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SUBJECT:
 FY17 Supplemental ARMPS Instructions

TO:
Administrative Officers

     FROM:
 Diane M. Strub & Karen Brindle
                   
 Deputy Directors, Accountability & Organizational Performance
The following pages contain supplemental instructions for the ARMPS.  Please distribute within your Location and use all the resources available to ensure your ARMPS packages are accurate in both the initial and final submissions.  These instructions are intended to supplement the Associate Administrator's kickoff memo.
1. We will be utilizing the WBSC and EBSC ARMPS SharePoint sites for the uploading / downloading of ARMPS packages.  The link for the WBSC locations is https://e.arsnet.usda.gov/sites/AFM/wbsc/ARMPFY17/default.aspx and the link for the EBSC locations will be sent out shortly.  Administrative Officers (AO) should upload all ARMPS packages to the appropriate SharePoint Site in the folders for their Location(s) 4 weeks prior to the scheduled ARMPS Review.  It will be important to ensure you have consistency in the naming of your documents so we can easily differentiate one Management Unit (MU) from the other and can easily retrieve all the documents for each MU; for example “701-5010-100 v1” for base packages.  You must use 799 as the first three digits of your Soft Funds package.  Once your ARMPS packages are completed and uploaded to the SharePoint Site, send your BSC Budget, Travel & Agreements (BTAB) servicing Budget and Fiscal Officer (SBFO) an email indicating your Location ARMPS is ready for BSC and Area review.

2. FY16 Allocations were released on February 23rd.  This allocation, together with the FY 2016 program increases reflected in the PDRAMs, will be the basis for your FY17 ARMPS.  Please note, you will use the full permanent allocation – do not reduce FY17 for the 5% temporary reduction.  
3. The increased continued accountability and reporting required by the Real Property Asset Management Executive Order 13327 continues to drive the requirement to capture all Operations and Maintenance (O&M) and Repair and Maintenance (RM) costs in a separate ARMPS package utilizing the  X01-XXXX-966(967/968 etc.) accounting code and must be tracked in this account throughout the year.  Operations and maintenance costs include recurring maintenance and repair costs, utility costs including plant operation and energy purchase, cleaning and janitorial costs including pest control, refuse collection/disposal, recycling operations and road/ground expenses including grounds maintenance, landscaping, snow and ice removal from roads.  Reference Financial Management Division Bulletin 12-302 for additional definitions and accepted methodologies for assessment of O&M costs.

4. For the initial and final ARMPS, refer to the ARMS Procedures Manual dated June, 1989 and updated in February, 2000 for concept, policy and responsibility guidance.  Additionally, please use the Checklist of ARMPS Procedures and the other attachments provided to ensure you have correctly addressed all components of the ARMPS package.  For your convenience, these documents are located on each of the BSC FY17 ARMPS SharePoint Sites.

5. Since non-exempt travel will be captured in your 910 or 930 account, please ensure you estimate for those trips you are aware of in your travel BOC.

As the Administrative Officer and manager of the ARMPS process at your Location, we expect you to do a thorough job of reviewing all of the Location’s ARMPS to ensure the packages are as error free as possible before uploading to the BSC FY17 ARMPS SharePoint Sites.  Your initial ARMPS should be completed 4 weeks prior to your Location ARMPS review.  You should notify your BSC BTAB SBFO when your ARMPS is completed and uploaded to the appropriate BSC FY17 ARMPS SharePoint Site location folder.  We will be conducting a quality review of your packages and will expect all corrections and changes to be made and packages re-uploaded (with a new name, i.e. 701xxxx050 v2) to the appropriate SharePoint Site location folder before we provide a copy of your packages to the Area Director for his/her own review.  Once you upload your ARMPS packages to the appropriate BSC FY17 ARMPS SharePoint Site location folder and inform the BSC BTAB SBFO that your packages are ready for review, you must stay out of the ARMPS program until you are requested by the BSC Budget Staff to make any changes.  You are to make no changes that have not been communicated or approved by the Area Director and/or BSC SBFO. 

