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Digitally signed by RICHARD
FROM: Richard R. Jiron RICHARD JIRON
Mission Area Senior Contracting Officer Date: 2021.02.08 09:32:35
g JIRON _07'00‘
SUBJECT: AOP No. 22: Reassignment of Requisitions, Solicitations and Contracts

to Contracting Officers and Buyers

Fort Collins, CO
80521

@ PURPOSE: This Acquisition Operating Procedure is issued to help with identifying open
requisitions, solicitations and contracts for the purposes of issuing an award, contract
administration, processing invoices for payment in the Invoice Payment Platform (IPP),
completing the performance assessment in the Contractor Performance Assessment
Reporting System, contract closeout, preparation of file destruction, etc. The
requisitions, solicitations and contracts may be reassigned from the originating
Contracting Officer (CO) or Buyer to a different CO or Buyer to manage the action
through completion of contract file destruction.

@ SCOPE: This AOP applies to the Departmental Administration and Staff Offices for
acquisitions issued by the contracting officers under the authority of the MASCO.

@ EFFECTIVE DATE: This AOP is effective on 02/08/2021

@ REVISIONS: Revised in its entirety.
This AOP replaces the previous version of AOP No. 22, dated Aug. 20, 2014.
@ AUTHORITIES: Not applicable.

@ REFERENCES: OIG Audit No. 92501-0001-12, Review of Procurement Operations,
dated September 27, 2013, Recommendation 12, Issue a modification for all contracts
where the contracting officer has changed; and OIG Audit No. 92-501-0001-12 (1),
Fourth Data Center in Support of the USDA eMail Consolidation, dated November 16,
2011, Recommendation 7, Issue a modification for all contracts where the
contracting officer has changed.

@ PROCESS:
1. The Contracting Branch Chiefs and transferring CO identify the items that need to

be transferred. The following tools are suggested for use when identifying
requisitions, solicitations, and contracts for re-assignment.
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a) Integrated Acquisition System (IAS), Discoverer Reporting (screenshots demonstrating how
to pull the reports are below):

i)  Unawarded Requisitions by Buyer (Requisitions not associated with released awards).
i)  Award Header Netview Report by Owner (Assigned awards).

b) Internal Workload Tracking Report, if applicable (office shared drive).
2. Transferring Contracting Officers will:

a) Ensure a paper file or an e-file uploaded to IAS in accordance with AOP 7 is complete to
include copies of invoices, payment images, all modifications, relevant emails, etc.

b) Resolve any outstanding issues on the contract (examples include but are not limited to
PoP extensions, exercise an option, de-obligations, etc.). Contracts transferred should be
free of immediate administrative action.

c) Complete the modification within thirty (30) business days to change the CO, ACO, IPP
approver and will route the mod to the gaining CO for award, thereby changing the CO in
IAS. Sample wording for a “CO Change” administrative modification is provided below:

“The purpose of Modification XXXX is to identify a new Contracting Officer under the
subject contract. As a result of this modification, the Contracting Officer is hereby
changed from John Adams to Thomas Jefferson, effective the date of this modification.

All other terms and conditions of the contract remain unchanged.”

d) Submit a copy of the modification to the COR/Technical contact and Contractor; place a
copy in the contract electronic file.

e) The transferring CO will request that their Branch Chief “Change Owner” in IAS using the
Utility correction function (screen shots below).

f) Process or reassign any invoices to the gaining CO.

g) Complete any outstanding CPARS. If CPARS is due during the current period or within 3
months of the contract transfer, prior Assessing Official (AO) shall assist the gaining CO/AO
with rating information for that period.

h) Notify the CPARS Focal Point (FP) of contract transfer via email, provide the new AQ’s
information to the FP; FP shall update the record to reflect new AO.
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i) Complete any assigned close-outs, responsibility for close-outs stays with the transferring
CO. See paragraph 5.

3. Gaining COs will, upon receipt of the file, review the paper or IAS e-file for completion and
document the contract file with a memo of any items that are missing (sample memo below).

4. Branch Chiefs will:

a) Ensure unawarded requisitions are reassigned as necessary.
b) Identify transferring and gaining COs in a timely manner.
c) Assist as necessary with reassignment of Ownership in IAS (see screenshots).

d) Ensure that gaining COs approve transfer mods in IAS within 3 business days.

e) If the transferring CO is not available, follow the steps outlined below or contact the IPP
Helpdesk <IPPCustomerSupport@fiscal.treasury.gov> to request invoices currently in the
transferring CO’s inbox be routed to the gaining CO. Invoices received in IPP prior to the
IAS data fix or modification issue will not automatically route to the gaining CO.

f) Assign transferred CO’s close-out workload as applicable. See paragraph 5.

