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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

Welcome Warren Riley

Documents

Create

Open

Synopsis
Tools

Regulation Research
Federal Reporting

FPDS

FAADE f FAADS Plus

|Pued $5990Y

There are 3471 unread messages in your inbox.
Click here to view.

Recent Documents

Requisition: 12XY012486
New; Title: SAF process improvernent v3, Jan 18-18, 2012, PI: Jason Valdes

Requisition 12XY012486
New, Title: SAF process improvernent v5, Jan 1619, 2012, PI: Jason Vaides

Requisition: 12:(Y012503
New; Title: SAF process improvernent w0, Jan 79-20, 2012, PY: Jasan Valdes

Requisition: 125C001038
New Title: SAF process improvement vi, Jan 18-18, 2012; PI: Jason Valdes

Grant: DE-XY0012489
New Title: SAF process improvement vil, Jan 79-20, 2002, Pl Jason Valdes

Grant: DE-XY0012438
New; Title: SAF process iprovernent v, Jan 19-20, 2012, PY. Jason Valdes

Requisition 12X¥012500
WNew, Title: SAF process improvernsnt w10, Jan 19-20, 2012, PY. Jdason Valdes

Requisition: 12:(Y012450
New; Title: SAF process improvernent v7, Jan 18-10, 2012; PI: Jason Valdes

Help | My Profile | Sign Out

i}
Quick Links
A-133 Audits

About the Enhancements in This Release
Acquisition Central

Acquisition Guidance

Bio-preferred Sh

Contract Checklist for Using ARRA Funds
Department of Energy Acguisition Reg.
Department of Energy FA Regulations
DHHS Websites

DOE Strategic Sourcing Instruments

Dol Mational Preaward Registry

Dol YETS100 Database

EPEAT

EPLS

Fed Connect

Federal Acquisition Regulation

Federal Audit Clearinghouse

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

was assigned to you.

© sTRIPES ul 7]
By ad

Inbox Select Requisitioner Requisition Numt Requisition Date  Amount Assigned Date
B Karin Leslie RunionC12XY012486>  01/18/12 $1.00 011812
For Approval Karin Leslie Runion  12Y012490 0171812 $1.00 01/18/12
For Review Karin Leslie Runion  12XY012490 01718112 $1.00 01/18/12
Karin Leslie Runion  12XY012491 0171812 $100 01418112
igg;ﬁy dCopy f:;?:g) Karin Leslie Runion  12SC001036 011812 $100 0111812
Karin Leslie Runion  12XY012485 01118112 $1.00 0111812
g A Karin Leslie Runion  12)(Y012491 01118112 $1.00 01118112
Reviewed SLAAR) Karin Leslie Runion  12Y012488 0171812 $0.00 01/18/12
Proxied Karin Leslie Runion  12XY012488 01718112 $100 01/18/12
Completed Karin Leslie Runion  12XY012489 01418112 $1.00 01/18/12
Motifications (3216 13227) Karin Leslie Runion 12X4¥012489 0171812 $1.00 01/18/12
Task List Karin Leslie Runion  12XY012500 0171912 $1.00 01119112
[ Buyer Workioad ] Karin Leslie Runion  12XY012503 0171912 $1.00 01119112
Bypessed Karin Leslie Runion  12XY012503 0171912 $100 01119112
Retum To Home Karin Leslie Runion  12XY012487 01423112 $1.00 01/23112
Karin Leslie Runion  12XY012487 01718112 $1.00 01/23112
Linda Shariati 12SC000632 11404411 $0.00 11116111
Robin S. Felder 125C000673 1108411 $114,953.00  11/18/11
Wanda A. Morris 125C000690 1108411 $1,393,00000 11/23/11
Pandoria L. Stribbling 125C000881 11129411 $700,000.00  11/30/11

Group Title Lead Req

2. Click on the requisition number to open it.
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© sTRIPES

Requisition Requisition Number. 12XY012486 Stage: Released Requisition Number of lterns: 1
Version: | BASE-Released v Net View. OF Total Amount. $1.00
Main — Commitment $0.00

General

Additional Info

General Information

Owner. Karin Leshe Runion

Funds Tracking _—
Project Requisition Date: 01/18/2012
Text Requisitioner: Karin Leslie Runion Phone: 301-903-9135
Defaults Buyer: Warren Riley Phone: 630-252-2485
Summary Buyer Assign Date: 01/18/2012

ltems Source PPT Name: {None)

