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Introduction 
 
The purpose of this guide is to assist experienced Contract Specialists (CS) to understand the 
differences when processing a requisition that has utilized the Subject to Availability of Funds 
(SAF) process in STRIPES. This is not meant to be an instructional guide for creating grants and will 
limit focus to the steps required by the Chicago Acquisitions Office.  
 
The SAF requisition process should only be used when funds are not available in the STARS 
Financial System. This process will allow a requisition to be approved and sent to the Acquisition 
Office for processing by the Contract Specialist (CS) prior to availability of funds. Once funds have 
been placed into STARS, the requisition will be amended to add the appropriate commitment allowing 
the CS to finish processing the award.  
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Processing a SAF Requisition on a Grant 

Viewing the SAF Requisition 

 
 

1. Log into STRIPES and go into your Buyer Workload folder to view the SAF requisition that 
was assigned to you.  

 
 
 

 
 

2. Click on the requisition number to open it. 
 

SCMS Rev. 1.5/NA_Exh1.pdf 5 of 15 (03/2012)



 
 
Notice that the Commitment is $0.00 and the Total Amount is positive and reflects the eventual 
amount that will be committed. This is an indication that this is a SAF requisition; however, you should 
look at the accounting page of the requisition to verify that this is a SAF requisition. 
 

 
 
The screen shot above displays the accounting information page of this requisition. The “Subject to 
Availability Funds” field is marked as “Yes”.  
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In addition, the printed PDF copy of the requisition will also indicate that this is a SAF requisition. 
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Creating the Grant from the SAF Requisition 
 

 
 

3. Start by selecting the appropriate setting on this screen as you would normally then click 
Continue. 

 

 
 

4. Include the line item from the requisition and click Create. 
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Notice that the Obligation displays $0.00. You can now start processing the grant and as you would 
normally. 
 
IMPORTANT: You can completely process the award with the exception of creating the FAADS 
record. Creating the FAADS record should be the last step you take before routing the award 
for approval to the Contracting Officer/Agreements Officer. 
 
If you create the FAADS record before the requisition has been amended you will need to 
delete the FAADS record and start over.  
 

5. Click on your line item and go to the accounting information screen to verify that the award has 
been marked as SAF. 
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The accounting information screen of the award has the Subject of Availability of Funds box 
checked. After funds have been added to STARS and the requisition has been amended, you will 
click the Refresh button. If you click the Refresh button before this nothing will happen.  
 

6. Exit out of the accounting information screen. 
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The second part of the process is to wait until you receive an email from STRIPES notifying you that 
the requisition has been amended and you have been listed as the Buyer. 
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Viewing the Amended SAF Requisition 
 

 
 

7. Once you receive the STRIPES email, open the amended requisition. 
 
Notice that the amendment displays a positive commitment. You can now finish processing your 
award. 
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Finish Processing the Grant 
 
This section of the guide walks you through the last remaining steps needed to process your award. 
Please open your grant and navigate to the accounting information page. 
 

 
 

8. Open your award and go to the accounting information page. 
 
The Subject to Availability of Funds box is still marked. You need to refresh the data on this page 
from the newly amended requisition. 
 

9. Click the Refresh button.  
 
 
 

SCMS Rev. 1.5/NA_Exh1.pdf 13 of 15 (03/2012)



 
 
After you click the Refresh button the Subject to Availability of Funds box will be unchecked and 
an Obligated and/or Incrementally Funded Amount will display a positive amount. 
 

10. Click the Submit button to save your work and exit this page. 
11. Return to the Main General page of your award. 
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Your award now reflects a positive obligation amount. 
 

12. Create your FAADS report and route the award for approval. 
 
 
This concludes the steps needed to process a SAF requisition. 
 
 
 
 
 
 
 
 
 

SCMS Rev. 1.5/NA_Exh1.pdf 15 of 15 (03/2012)


	Introduction
	Processing a SAF Requisition on a Grant
	Viewing the SAF Requisition
	Creating the Grant from the SAF Requisition
	Viewing the Amended SAF Requisition
	Finish Processing the Grant




