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                        Exhibit 11


PAAC III REPRESENTATIVE TASK ORDER:  RTO #3

Task Title:  GA (General Accounting)

Task Background
The General Accounting task involves special accounting functions that support all of GSFC and NASA Headquarters.  The GA task manages travel (foreign and domestic) for GSFC and HQ civil servant personnel; travel examination and voucher approval; implementation of programs and provides advice to civil servant customers of changing laws relating to travel.

The GA maintains all systems and follows procedures for accounts receivable, bill collections, deposits, and reimbursables.

Approximately 50 civil servants work in the General Accounting Section.

The GA requires the following support in order to manage the entire program:

1. General Business

2. General Accounting

Task Description
	NO.                    TASK/EVENT

5.0 General Business

5.1 Coordinate personnel moves including phone, furniture, and workstation change requests.


5.2 Serve as Property Custodian for the Group. Prepare and maintain Government property database (to include but not limited to Contractor Hardware Inventory and Repair Processing System (CHIRPS), Business Warehouse (BW), and NASA Equipment Management System (NEMS) etc.) for organization, coordinate accession of new property and the excessing of un-needed property. Prepare required shipping documents.  Support property inventory audits, maintain and monitor property utilizing latest property database (to include but not limited to CHIRPS, BW, and NEMS etc.). Work to be done in accordance with latest applicable GSFC directives and standards (to include but not limited to NPR 4200, Federal Acquisition Regulation (FAR) Part 45, and the NASA FAR Supplement Part 1845.

6.0 Accounting
6.1Log in all payment data for monthly invoices, such as amount of invoice, discount percentage, and other terms; and track number into the Invoice Payment System (to include but not limited to Intergovernmental Payment and Collection System (IPAC), Systems Applications Processes (SAP), and Business Warehouse (BW)).

6.2Review monthly invoices to ensure compliance with the Prompt Payment Act (i.e. Prompt Payment Act of 1982, as amended, and promulgated by the Office of Management and Budget (OMB) Circular No. A-126, Prompt Payment, and its Revisions) and terms of the purchase orders or government bills of lading, submitting comments to government representatives

6.3Respond to inquiries from vendors, and coordinate information with procurement buyers and resources analysts regarding the processing of purchase orders and invoices.

6.4Process domestic travel vouchers submitted by Goddard and HQ offices monthly for payment. Review documentation to ensure all required receipts are supplied and vouchers are proper for payment to insure compliance with Financial Management Requirements Manual (FMR) procedures

6.5Respond to inquiries from and initiate inquiries to travelers and secretaries, to secure additional or corrected information necessary for the processing of travel vouchers.

6.6Review timecards (by civil service personnel) submitted bi-weekly for accuracy and make corrections in applicable system (to include but not limited to WEB Time and Attendance Distribution System (WebTads)) of time and attendance data to labor job charges.

6.7 Communicate with employees, timekeepers and payroll technicians from other NASA Centers or agencies regarding any time keeping responsibilities, duties, and functions as they relate to issues, clarifications, and questions as they arise.
6.8 Process reimbursable agreement packages, ensure packages have necessary data elements, ensure estimated price report is computed accurately, and set up transactions to be keyed into the GSFC financial system (to include but not limited to Systems Application Processes (SAP)).

6.9 Draft dunning notices and monthly bills for government review, to be submitted to Reimbursable customers in compliance with the Financial Management Manual Schedule.

6.10 Compile and index purchase order, travel, timecards, and other source document records to submit to vendor for microfilming or other web-based retrieval system (to include but not limited to LASON); and review images for records management purposes upon completion.


	ASSOCIATED METRICS
Approximately 10 personnel moves per year. Complete on varied time schedule.

Changes made within 7 business days of request.








Approximately 6000 invoices per months. Complete within 6 hours of receipt.





Approximately 3500 invoices per month.  Complete within 6 hours of receipt.




Approximately 140 calls per day. Respond within 24 hours of inquiry

Approximately 1400 vouchers per month.  Complete within 24 hours of receipt

Approximately 140 calls a day. Complete within 24 hours of inquiry

Approximately 1600 timecards a month. Complete within 24 hours of receipt.

Approximately 140 calls per day. Complete on various time periods.

Approximately 500 agreements a year. Complete within 24 hours of receipt

Approximately 10 notices and bills per month. Complete every 30 days in compliance with FMM schedule.

Approximately 12,000 records per month.  Complete within 7 days of request on a monthly basis.




NOTES:

Period of Performance for this task:  11-01-2008 through 4-27-2013

Assumptions:

1) The Government provides all hardware and software to perform this task.

2) All work is performed on-site at GSFC

3) The information contained in this RTO is for proposal and evaluation purposes only.  Actual tasks issued under the contract may differ in length and duration.

No travel is required for this task
4) " 
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