Vendars Primary Product / Service Code: 0000

Package Frimary Product / Sernvice Code Description: Financial Assistance

8 Subnorting Docs Received Date: 01/19/2012
.pp_ 9 Security Classification: For Official Use Only

Validations

_ Print Security Classification to Cover Page and Clauses: No
Route History Includes Recovery Act Funds: No
Status History

Notifications Originating Office Code: 00203

Mame: Office of Science (SC-23, BER)

Ownership

e Address 1: U.S. Department of Energy
avigator Address 2: Office of Science

Return to Inbox Address 3. Germantown Building

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.

©sTRIPES 7

Requisition Information
- Requisition Mumber: 12XY012486 Description: EP160101
Requisition )
Version. BASE
Iterm Number 00001 Amount: $1.00
Return

f Location f Accounting Detail

Delivery: (NONE)

Accounting
Account ID Accounting Code Amount Committed Unawarded
1 KP160101 $1.00 $0.00 $0.00
Percent: 100
Amount: §1.00
Committed: $0.00

Committed Amount: $0,00
Unobligated: $0.00
Funds Type: Appropriated
Treasury Account Syrbol: 89-0222
Program Name: GENERAL SCIENCE AND RESEARCH ACTIMITIES, OPERATING
Inclides Becoverny Art Frnds Mo
[ Subject to Availability of Funds: Yes ]
Payment Office:
Accounting Code: KP160101
Fund 00500
Appr Year2012
Allottee 1
Reporting Entity 481037
Object Class 41000
Program 2924200
Project 0000000
WO 0000000
Local Use 0000000

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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READ N2TRUCTIONS ON NEXT PAGE

Page 1 of 1

REQuIsITION

PROCUREMENT REQUEST NO.
12X¥Yol2486

REQL TION DATE

- IRAME, PHONE NUMBER, AND ROUTING 3YMBOL OF PERSON TO CONTACT
JASON VALDES/301-503-1186€

01s18/2012

3. ORIGINATING OFFICE DATA
Office of Science (SC-23, BER)

2 TYPE OF REQUEST (Check one)
a [new recuesT

|4 ADDITIONAL INFORMATION (Tuggesied supply 1ourtes, Tecunty dats e

5. [Jerancero

PENDMNG PR NO.

e [Juooimcanion To

CONTRACT OR
ORDER NO.

§. CONSIGNEE AND DESTINATION

OFFICE OF SCIENCE - CHICAGO

US DEPARTMENT OF ENERGY

5. APPROVALS
ROUT ROUT
APPRONVING OFFICULS TG DATE TR R
e SYMBOL o TS ROUTING
(E) ol [ SYMBOL (£
(1) AUTHORIZED RECGUVSTIONER
[Karin Runion sc o0L/23/2012

OFFICE OF ACQUISITION ASSISTANCE
800 SOUTE CASS AVENUE
ARGONNE IL €0439

2)
Financial Interface

QL/23/72012

(=
Ramona Nykodem

L]
HH

oL/23/2012

7. DATE(S) REQUIRED

) & GOVERNMENT FURNIZHED PROPERTY
Elvea END (7 %pun* e e § of Pmedone o rat page |
9. DESCRIPTION OF ITEMS OR SERVICES
ITEM NO. ITEM OR SERVICE (Inchude Spmaficuiom and Specel hetructions | auantry | unrr] ESTIMATED COST
. o T =y
Cal B) (©) (D) o -
Sec Clearance: NO
Fund: 00 Appr Year: 2012 Allottee: €l Report
Enticy: 481037 Object Class: 41000 Program:
2924200 Project: 0000000 WEO: 0000000 Local Use:
0000000
Period of Performance: 01/19/2012 ©o 01/25/2012
00001 KPle0l0l
Accounting Info:
wmy sms Ay w5, mmmms s - Am3m mas 2

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

© sTRIPES B

Document Create

Document Type
Grant ¥l

Create From
Requisition v

Grant Numbering Masks
Grant (XY) (DE-XY#) v

Section Template
(None) b

[ continue | Y cancel |

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

Search Criteria

ReqUiSition Number Select Line ltems  Requisition Numk Rel d Date  Requisitii R Owner Buyer Site  Orig Office
Y 12XY012485 01182012 Karin Leslie Runion JASON VALDES Karin Leslie Runion  WarrenRiley CH 00203

