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Natural Resources Conservation Service


210 Walnut Street, Room 693



Des Moines, IA  50309-2180  


	Subject:
	ADS – Appointment as Agency Liaison with 
	Date:
	XXX XX, XXXX

	
	Sponsor
	
	


	To:
	Name, Title, NRCS, Anytown, Iowa
	File Code:
	120

	


By this memorandum, you are hereby designated to serve as Agency Liaison with the ______________________________.  Your designation as Agency Liaison is for the purpose(s) of monitoring Agreement Number ___________________________.

 

As Agency Liaison, your major responsibilities include:

· Serving as the “Responsible Official” for such agreements to ensure that all work is performed in compliance with the NRCS standards, policies, and guidelines.
· Monitoring progress of the Cooperator towards the completion of work products identified in the agreement and/or attachment B.
· Documenting communication regarding work schedules and providing a copy to the Contract Specialist.
· Communicating with the Cooperator the importance of completing work AND submitting bills for payment.
· Giving Contract Specialist any copies of letters sent to sponsors and their responses.
Accrual Responsibilities:

· The liaison shall provide quality assurance and monitoring to ensure that the sponsor provides required invoices and financial reports in a timely manner, in accordance with the terms and due dates in the agreement, with complete and reliable information to make payments and record proper accruals.  Each agreement has a set billing frequency (monthly or quarterly) and many require periodic financial reports.  
· Quarterly, the specific amounts for accomplished but unpaid work (accruals) shall be identified, including delivered goods, services, and assets acquired.  The NRCS accrual period shall be quarterly for accounting periods ending December 31, March 31, June 30, and September 30.  

· The liaison shall contact the sponsor to obtain the performance.  Letter/phone call templates have been provided to help you document what work was completed and any amounts of accrual.  The sample letter can be incorporated into an e-mail to reduce paper and improve timely responses.  All the information received from sponsors shall be reported by the 10th day of the last month in the fiscal quarter to the Contract Specialist.
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During your service as Agency Liaison, you are, at all times, to act as a representative solely of the interests of the Agency and the United States; you shall not (1) serve as an officer, board member, or employee, or (2) act as agent or representative, of the Association.  Your service as Agency Liaison is to conform to the requirements of 18 U.S.C. 201–209 and to the Standards of Ethical Conduct for Employees of the Executive Branch, 5 C.F.R. Part 2635.  Specifically, during your tenure as Agency Liaison with the Association, you shall not:

 

· Vote on matters before the Association Board of Directors.

· Serve on committees or task groups unrelated to the above-stated purpose for your service as Agency Liaison. 

· Participate in issues related solely to the business or internal interests of the Association (finances, fundraising, membership, etc.).

· Engage in lobbying efforts or representation of the Association’s interests before the Federal Government.  [NOTE: This does not preclude you from presenting to the Agency the positions or views of the Association on matters directly related to the interests of the Agency being served through your service as Agency Liaison.]

· Actively participate in Association activities in your personal capacity unless you receive written clearance from me to do so.  [NOTE: If you are a member, you may retain your membership; you must, however, refrain from active participation (fundraising, holding office or board membership, employment, committee activities, lobbying, etc.)].
Richard Sims
State Conservationist

cc:  Supervisor, Title, NRCS, Anytown, Iowa
I, Name, certify that I have read and understand the foregoing and that I agree to abide by the aforementioned requirements and conditions.


Date
Signature

Please keep a copy for your records and return the original of this document to the NRCS State Office, ATTN:  Contracting Section.
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DATE
Accrual Sample Letter to Sponsors with Grants or Agreements

Vendor POC – Ms. Edith McCardle
Vendor Name – University of North Texas
Street Address – Post Office Box 311277
City, State, Zip:  Denton, TX 76203-1277
Dear Ms. McCardle:
We are requesting a quarterly accrual report from your organization.

An accrual is the amount of work you are performing or have performed for the USDA, Natural Resources Conservation Service (NRCS), but for which there is no invoice or payment.  The quality and completeness of the NRCS’s audited financial statements depends on your continuing cooperation and timely information.  The U.S. Congress relies on these audited financial statements to determine future funding amounts for on-going and new programs.