As the AO, you are responsible during the ARMPS Reviews for capturing action items and changes to the packages requested by the Area Director and/or BSC and uploading a copy to the appropriate BSC ARMPS SharePoint Site.  You are to ensure the changes are reflected in the final ARMPS packages.  Your final ARMPS submission will be due two weeks after your ARMPS Review or no later than August 5th if you have a mid-July review.  If this date changes based on release of the final allocation, you will be notified of any extension of the deadline.  Once your final ARMPS is uploaded, you must stay out of the ARMPS program unless the BSC BFO asks you to go in and make changes.   You will be notified when you can go back into ARMPS.     
If you have any questions concerning this guidance, please feel free to contact us, your BSC SBFO, or the appropriate BTAB Chief:  Kari Deppe, WBSC Budget, Travel and Agreements Branch Chief; or Brenda Whitwell, EBSC Budget, Travel and Agreements Branch Chief.  

cc: 
Area Directors
Research Leaders

BSC Directors

BSC BTAB Chiefs

Budget & Fiscal Officers

FY17 Checklist of ARMPS ProceduresPRIVATE 
Management Unit Title:__________________________
Accounting Code:________________

ANNUAL OPERATING PLAN (AOP)

· Check that Mode Code & Unit names are correct.
· Ensure FTEs are correct on PSP and CRAS 
· Ensure Total Base funds amounts match allocation levels and IRC/SRC/O&M worksheets.
· Check that CRIS numbers are reflected accurately.

· Ensure all R&M (Budget Object Code 2530) and O&M costs are reflected in the R&M and/or O&M package (i.e. 966, 967, etc.) rather than in the base funded package.  (NOTE:  Use BOC 2530 only for facilities R&M costs not equipment repair & maintenance.
· "Remarks" of AOP should identify CRIS & in-kind soft funds, State Revolving Funds and Other State Funds available through a cooperative effort.  

· In-kind soft funds available through a cooperative effort, State Revolving Funds and Other State Funds should be captured in the “Other” field in the MU/CRIS Information Screen. 

· Identify the number of SYs and Non-SYs eligible to retire.

· Ensure you have correctly identified the fund holder.
MU TALKING POINTS
· Use 12-pitch Courier, New Courier, or Times New Roman font if copying and pasting from Word software into ARMPS.

· Ensure the narrative for the MU Talking Points aligns with guidance in Attachment 5, MU Talking Points, from Dr. Liu’s ARMPS Guidance memo. 
CRIS RESOURCE ALLOCATION SCHEDULE (CRAS)
· Upload to the appropriate BSC SharePoint Site an electronic (not pdf) copy of all IRC/SRC/O&M development / distribution Excel spreadsheets. 

https://e.arsnet.usda.gov/sites/AFM/wbsc/ARMPFY17/default.aspx (WBSC)

Link to be sent out shortly (EBSC)
· Ensure the Total PERM MU/CRIS Net to Location line agrees with CRIS Allocation Guidelines. 

___   Ensure the IRC/SRC contributions add up to the total of the                    IRC/SRC accounts and AO’s IRC/SRC spreadsheets.
· Ensure the Total column has been fully allocated to CRIS for both dollars and FTE and that all positions are assigned to a CRIS, including positions with 0 FTE.
· Ensure temporary funds are reflected correctly per the allocation. 
· Ensure assessments are identified correctly on the CRIS Allocation screen “Assign Assessments to CRIS”.
· If it is a Soft Funds Package, ensure the dollars are accurately reflected as temporary funds not permanent; and that only soft funds that have a certainty to be received are included and have been entered into ARIS. 
POSITION STAFFING PLAN (PSP)

· Ensure all positions (both permanent and temporary) are identified on the “X01” PSP.  
· Ensure all positions have FTE and dollars assigned.  If funded on soft funds, is the position on both the soft funds package and on the “X01” package with correct salary and footnotes in both packages?  If the position is funded entirely by soft funds, check that the salary in the “X01” MU is $0 with 0.0 FTE.  
· The FTE allocated for permanent positions to be abolished should be reflected up to the abolishment date.
· Ensure all FY17 position requests are identified on PSP (excluding requests for FY17 Headquarters-Funded Post Docs).
· Ensure position titles are captured accurately per NFC Employee Roster or HRIS Position Organization Listing (POL).
· Ensure position numbers are real and correctly reflected.
· Ensure full performance levels (FPL) are correct for non‑SY positions.  Only Category 1 positions and excepted service positions should have (0) as FPL.

· Salaries should be rounded to the nearest hundred dollars; e.g. $27,465 to $27,500 to avoid rounding errors.

