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1 INTRODUCTION

1.1 Purpose

The purpose of this Standard Operating Procedure (SOP) is to define the process an Agency must follow to request an increase in its Transition Credit Reimbursement (TCR) Reserve. This document describes the steps to be undertaken by the Agency, General Services Administration (GSA), and the Interagency Management Council (IMC) in an Agency’s TCR Reserve increase request for the purpose of facilitating transition from the FTS2001 contracts to Networx.
1.2 Scope

This procedure covers the steps for an Agency to submit a Reserve increase request and for the decision-makers (GSA and IMC) to determine if the requested increase is approved or denied.  The procedure also explains how approved increase amounts are computed and distributed to the Agencies.  

2 Procedures

This section of the SOP provides an overview of the Agency process for requesting a Reserve increase, a swim-lane diagram of the process, and a step-by-step explanation of that diagram.

2.1 Overview

This document provides guidance to Agencies regarding how to request additional Transition Credit Reimbursement (TCR) funds when the Agency is close to exceeding its initial Reserve amount.  Initial Reserve amount is based on FY06 FTS2001 expenditures and the assumption that 75% of the FTS2001 traffic will transition to Networx.  GSA calculated an Agency’s share of reimbursement funds using the ratio of Agency expenditure to total expenditures.  An Agency’s initial Reserve amount is the Agency’s percentage share of the total funds reserved for reimbursement.
An extensive outreach program allowed Agencies to further refine which Networx AB Codes were associated with Agency Reserve fund pools, also referred to as MAPCODEs.  This document will serve to guide Agencies through the process required to justify the need for and request additional Reserve funds.

The process requires the Agency Transition Manager (TM) to monitor his or her Agency’s transition progress and Reserve funds using the Transition Information Portal (TIP).  As the Agency approaches 100% of its Reserve amount and expects to exceed that amount, the TM should follow this documented process to request additional Reserve funds.  

When an Agency completes transition, it is required to notify GSA. At that time, its unused transition reimbursement funds will be placed into a Reimbursement Increase Pool (RIP) that GSA will manage for the purpose of providing additional Reserve funds to Agencies that are eligible to receive them.  

If the Agency is close to exceeding its Reserve, it can submit a request for a Reserve increase.  Because the initial Reserve is an individual Agency’s percentage of the funds for 75% transition, GSA intends to reimburse each Agency for up to an additional 25% without substantial justification.  If the requested increase is greater than 25% of the Agency’s initial Reserve, the Interagency Management Council (IMC) will require justification of this increase.  If approved, GSA will make available 50% of the requested increase immediately, contingent upon funds available.  Agencies will be placed in queue based on date of the increase request approval.  At the end of transition, Agencies will be reimbursed the remaining 50% of approved increase request, contingent upon funds available.
2.2 Agency Process for Requesting Reserve Increase - Diagram

Figure 2‑1 illustrates the process for an Agency to request a Reserve increase.  Following Figure 2‑1 is a description of each step in the process.
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Figure 2‑1.  Process for Requesting Reserve Increase Diagram
2.3 Agency Process for Requesting Reserve Increase – Diagram Step-by-Step Explanation

Table 2-1 describes the actions required to submit a request for an increase of the Agency’s Reserve and the team or individual that executes each action.  The step numbers in Table 2-1 correspond to the step numbers on the Process for Requesting Reserve Increase Diagram.

Table 2‑1: Steps Required for the Agency to Request a Reserve Increase

	Step
	
	Responsibility
	Action Detail

	1. 
	Monitor transition progress
	Agency TM 


	The Agency TM monitors the progress of the Agency’s transition and remaining TCR Reserve funds periodically through TIP.  

	2. 
	Transition completed?
	Agency TM


	2a. Yes: Notify GSA that the Agency’s transition is now complete.

2b. No: Review/analyze Reserve balance in TIP. The Agency continues to monitor transition Reserves in TIP. 

	3. 
	GSA places any remaining funds into the “Reimbursement Increase Pool” (RIP)
	GSA


	When an Agency notifies GSA that its transition is complete, GSA moves any of the Agency's remaining transition credit Reserve funds to a special pool of funds that serves to provide additional reimbursements for those Agencies eligible to receive them.

	4. 
	Need additional funds?
	Agency TM


	4a. Yes: Submit request for Reserve increase: If an Agency sees in the TIP report that its transition reimbursement claims may exceed its Reserve, it can begin the process required to request a Reserve increase.  The Agency TM must utilize the template described in Section 3 of this document to justify the need for additional transition credit reimbursement funds.

4b. No:  Periodically monitor transition progress. Process then flows to Step 1.

	5. 
	GSA Analyzes request
	GSA


	GSA examines the request's contents and the amount requested.  If GSA approves the Reserve increase request, GSA places the Agency making the request in a First-In, First Out (FIFO) pipeline, as the order of the requests determines the disbursement of remaining funds.