5. Close-outs — COs are responsible for contract close-outs under their name. If a CO is transferring
to another position in the same office, responsibility for their close-out workload will transfer
with them until complete or otherwise coordinated with the applicable Branch Chief. If a CO is
leaving the assigned office, responsibility for their close-out workload will stay with the Branch
they were assigned to.

@ EXPIRATION DATE: This AOP will remain in effect until canceled.

(END)
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Screenshots

How to “correct” the owner using the Utilities function:
1. Using the Other Actions drop down in the award, select “Correct”.

IAS Help | Home | SunOut A

Delivery/Task Order: NNG15SC06B/12314419F0773 (poooc

ROUTE © PRINT | MODIF AN Corroct
Cancel
Summary Delivery/ Task Order Navigator Change Current Buyer
= Hold
; H Mark As Complete
fersion: PO0004 (11/18/2020) ¥ H Y
: g J 2 Modification P00004 has been released.
View: Current Version V| <

What would you like to do?

This Modification: P00004
') View modification summary

Vendor: DELL FEDERAL SYSTEMS LP ;:\
Status: Released g -
Stage: Released Modified Award g View snapshot

Total Ttems: 0 — Viewmodification details

—— () View modification template

sa10n

B v
et s 00 | View supporting docs (51 files)

) view conformed modification
ctal amotnts 4 .00 (| Create modification

Switch to a different version of this delivery/task order

Net View of Modification: P00004

‘ P00004 Other Administrative Action (11/18/2020) v
Status: Released
Stage Released Modfled Award Create a new document from this delivery/task order
Select v
Total Items: 6
v

2. Once inside the “Correct” utility function, scroll to the bottom to change the owner. Search
with the magnifying glass, select the new owner, then save and close.

IAS
.

Correct

Field Name Current Value New Value

Document Number: 12314420A0028 12314420A0028

Order Number: N

Version Number: P00001 P00001

FS Region: ’

Prompt Pay: o *0 £

Billing Codes: DM-0CIO-CEC DM-OCIO-CEC /

Type of IT Investment: ;

Buyer: DMVB0206 DMVB0206 #

Type of Warrant: BPA * BPA /

Contracting Officer Representative: DMID0001 DMID0001

PP Approver 1: DMID0001 DMID0001 #
Administrative Contracting Officer: DMVB0206 DMVB0206 #

IPP Approver 2: DMVB0206 DMVB0206 #

Originating Office Code: 1AS 1AS 4

Issuing Office Code: DASO-OCP-POD-AMB-CO * DASO-OCP-POD-AMB-CO /
Administration Office Code: DASO-OCP-POD-AMB-CO * DASO-OCP-POD-AMB-CO /
Invoice Office Code: PP *1pp 4

Payment Office Code: PP PP/

Vendor Mailing Address Contact Name: —
Vendor Mailing Address Contact Phone: | |
Vendor Mailing Address Contact Fax: ||

Vendor Mailing Address Contact Email: [ |

Vendor Mailing Address Web Address:
Vendor Remit To Address Contact Name: [ |
Vendor Remit To Address Contact Phone: ||
Vendor Remit To Address Contact Fax: —

Vendor Remit To Address Contact Email: [ ]

Vendor Remit To Address Web Address: [ |

Owner: DMVB0206 * ysscaol #

Validate Save and Close Cancel

https://ias.usda.gov/attachments/guidance/Reassigning%20Documents%20in%201AS%20-
9%2020181130%20v1%201.pdf
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How to view a user’s pending invoices in IPP and reassign:

1) Within IPP, navigate into Invoice > In Process section
2) Update the Routing Status and Routed To sections to the following:

Routing Status: In Routing

Routed To: <Last Name, First Name> of desired user
3) Update the Change Date Range filter to ALL to view all invoices.
4) You should then be left with all invoices pending with the selected user.
The IPP Helpdesk (this helpdesk) can assist with reassigning these users to an alternate IPP
Approver.

Welcome | Tasks | Purchasing [PIWSIEESS Fayments | Anabysls | Suppllers | Self-Service Movember 5 3020 1102 A%

InProcess  In Settlement Exceptions  Seamch

Invoices In Process
Thits page ksts all invoices csrently warteng ERP approsal.
[} ERP fpprer E

apectad, FRP Daned 1, i v sl Exosphion muimees ara ol shomm here

Invoice Fillers

Roulimg Ruuled

e [In Rauting ] 2o | — w|
Browse Suppliers: ADLDLIGHIJELMNOFOQRESIUV W XY £al Change Date Range: |48 W

Sai il v @ I Dage B D Ceal Bouling &

12401240 AOHND, INC AGIIRFTH TO02ERA _~'?’. Ot 31, 7020 1Z-AME19F 05D How 30, 7030 41058 USD  Fecshed In Rousting
17401240 EOM F_GCAQAT Ak & Ogd 31, 720 1 2P ADEO00T Hiw 30, 7020 405 00 UED  Reosid