= @ 12XY012486 01/18/2012  Karin Leslie Runion JASON VALDES Karin Leslie Runion  Warren Riley CH 00203
Site [J Y 12X¥012487 01/23/2012  Karin Leslie Runion JASON VALDES Ramona F. Nykodem Warren Riley CH 00203
CH Y 12XY¥012488 01/18/2012 Karin Leslie Runion JASON VALDES Karin Leslie Runion  Warren Riley CH 00203
Include Related Sites: [ Y 12XY¥012489 01/18/2012  Karin Leslie Runion JASON VALDES Karin Leslie Runion  WarrenRiley CH 00203
Requisitioner [J) Page 2 of 3 (14 results found)
Buyer [J
RILEYW
Qriginating Office )

Released Date Range
Start Date|
End Date

Sort by 0
Requisition Number v Select Item Number Description Product Qualifier  Unit

Quantity Amount Line ltem Type
Max Results 100 P160101 0000 By Dollars $100 Mot Specified
100 v

Results per Page
5 =

4. Include the line item from the requisition and click Create.
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© sTRIPES i
Grant Information
Grant Grant Number. DE-XY0012490 Stage. Award ——= Obligation: $0.00
Version: :BASE-‘H Progress v | Net View. Off Total Amount without Options: $1.00
Main MNumber of ltems: 1 Total Amount. $1.00
_ :

Additional Info General Information

Funds Tracking Owmner. Warren Riley _

Text Award Date: |01/23/2012 | ¢ =

Payment Terms Type of Agreement. | Sélect One b

Summary Agreement Category. | Select One ¥/
Recipient Award Type: | Fixed-price v .
Package Effective Date: 01/23/2012 Y
6 Supporting Docs Completion Date: G e
FedConnect
Validations Admin Office: 06001 =
Route Histony Issuing Office; | 06001 | B
Status History Sponsoring Office: |(Ea] []
Notifications Invoice Office: E]
Suspense Items
Ownership Recipient E]
:::f::erome Grants Specialist |RILEYW

Type of Warrant Required. | GRANTS &
Agreements Officer.
Prociram hMananor [_]

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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© sTRIPES 7

Grant Information
Grant Number: DE-XY0012430 Ship To Code: 06001
& Version. BASE ltern: 00001 Ship To Value: $1.00

Click Submit
te save
your data

Accounting Information Detail
Project 0000000

WFO 0000000

Local Use 0000000

00

Percent:
Fully Funded Amount.  1.00
Obligated Amount; Uninvoiced: '
Funds Type: Appropriated

Treasury Account Symbol: 89 -0222
Program Name: GENERAL SCIENCE AND RESEARCH ACTIVITIES, OPERATING

Includes Recovery Act Funds: No
Subject to Availability of Funds: -

Project Number: |
Task Number: |

Payment Office: |00504 [J
Refresh Data From Requisition:

Requisition Number: 12)¢Y012486 Item# 00001 [__Disassociate-Req JD

[ calcuiate | [ Submit | [ Cancel |

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.

SCMS Rev. 1.5/NA_Exhl.pdf 10 of 15 (03/2012)



© sTRIPES

Grant Information

Grant Grant Number: DE-XY0012430 Stage: Award Obligation: $0.00
Version: :BASE-\H Progress ": Net View. Off Total Amount without Options; $1.00
hain MNumber of ltems: 1 Total Amount: $1.00
Additional Irfo General Information
Funds Tracking Owner: WarrenRiley
Text Award Date; | 01/23/2012 G =
Payment Terms Type of Agreement | Select One v
Herﬁ;mmaw Agreement Category. Select One v/ .
Recipient Award Type, |Fixed-price  v| .
Package Effective Date: 01/23/2012 &
6 Supporting Docs Completion Date: G =
FedConnect
Validations Admin Office: 06001 | [:]
Route History lssuing Office: 06001 (J
Status History Sponsoring Office: | | (B (]
Notifications Invoica Office: f B
Suspense Items
Ownership Recipient | B
E::f::erome Grants Specialist RILEYW (]
Type of Warrant Required. | GRANTS |
Agreements Officer. | D
Erocram Mananor [_]