	6. 
	Agency needs increase > 25% of initial Reserve?
	GSA


	GSA determines if the Agency’s requested increase is greater than 25% of its initial Reserve amount.  

6a. Yes: GSA forwards the request to the IMC to place the Agency on the IMC's Agenda.  Those requests greater than 25% of the initial Reserve require justification before the IMC.  Step 13 begins the process flow for those Agencies that need to go before the IMC.

6b. No: GSA notifies the Agency it will get, contingent on funds available, up to 50% of its requested increase as the first increment.  Only half of the requested amount is disbursed at this time.  If there are remaining funds in the RIP when transition is complete, the Agency will receive the remaining 50% of its requested increase, contingent on funds available.

	7. 
	Agency monitors Reserve amount
	Agency TM


	The Agency TM continues to monitor the reimbursements that are applied each month, as well as the remaining Reserve.

	8. 
	Federal Acquisition Service (FAS) updates Agency Reserve amount
	GSA


	The approved increase in Reserve amount is updated in the TCR application database. Transactions will be reimbursed, up to the new Reserve amount.

	9. 
	Agency DB?
	GSA


	9a. Yes: GSA Finance records the Reserve increase.  If the Agency is a Direct Order/Direct Billed (DO/DB) customer, its existing Memorandum of Understanding (MOU) needs to be amended to reflect the increased funding and the new total Reserve amount.  GSA Finance records the Reserve increase for that MAPCODE so that the additional funds are available.  

9b. No: Stop.

	10. 
	GSA modifies and submits MOU to Agency for signature
	GSA


	If the Agency is a DO/DB customer, GSA submits an amended MOU with the new Reserve amount to the Agency for signature.

	11. 
	Agency signs and returns MOU
	Agency


	The signatures of the Agency Representative and the Agency Financial Manager are required to modify the MOU.  The Agency returns the signed MOU to GSA.

	12. 
	GSA signs MOU
	GSA


	GSA representatives from the Program and Controller offices sign the amended MOU.  This completes the process flow for DO/DB customers. 

	13. 
	Send meeting date to Agency
	IMC


	The IMC finds a timeslot on its monthly meeting agenda for the Agency to present its request for Reserve funds, and forwards that date to the Agency.

	14. 
	Justify Reserve increase at IMC meeting
	Agency TM


	The Agency uses the template described in Section 3 of this document to justify its request for additional Reserve funds.  The Agency prepares a presentation for the IMC that addresses key data points in the template and the justification for this increase.

	15. 
	Analyze request merit
	IMC


	The IMC will examine the data on the template and presented at the meeting to determine if the Agency has sufficiently documented the increase justification.

	16. 
	Approve increase?
	IMC


	16a. Yes: Notify GSA of total new Reserve amount.  GSA must be notified so that the TCR process database can be updated with the new Reserve amount.  Process then flows to Step 6b.

16b. No: Stop.


2.4 Roles and Responsibilities

Table 2‑2 describes the stakeholders involved and their roles and responsibilities in the process leading to approval or denial of an Agency’s request for an increase in TCR Reserve funds. 


Table 2‑2: Roles and Responsibilities

	Role
	Responsibility

	Agency Transition Manager (TM) 
	· Monitors Agency TCR Reserve fund balances 
· Tracks the Agency’s MAPCODE reimbursement accrual status 
· Estimates how much, if any, additional funds (over the Agency's initial MAPCODE Reserve amount) are necessary to complete transition 
· Prepares and submits to GSA a request to increase the Reserve amount if needed

· Explains and justifies to the IMC the reasons for the requested increase if IMC approval is required

	GSA 
	· Oversees the Agencies transitioning to Networx
· Identifies any unused transition funds remaining after transition has been completed
· Provides the final decision concerning an Agency’s request for Reserve Increase when the requested increase is less than 25% of the Agency’s initial Reserve amount
· Maintains a Reimbursement Increase Pool (RIP) that is used to fund approved Reserve increase requests

· Manages and disburses all funds in the RIP

	Interagency Management Council (IMC)
	· Provides the final decision concerning an Agency’s request for Reserve increase when the requested increase is greater than 25% of the Agency’s initial Reserve amount.


3 template for requesting TCR Reserve Increase
3.1  Overview
This section of the SOP provides instructions on how to request a Reserve increase, guidance on completing the information requested on the template, the template format, and two examples.  Each example includes a narrative description of the chronological steps followed and the information provided in the example template.  There is a blank version of the template shown in Appendix B.