124012400 e iy T —— Oct 30,020 1ZEISAOFDIAT M 20, 2000 77201 USD Fmosived i Budie

12401240 0 r gt 29, 20 LS NES RIS [ How 20, 2020 GIFE WS Hecehed N Hpsting

12401240 QOAVEMART. INC, toTsas # Oct 29, 2020 AG-3144- 0150375 Hav 28, Z020 E371.63 USD: Received In Rputing

How to pull the Award Header Netview report:
1) Locate the IAS Reporting Tool from the IAS home page

Access [AS Components

Acquisition Planning

Requisitioning

Contracting

‘ i .
Reporting Tool

e —
IAS /IPP Account

Management

2) Pull Award Header Netview Report from the Report User section
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IAS Reports

Home

Report Search

FPDS-NG Reporting Das...

Report User

Acquisition Plan
Award

AAR Awards

Award Actions By Billing C...

Award Activity by Period

Award Activity with Accou...

Award Activity with Accou...

Award Consistency

Award Lines Netview

Contract Closeout

Home

Report Search

FPDS-NG Reporting Das...

Report User

Acquisition Plan
Award
AAR Awards
Award Actions By Billing C...

Award Activity by Period

Award Activity with Accou...

Award Activity with Accou...
Award Consistency
Award Header

Award Header Netview
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Report User

Award Header Netview

Report User

|AGfeporting users have access to a wide gamut of n
These reports have the ability to track a given acquis
Reports are broken up by acquisition document type
Select the type of report you wish to view on the left

Report Types

3) Maximize the screen using the button in the upper right-hand corner.

Qv

Award

Acquisition Plan
Reports within this section look at acquisition
For example, cne can view who created the d

Award
Reports within this section use the award nun
For example, one can view an award's accoun

Interface/Transaction

Reports within this section look at the data th
FMMI).

For example, an award’s spend chain, orthe r

Invoice/Receipt

v v Date, Released (Lastest) >= Last FY

Agency Parent Contract Setup Award Number
DASO NNG155C82B 12314418F0137
DASO - 12314421P0015
DASO GS-30F-0005L 12314418F0429
DASO GS-28F-0018V 12314420F04288

Go

Rows 50

Version,
Latest

POO0OOS

ORIG

P0O000G

PO0002

v Actions v

Billing Code Region

DM-0CIO-
CEC-ICAM

DM-0CIO-
CEC

DM-OSEC -

FAS-OA -

Unit

Maximize

O

Vem
Add
Cod
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4) Use the bottom right arrow to scroll until you see the Name, Owner header.