Please complete the following:

Under Agreement Number _68-6114-8-01, at the close of the quarter ending 
June 30, 2006, The University of North Texas anticipates incurring the following total cumulative value of work on the project:  $_________ (to be completed by sponsor).

Of this amount, $__

 (to be completed by Sponsor) has been invoiced and $_________________ (to be completed by grantee or Sponsor) has not been invoiced.
Note:  The cumulative value of work on the project includes the total of all payments previously paid, payments that are pending, and work performed but not yet invoiced.
For a timely submission, we request you respond with either e-mail or fax to me at the address below.

Thank you for your cooperation.  Your timely information makes us better financial managers of taxpayers’ money.  If you have any questions, or need additional information, please contact the undersigned.

Sincerely,
Name
NRCS Liaison
Email: XXXXXXXXXXXX
FAX:  XXXXXXXXXXXX
cc:  Contract Specialist, NRCS, Des Moines, Iowa
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Sample Talking Points for Sponsor Phone Calls
Note:  Sponsors are not required to provide this information; financial managers depend on them to receive the majority of accrual data.  Phone calls should explain what is being done, why it is needed, and appreciation for assistance. 

Upfront, inform Sponsors about the brief amount of information needed:  their best estimate of the work done to date, plus work that will be performed by the end of the accrual period, for which there is currently no invoice.
SUGGESTED TALKING POINTS CALL # 1: 15 DAYS PRIOR TO CLOSE OF ACCRUAL PERIOD, after sending letters and receiving no reply:

· Hello, we sent you a letter, dated ________________.  Have you received it?

· The purpose of requesting this information from you is to ensure that our accounting records include accurate financial information of what has been paid and what is pending payment.  This provides a more accurate financial picture to our taxpayers.

· We need your cooperation in providing this information to let taxpayers and congress know what we have spent and what we still owe, on a quarterly basis.  We need to receive this in a documented form, by fax, letter, or email.  To facilitate providing this information, we have reduced the required information to several simple items described in the letter.

· It is necessary to obtain the information from you by the 10th of this month.

· If we do not receive your response, we will call you again in a week as a reminder.

· Thank you in advance for helping us with this information.
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Sample Memo for the Record – Liaison’s Last Contact With the Sponsor
ACCRUAL DOCUMENTATION – MEMO FOR THE RECORD

LIAISON’S CONTACT WITH “SPONSOR”

Memo for the Record:  




Today’s Date:_____________

Accrual Quarter End Date:  _____________   




Agreement  No. ______________
Type of Obligation
_______




(Grant, Cooperative Agreement, etc.)

I, the undersigned, am the liaison for the obligation identified above.   

In my role as liaison, I had contact with the Sponsor on __________ (MM/DD/YY).  At that time, the Sponsor’s work was progressing to the point that the estimated, unbilled, unpaid, work accomplished as of the end of this fiscal quarter (December 31 or March 31 or June 30 or September 30), is $ _____________. 

PLACE AN “X” IN THE BLANK NEXT TO THE APPLICABLE STATEMENT(S).

1.  The Sponsor’s work is progressing at a rate:

     _____(A) similar to what was billed on the last invoice.
     _____(B) faster than what was billed on the last invoice, because of:  

           ____better weather

           ____more employees

           ____different work phase

           ____other – give short description_____________________________________.
     _____(C) slower than that billed on the last invoice, because of: 

           ____bad weather

           ____broken equipment

           ____fewer employees

           ____other – give short description_____________________________________.
2. _____The Sponsor must obtain matching funds before requesting a portion of their grant or agreement funds.
3. _____The Sponsor work has not started because __________________________________________________________________________. 

John Smith




Position



Liaison





Position Title

_____________________________

(XXX) XXX-XXXX
Signature of Project Manager


Phone Number
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Helping People Help the Land

An Equal Opportunity Provider and Employer
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