· Ensure you enter the expiration dates for Research Associate positions. 
Footnotes (Refer to Enclosure 8 ARMP Footnote Explanation)
· Ensure L/A Authority positions are identified with I footnote.

· Ensure Hqtrs funded Research Associate (2XXXX - Post-doc) positions are identified with an E footnote and correct title.  E footnote should only be used for Hqtrs funded post-docs that still have funds from Hqtrs left.
· Ensure all C and D footnotes are correctly used on both the main and soft funds packages.

· Ensure exigency employees are identified with an “M” footnote.

Z footnotes for Use by MU
Z footnotes are defined by the MU.  The following are some Z footnotes that should be captured.  

· OWCP employee (Z99).
· Duty station identified if outside the location.
· Z footnote is not needed to capture NTE dates and extension requests for Temp positions as this is to be captured in the MU Talking Points, Personnel Section per Enclosure 8.  Run HRIS Reports for accurate NTE dates for Temp positions.
BUDGET/SALARY

· Current Salary Lapse Policy will be utilized in FY17.
· Ensure SAMS data is reviewed for accuracy prior to rollover into ARMPS. The AO should run Within Grade Increase (WGI) reports in HRIS to assist in calculating pay adjustments that should be captured in the salary projections. 
· If you are at a higher Locality Pay Location, ensure you use the appropriate Salary Table.  

 SEQ CHAPTER \h \r 1EXTRAMURAL AGREEMENTS PLAN (550)
· Ensure only outgoing agreements to be funded in FY17 are captured in the Extramural Agreements Plan.

· Ensure agreement types are shown correctly and the BOC matches the BOC on the CRIS Research Allocation Schedule (CRAS).

· If an agreement is a Congressionally Mandated agreement, toggle “Yes” in the field “Congressionally Mandated Agreement”.
· Ensure the amount budgeted for an RSA Agreement agrees with the amount identified on the AOP and CRAS (BOC-2554).
· The RSA description break down should show personnel by type, FTE, dollars and tuition remission (i.e. graduate students—2.5FTE ARS PI Name - $’s, student labor—1.0 FTE–$$'s); ensure it matches the Plan item.  
· The RSA description, if applicable, should show the break down amounts for utilities, supplies, overhead, and agree with Plan item.
· The Extramural Plan for NACA’s/Grants/Outgoing Reimbursable Agreements (BOC 4000) should agree with the amount budgeted on the AOP & CRAS in BOC 4000.
· The descriptions of NACA’s, etc. should include “new” or “ongoing”,  SEQ CHAPTER \h \r 1applicable CRIS #, Agreement # (if ongoing), Accession #, title, ARS PI and explanation of the need

Multi-Year Analysis Spreadsheet

__   The Multi-Year Analysis Spreadsheet again must be system   generated for FY17.  There is a version for the SRMP purposes as well as a more detailed version for Location, Area, and BSC use.  You have the option to open in Excel and print or save off line and modify.

Soft Funds Package

· One single ARMP package should be prepared for all soft funds in a MU that are in ARIS.  The accounting code to be used is “799;4-digit location mode code; last three digits of the MU account code”, i.e. 799-xxxx-xxx; show the total of all soft funds for each budget category and show as temporary funds.  ARMP package should include Annual Operating Plan (AOP), MU Talking Points and Position Staffing Plan. No Extramural Plan is needed. Sources should be identified in the MU Talking Points, Funding Section per Enclosure 5 MU Talking Points Guidance.  
AGENCY EXECUTIVE SUMMARY REPORTS

__
Print and review the Management Unit Summary Report for   each MU.  Save as a pdf and upload to the appropriate BSC ARMPS SharePoint Sites appropriate location folder. 
GENERAL

· Have you completed your IRC package(s)?
· Have you budgeted for non-exempt travel in your 910 or 930 account?

· Have you prepared an SRC package (if appropriate)?

· Have you prepared an O&M package to track all O&M and RM costs?
· Have you accounted for your 4% RM set-aside? (4% of base funds)
· If requesting a 4% RM waiver, have you requested the waiver in writing to the Area Director through the AO, through the BSC Facilities Branch Chief following the instructions in this guidance?
· You must upload your IRC, SRC, and O&M Excel spreadsheets to the appropriate BSC ARMPS SharePoint site? Do not upload as a pdf.  Your IRC Spreadsheets must show the detailed distribution of all costs down to the MU and CRIS levels.
· Have you reviewed and verified the Location ARMPS packages to ensure they are accurate?  