50 Rows 50 W Actions v/

then click here

Name, Name, IPP
Vendor, Name Description, Purpose Name, Buyer Name, CO Owner Name, ACO Name, COR Approver 1
The purpose of Maodification 2 is to update IPP
I52¢  ZOOM INC. Approver 1. The period of performance was EEX;;H &Exﬁ“ Egz"f\’;%m EDSZ“’:\’;SE[H Qﬂf“mb'e' ,?;g:‘;t“s
updated due to the delivery date.
NORTHSTAR
120# COMMUNICATIONS INC - USDA/QHS: Monthly HF service and maintenance JORDAN, JORDAN, JORDAN, TABRON, THATCHER, THATCHER,
for NSSP.This order incorporates FAR 52.204-24. SEAN G SEAN G SEAN G TERRY GERARDINA GERARDINA
9561223780000
. Renewal of PeopleSoft Enterprise Licenses and MASSEY, MASSEY, MASSEY, Applicable, ROELING,
d48#  AFFIGENT, LLC- 1410820400000 gooor for DHs JESSICA A JESSICA A JESSICAA B Not MYLES E
The purpose of this modification is to de-obligate
'A% AFFIGENT, LLC - 1410890400000  $2,606.33. This is to correct the total of the order to x?;g;,_\ x:;g L\::ss\f:?}a - :‘;f““b'e' mﬁfs
be $331.233.67.
03¢ INDIGENOUS TECHNOLOGIES, The purpose of mod 18 is to correct a POP to allow MASSEY, MASSEY, MASSEY, MASSEY, LEAUMONT, LEAUMONT,
' LLC the vendor to invoice. JESSICAA JESSICA JESSICAA JESSICAA DAPHNE DAPHNE
Kenya East Africa Global Food Security Strategy EDINGTON, EDINGTON, EDINGTON, HAMLIN, MARTIN,
B | BARBAEANNE DOWRING (GFSS) JAMES JAMES JAMES B DELPHINE MELISSA
DYNAMIC FACILITY DESIGNS, § RIVERA, RIVERA, RIVERA, RIVERA, FOGGIE, BAMIRO,
BE e ©One Neighborhood Move Services GERARDO F GERARDO F GERARDO F GERARDO F CLAUDE YVETTE
. WHITE HOUSE WRITERS GROUP, USDA FAS BPA for communication censulting DUMAS, KATTMAN, KATTMAN, DUMAS, Applicable, DUMAS,
use the arrow to scroll
5
5) Search and Filter by Owner
Name, IPP
ition, Purpose Name, Buyer Name, CO Name, ACO Name, COR Approver 1
et DR
ddue-ta-theidelivery:date, ELIZABETH JASON A Miosotis
DJHS: Monthly HF service and maintenance JORDAN, JORDAN, THATCHER,
iP.This order incorporates FAR 52.204-24. SEAN G SEAN G ABRAHAM, EMIL E A ERARDINA GERARDINA
ADAMS, JENNIFER
il of PeopleSoft Enterprise Licenses and MASSEY, MASSEY, pplicable, ROELING,
t for DHS JESSICA A JESSICA A ALLEN, COLE R lot MYLES E
B i, sy e, [
g JESSICA A JESSICA e lot MYLES E
1.233.67. ARNBERGER, TANYA E
rpose of mod 18 is to correct a POP to allow MASSEY, MASSEY, MASSEY, MASSEY, LEAUMONT, LEAUMONT,
dor to invoice. JESSICA A JESSICA JESSICA A JESSICA A DAPHNE DAPHNE
-ast Africa Global Food Security Strategy EDINGTON, EDINGTON, EDINGTON, B HAMLIN, MARTIN,
JAMES JAMES JAMES DELPHINE MELISSA
i RIVERA, RIVERA, RIVERA, RIVERA, FOGGIE, BAMIRQO,
fighborhood Move Services GERARDO F GERARDO F GERARDO F GERARDO F CLAUDE YVETTE
-AS BPA for communication consulting DUMAS, KATTMAN, KATTMAN, DUMAS, Applicable, DUMAS,
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6) Download the results into a spreadsheet showing what is assigned to the CO

Qe Go Rows 50 v Actions v
> Name, Owner, Date Released >= ... @ cotumns
Y Filter
B8 Data ¥
Version, ~ Status, ©\ Format >t
Agency Parent Contract Setup Award Number Award Award Billing Code
olll Chart
DASO — 1231442000010 PO0004  Releast 5 Group By I5  DM-OCIO-CEC
f} Pivot
DASO 5 AG-3142-C-07-0034 0324 Closed® [ Report 5 8w, DM-ACFO-FS
.i. Domﬂload
DASO - 123144200010 PO00D3  Releast 15 _BM-0CIO-CEC
. @ Help
DASO GSOOFO08DA 1231441970758 PO0006  Released 6000217109  DM-OSEC
DASO 75N8119D00097 1231442070054 PO000S  Released 6000218802  DM-OCIO-CEC
DASO - 1231442000063 ORIG Released 6000238919  DM-OCIO-CEC
<
Qv Go Rows 50 v
test) >= Last FY X
Download X |
|
IRAHAM, EMIL F X
Choose report download format: |
| | B
Version,
Award Number Latest Billing C
csv HTML
DM-ACK(
12314420F0377 PO0002
FPP-WCF
Cancel
12314421F0036 ORIG DM-ACFK(
DASO GS-35F-0617Y 12314420F0315 P0O0004 DM-ACF(
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Region

Unit

Vendor,
Address
Code

1100553560#

720542904

1100553560#

1100018698#

1104933942#

1102505580#

Vendor, Name

WICHITA TRIBAL ENTERI
LLC

ACCENTURE LLP

WICHITA TRIBAL ENTERI

BOOZ ALLEN HAMILTO!
0069288570000

IDEATION SOLUTIONS J

ESSNOVA SOLUTIONS, |

ACCENTIIRE EENERAL €I
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SAMPLE MEMORANDUM FOR THE FILE

Date: XXX

Contract #: XXX

Subject: Contract file folder contents following transfer of ownership

This memorandum documents the contract file contents upon transfer of ownership. The list below

may not be all-inclusive but represents what was noted upon initial review of the electronic file

contents.

Paper Contract File:

No paper contract file was available for transfer.

Electronic Contract File:

The following information was not included in the contract file.

Example list, add/delete as applicable upon receiving and reviewing the transferred file
File Indexes.

Market research documentation.

Applicable Acquisition Planning

Determination of Fair and Reasonable Pricing.

Award justification.

Modifications.

Payment log and invoices.

The gaining CO will pull and save any electronic information available (e.g. via IAS or IPP) to further

complete the file, this information be uploaded into IAS in accordance with AOP 07.

Contracting Officer
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