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

©sTRIPES
Re tion Information
Requisition Requisition Number: ’12XY012486 Stage. Released Amended Requisition Number of ltems: 1
— Yersion: | 000001-Released v Net View. OF Total Amount. $0.00
Main — = Commitment $1.00
-
Additional Info ralinormation
Funds Tracking Owner. RamonaF. Nykodem
e Requisition Date: 01/23/2012
Text Requisitioner. Karin Leslie Runion Phone: 301-903-9135
Change Text Buyer. Warren Riley Phone: 630-252-2485
Defaults Buyer Assign Date: 01/18/2012
Summary Source PPT Name: (MNone)
ltems Primary Product / Service Code: 0000
Vendors Primary Product/ Service Code Description: Fimancial Assistance
Package Received Date: 01/19/2012
Supporting Docs Security Classification. For Official Use Only
o Print Security Classification to Cover Page and Clauses: Neo
Velidations Includes Recovery Act Funds: Neo
Route History
Status History Originating Office Code: 00203
Notifications MNarme: Office of Science (SC-23, BER)
Ownership Address 1. U.S. Department of Energy
Navigator Address 2; Office of Science
Address 3. Germantown Buiding
Return to Home Addrace A° 1000 Tndenendence &uenne S T

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.

12 of 15
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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.

© sTRIPES I7

Grant Information

Grant Number: DE-XY0012490 Ship To Code: 06001
& Version. BASE ltern: 00001 Ship To Value: $1.00
Click Submit

to save
your data

Accounting Information Detail
Project _UUOUUUU
WFO (0000000
Local Use |0000000

()

Percent:
Fully Funded Amount: | 1.00

Obligated Amount; Uninvoiced:
Funds Type: Appropriated
Treasury Account Symbol: 89 -0222
Program Name: GENERAL SCIENCE AND RESEARCH ACTIVITIES, OPERATING
Includes Recovery Act Funds: Mo

Subject to Availability of Funds:
Project Mumber: |

Task Number

E0Q

Payment Office; |00584

456 Iterm# 00001 [ Disassociate-Req [

Refresh Data From Requisitid

Requisition Number: 12ZXY

[ Calculate | [ Submit | [ Cancel |

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.
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@ sTRIPES

Grant Information
Grant Number, DE-XY0012490 Ship To Code: 06001
1 Version: BASE Iterm: 00001 Ship To Value: $1.00

Click Submit
to save
your data.

Accounting Information Detail
Project [0000000

WFO 0000000

Local Use 0000000

000

Percent
Fully Funded Amount | 1.00

Obligated Amount. Uninvoiced:
Funds Type: Appropriated
Treasury Account Symbol. 89-0222
Program Name: GENERAL SCIENCE AND RESEARCH ACTIVITIES, OPERATING

Includes Recovery Act Funds: Mo
Subject to Availability of Funds: [

Project Number:
Task Number:
Payment Office: |00504 D

Refresh Data From Requisition:
Requisition Number: 12XY012486 lterm# 00001 B

e
[ calculate {[ Submit | [}cancel |
p——

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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Grant Information
Grant Grant Number: DE-XY0012490 Stage: Award Obligation: $1.00 «#—
Version: | BASE-In Progress » Net View: Off Total Amount without Options: $1.00

Main Number of ltems: 1 Total Amount: $1.00

Additional Info General Information :

Funds Tracking Owner: Warren Riley

Text Award Date |01/23/2012 &2

Payment Terms Type of Agreement: |Se|ect One V|
lterﬁ:mmary Agreement Category: | Select One v
Recipient Award Type:
Package Effective Date: |01/23/2012 &
0 Supporting Docs Completion Date: l:l ¢
FedConnect
Validations Admin Office: |OGOO1 | E]
Route History Issuing Office: |06001 | E]
Status History Spansoring Office [SC |[Edt] ]
Notifications Invoice Office: 00504 |(Eat) (]
Suspense ltems
SUIEELL Recipient |000003 |[[] ENERGY BEAM SCIENCES,
Navigator
Retu?n B Grants Specialist |R|LEYW |B

Type of Warrant Required: |GRANTS "|
A to NFene [ANDEDSONC [

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.
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