· Did you use the Validation function in ARMPS to verify that Funds, Personnel, and all 550 have been validated properly?
· After your ARMPS Review with the Area Director, have you uploaded notes on action items and changes in the appropriate folder on the BSC ARMPS SharePoint Site?
SALARY PROJECTIONS, PAY PERIOD TABLE, POSITION MANAGEMENT
Assume the combined general pay cost and the locality pay increase will be 1.3% effective the first full pay period in January 2017 (Pay Period 01, beginning January 9, 2017) for all positions except WG/WS positions and special pay categories.  For WG/WS positions, assume a combined annual pay cost and locality pay increase of 1.3 percent but the effective date of the increase will vary on a geographic basis.  Use SAMS for salary projections for all other increases. Remember to round all salaries to the nearest hundred dollars after importing into ARMPS.  
For less-than-full-time positions, calculate FTE based on total hours to be worked in the FY divided by 2080 hours.  The following table can be used to project FTE usage for full-time positions:

 
1 pay period  = .04 
 10 pay periods = .38
19 pay periods = .73


 
2 pay periods = .08 
11 pay periods = .42
20 pay periods = .77

 
3 pay periods = .11
12 pay periods = .46
21 pay periods = .81


 
4 pay periods = .15
13 pay periods = .50
22 pay periods = .85

 
5 pay periods = .19 
14 pay periods = .54
23 pay periods = .88

 
6 pay periods = .23 
15 pay periods = .58
24 pay periods = .92

 
7 pay periods = .27
16 pay periods = .62
25 pay periods = .96

 
8 pay periods = .30
17 pay periods = .65
26 pay periods = 1.0

 
9 pay periods = .34
18 pay periods = .69 
FACILITIES ISSUES

1. Each Research MU is expected to earmark 4% of base funds as a minimum contribution toward the accomplishment of RM projects.  A partial or total waiver may be requested for Area Director’s approval if your justification warrants.   (NOTE: To calculate the 4% RM use the MU base funds (this would be the Total Permanent MU/CRIS Net to Location.).  Preliminary approval of a waiver or salary offset against the 4% RM must be requested and approved prior to the submission of the ARMPS packages.  To request a waiver and/or salary offset, a memo must be sent to the Area Director, through the AO and then through the BSC Facilities Branch Chief:  (for WBSC Sandy Sadler (Acting) at Sandra.Sadler@ars.usda.gov; for EBSC James McPherson at James.McPherson@ars.usda.gov).  A copy of this Memo should be sent to the Facilities Division Director, Nino Fleri (Nino.Fleri@ars.usda.gov). The memo should include:

· Name of MU

· Location

· 4% RM amount

· % and dollar amount of waiver request

· Dollar amount of salary offset of in-house labor against the 4%.  

· List each position number, title, and salary amount requested to be offset

· Remaining RM set aside if not a full 4% waiver/offset request

· The total number and cost of all projects on the CPRP for the affected Management Unit or for the Location.  

· Place for Area Director’s signature to Approve/Disapprove 

Area Director’s preliminary approval/disapproval will be returned to the RL with a copy to the AO and BSC Facilities Branch Chief.  List all preliminary approvals in the MU Talking Points, Facilities Section, of the main package and the O&M package, the first sentence should address the waiver and/or force account labor salary offset against the mandatory 4% RM as follows:
 “A waiver of X% ($________) of the mandated 4% RM ($_________) has been approved.”  

Add the following statement if a salary offset has been requested in addition to or instead of a waiver request:

An offset of force account labor against the 4% was approved totaling $_____  against positions (list position number, title and dollar amount for each position to be offset)

Final decisions/approval will be discussed and determined at the time of the ARMPS review.  AO’s should upload all Waiver Requests, Salary Offsets, and approval memos to the ARMPS Sharepoint Site in the appropriate MU folder.
2. All facilities RM projects in excess of $25,000 will be captured on the Capital Project & Repair Plan (CPRP) and the RM HPRL will be created from the list of projects on the CPRP. BSC Facilities Branch Chiefs will upload final CPRPs to the SharePoint sites.
 U   Denotes Compliance with Procedures





 X   Denotes Exception to Procedures





 NA  Denotes "Not Applicable" for the MU





 NR  Denotes "Not Reviewed"
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