FMM knowledge, Treasury Financial Manual Knowledge, Analytical Thinking, Concern for Order and Quality, Teamwork and Cooperation, Customer Service Orientation, Transaction Processing, Workflow Management, Financial Analysis, Manage Change, Schedule Management, Listening and responding, Manages Resources, Accountability and Follow-Through, Fact-Based Decision-Making 

Location:  Centers
Existing Job(s):  Accountant

Activities:

· Generate SF224 by ALC

· Submit SF224 to Treasury

· Produce Final Reports

· Change System Status

· Create or Maintain Sets for Funds Based on Fund Status

· Create or Maintain Variants

· Generate Center Statement of Net Cost

· Generate Center Statement of Changes in Net Position

· Generate Center Statement of Budgetary Resources

· Generate Center Consolidated Statement of Financing

· Generate Center Consolidated Balance Sheet


PERIOD CLOSER


Description:  The Period Closer is responsible for coordinating the opening and closing of SAP modules for each period.  The Period Closer ensures the upcoming period is opened at the appropriate time to ensure financial transactions may be posted.  The Period Closer closes commitments on expiring funds, rolls-up unobligated expiring reimbursable authority, removes anticipated budget from every expiring reimbursable fund with a budget balance, remove anticipated budget from each expiring fund with prior year recovery obligations, and returning miscellaneous receipts funds to Treasury.  Other activities performed by this role as part of the manage year-end process include, closing proprietary nominal accounts, closing budgetary nominal accounts, selecting open documents to carry forward and opening and closing MM, FI, and CO periods.  As part of the pre-year end maintenance, the Period Closer creates and maintains sets for funds based on fund status, carries forward rules for funds created in the current fiscal year, creates and maintains variants.  The Period Closer is responsible for providing cut-off dates for processing transactional data to Centers as part of the manage monthly closing process.  Reports generated by this role include generating a trial balance and an earmark funds report as part of the year-end process.  In addition, the Period Closer will review and approve all journal vouchers (the Centers will part all JV’s for review and approval by HQ).

Criticality:  High


Magnitude of Change:  Low

Skills:  Federal Financial Systems Requirements, Financial Management and Accounting Principals and Practices Knowledge, Financial Management Controls, Management Reporting and Oversight Knowledge, NASA Financial Policy Maintenance and Oversight Management, Performance Reporting Knowledge, Regulatory Reporting Knowledge, Budget Execution Management, Federal Appropriation Law Compliance Knowledge, NASA Funds Control Oversight, Periodic Reconciliation and Account Closing Management, Standard General Ledger and Subsidiary Accounts Management, Workflow management, Leadership, Accountability and Follow Through, Fact Based Decision Making, Analytical Thinking, Information Seeking, Integrity, Organizational Awareness, Organizational commitment, Time management, Stress Management, Data Management, NASA Business Acumen, Browser, Email, Mouse, Windows  

Location:  Agency
Existing Job(s): Accountant
Activities:

· Roll-up Unobligated Expiring Reimbursable Authority
· Generate Status of Funds Report 
· Generate Trial Balance
· Generate Earmark Funds Report to Determine Amount of Unfilled Customer Orders
· Return Miscellaneous Receipts Funds to Treasury
· Remove Anticipated Budget from each Expiring Reimbursable Fund with a Budget Balance
· Carry Forward Unassigned Residual Budgets
· Carry Forward General Ledger Balances in SL 95, 96, 97
· Close CO, FI, FM, and MM for Periods 13 – 16
· Roll Forward MM Period Maintain Two Open Periods (Current and Future)
· Open CO, FI, and FM Periods, Maintain Three Open Periods ( Prior, Current, & Future)
· Close FI Except for AR
· Execute GR/IR Clearing for Matched Items
· Close AR, FM, and CO for the Period
· Remove Anticipated Budget from each Expiring Fund with Prior Year Recovery Obligation
· Copy or Maintain Carry Forward Rules for Funds Created in Current Fiscal Year.
· Generate Bulk File and E-mail to Treasury Point of Contact
· Close Proprietary Nominal Accounts
· Close Budgetary Nominal Accounts
· Select Open Documents to Carry Forward
· Carry Forward Open Documents
· Prepare Carry Forward of Unassigned Residual Budgets
· Determine Amount of Unassigned Residual Budget to Carry Forward
· Generate Unapproved PO’s/Outstanding Obligations Report
· Change System Status
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