
PAAC II Representative Task Order:     RTO-4

Task Title:  Accounting Support

Task Background

Regional Finance Office - Financial Services Department

The Regional Finance Office (RFO) Financial Services Department (FSD) maintains systems and procedures for accounts receivable bills, collections, deposits, and recordings; manages all phases of the reimbursable agreement process including approval of the package, preparation of billings, and tracking of transactions; and ensures all receivables are properly recorded, billed, and collected.  The FSD is also responsible for transferring delinquent debt to treasury and taking the appropriate follow-up action. 

The FSD manages travel for Goddard and Headquarters personnel; examines and approves funds for all travel orders, travel vouchers, and travel advances; and assures prompt payment of travel vouchers and central billing invoices. The FSD also implements programs and advises employees of applicable changes in laws relating to travel, and coordinates permanent change of station and foreign travel activities with the Centralized Travel Office at Johnson Space Center as necessary. 

The FSD provides financial guidance to GSFC and HQ senior management staff regarding payroll, travel and accounts receivable in the administration of the total program; and provides financial management support to the managers of financial reporting and control which conforms to legal requirements and keeps GSFC, Headquarters, and the Jet Propulsion Laboratory (JPL) management continually informed of the financial status of projects and programs. 

The FSD manages payroll for all GSFC employees; assures prompt salary payment in the proper amounts to all persons in compliance with laws and regulations, with consideration given to all authorized deductions; and assures timely preparation of adequate and reliable payroll records. The FSD also coordinates all payroll activities with the Centralized Payroll Office at Marshall Space Flight Center. 

The FSD also maintains the official accounting for JPL.  The FSD provides proper and timely funds control of JPL commitment and obligation documents and establishes a system of financial reporting and control that conforms to all legal requirements and keeps NASA personnel apprised of JPL financial status. This includes the maintenance of the general ledger, resources authority, contract costing and Financial and Contractual Status. The FSD maintains systems and procedures for accounts receivable billings, collections, deposits, and recordings; and manages all phases of the reimbursable agreement process including approval of the package, preparation of billings, and tracking of transactions. The FSD also tracks contract deliverables and maintains the appropriate reconciliations. 

The FSD is planning to make changes as a result of the new Integrated Financial Management system.  The new system will improve customer information and data interoperability capabilities to enable the inevitable shift to e-government.  It will also allow the Agency to eliminate the need for multiple sets of books and providing a greater understanding of cost drivers and the cost-value relationship.  Approximately 70 civil servants work under the Regional Finance Office.

Task Description

	NO.
	TASK / EVENT
	Performance Standard

	6.0
	Accounting
	 

	6.1
	Log 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 (IPS) or the Cash Management Systems databases.  (Approximately 6000 invoices a month.)
	Complete within 6 hours of receipt.

	6.2
	Review monthly invoices to ensure compliance with the Prompt Payment Act and terms of the purchase orders or government bills of lading, submitting comments to government representatives.  (Approximately 3500 invoices a month.).
	Complete within 6 hours of receipt.

	6.3
	Respond to inquiries from vendors, and coordinate information with procurement buyers and resources analysts regarding the processing of purchase orders and invoices.  (Approximately 140 calls a day.)
	Respond within 24 hours of inquiry.

	6.4
	Process domestic travel vouchers submitted by Goddard and Headquarters offices monthly for payment - review documentation to ensure all required receipts are supplied and vouchers are proper for payment to insure compliance with the Financial Management Manual procedures.  (Approximately 1400 vouchers a month.)
	Complete within 24 hours of receipt.

	6.5
	Respond to inquiries from and initiate inquiries to travelers and secretaries, to secure additional or corrected information necessary for the processing of travel vouchers.  (Approximately 140 calls a day.)
	Complete within 24 hours of inquiry.

	6.6
	Review timecards submitted bi-weekly for accuracy, and make corrections of time and attendance data to labor job charges.  (Approximately 1600 timecards a month.)
	Complete within 24 hours of receipt.

	6.7
	Input employee personal changes to W-4 forms and direct deposit forms, and adjustments for pay and leave corrections into the NPPS database.
	Complete within 24 hours of receipt.

	6.8
	Communicate with employees, timekeepers and payroll technicians from other NASA Centers or agencies. (Approximately 140 calls a day.)
	Complete on varied time periods.

	6.9
	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 systems.  (Approximately 550 agreements a year.)
	Complete within 24 hours of receipt.

	6.10
	Draft dunning notices and monthly bills, for government review, to be submitted to Reimbursable customers in compliance with the Financial Management Manual Schedule.  (Approximately 10 notices and bills per month.)
	Complete every 30 days in compliance with Financial Management Manual Schedule.

	6.11
	Compile and index purchase order, travel, timecards, and other source document records to submit to vendor for microfilming or web-based retrieval; and review images for records management purposes upon completion.  (Approximately 12,000 records per month.)
	Complete within 7 days of request, on a monthly basis.

	6.12
	Prepare and submit Financial Performance Summary reports to management for internal and external reporting.  (Approximately 10 reports per month.)
	Complete on a monthly basis.

	6.13
	Provide administrative, logistical and technical support to Special projects such as the annual review of outstanding obligations which ensures appropriate paperwork is maintained in each folder to support outstanding obligations.  (Approximately 140 calls a day.)
	Complete on varied time periods.

	6.14
	Coordinate personnel moves including phone, furniture, and workstation change requests.  (Approximately 10 person moves a year.)
	Complete on varied time periods.


Applicable Documents/Tools:  Software includes Access, Microsoft Office 

Hardware: PCs 

Task Start Date: 9/1/02

Task End Date:  8/31/07

Notes:

(1) The Government provides all Hardware & Software utilized on NASA facilities. The government will also provide the hardware and software for the off-site schedulers of HST.

(2) The information contained within this RTO is for proposal and evaluation purposes only.  Actual tasks issued under the contract, once awarded, may differ.