3.2 Request Template 
The Agency TM requests additional reimbursement funds by completing the template in Appendix B, attaching it to an email and sending to Networx.Support@gsa.gov.  
The following instructions should be used to complete the template: 
The Agency TM justifies its request by addressing the questions/issues listed on the template and responding in the text space designated on the template.  The submission may not exceed two (2) pages.  Questions which are on the template are repeated below in bold.  Additional comments provided for consideration in the Agency justification statements are italicized.
The key questions that must be answered in the template blank space provided are:
1. Can the Agency move Reserve funds intra-agency (if the Agency has more than one TCR MAPCODE)? – Has the Agency looked at this option?
2. Explain why the Agency will exceed its Reserve.  – What caused the Agency’s transition to Networx to exceed its initial Reserve amount?
3. How did the Agency arrive at the Increase Amount requested? – Has the Agency received the full amount of the initial Reserve?  Explain how the Agency arrived at the requested amount.

4. If Agency has other MAPCODE Reserve amounts, will those MAPCODEs also require Reserve increase? – Explain if other Agency MAPCODEs are expected to require additional Reserve Increases.
5. Include any other pertinent information. – Present any other facts or issues not addressed above which the Agency feels are pertinent to its request for an increase.

3.3 Example 1:  Agency receives 50% of its Reserve increase.

Agency AA submitted the template shown next in Section 3.3.1.  The Agency initially had $75,000 in its Reserve and has received to-date all but $50 as transition credit reimbursement. The Agency has been tracking its Reserve balance on TIP.  When the Agency realized that it would need an additional $10,000 to complete transition, the Agency TM submitted the request.  
GSA analyzes the request and approves the Agency's request based on the answers provided.  Since the request is not greater than 25% of the initial Reserve, GSA checks the Reserve Increase Pool, which has a balance of $35,000.  GSA authorizes a transfer to the Agency an amount of $5,000 which is 50% of the requested increase.  
If the Agency is a Direct Order/ Direct Billed Agency, GSA works with the Agency to update its Memorandum of Understanding (MOU) to increase the dollar ceiling in the MOU by $10,000.

After Networx transition is complete for all Agencies, GSA will then reimburse Agency AA an additional $5,000 contingent on funds' availability in RIP.  If Agency AA is the third Agency to submit and receive the first increment of reimbursement funds, it will be the third Agency in line to receive the second 50% amount ($5,000).
3.3.1 Example 1 template

AGENCY REQUEST FOR RESERVE INCREASE

Agency name: Agency AA
	TCR MAPCODE
	AA12
	TM Name
	Ms. Agency AA

	Initial Reserve Amount
	$75,000.00
	TM Phone number
	888-123-4567

	Reserve Amount Received
	$74,950.00
	Are all FO Decisions done?

If No, when will they be done (date)?
	Yes           No 

	Reserve Balance
	$50.00
	Are all FTFONs submitted?

If No, when will they be submitted (date)?
	Yes           No

	Additional Claims Eligible 
	
	
	

	Reserve Increase Amount Requested
	$10,000.00
	Expected completion date of transition
	6/30/2009


The Agency justifies its request by addressing the following questions/issues using the space below (not to exceed 2 pages):
1. Can the Agency move Reserve funds intra-agency (if the Agency has more than one TCR MAPCODE)?

2. Explain why the Agency will exceed its Reserve.

3. How did the Agency arrive at the Increase Amount requested?

4. If Agency has other MAPCODE Reserve amounts, will those MAPCODEs also require Reserve increase?

5. Include any other pertinent information.
	1. No.

2. Agency AA has expanded its configuration since FTS2001 which has resulted in the need for additional services and new technology as well.

3. Agency AA estimates transition reimbursement claims of $7,500 have not been reimbursed and that an additional $2,500 is needed to complete transition.  This results in a request for an additional $10,000.

4. Agency AA has one other MAPCODE, but it does not appear that it will need additional funds at this time.

5. Agency AA is on track to complete its transition to Networx within the increase estimate of an additional $10,000.


3.4  Example 2:  Agency Receives Less than 50% of Initial Reserve Increase

This is an example of an Agency that does not receive the full initial increment of 50% when it submits the template due to a lack of funds in the RIP.  The example assumes that this Agency is the fifth Agency to request a Reserve increase.
Agency BB submitted the template as shown in Section 3.4.1.  The Agency initially had $150,000 in its Reserve and has received a total of $125,000 as transition credit reimbursement. The Agency has been tracking its Reserve balance on TIP.  When the Agency realized that it would need an additional $35,000 to complete transition, the Agency TM submitted the request.  
GSA analyzes the request and approves the requested increase based on the answers provided.  Since the request is not greater than 25% of the initial Reserve, GSA checks the Reserve Increase Pool, which has a balance of $12,000.  GSA authorizes a transfer to the Agency of an amount of $12,000, which is $5,500 less than 50% of the approved increase.  Since Agency BB is a centrally billed Agency, the $12,000 amount is credited to Agency BB’s TCR Reserve amount.  

Since this request was the fifth request submitted and approved but the first to receive less than its full initial increment of 50% of the approved increase, GSA tracks the RIP funds amount and keeps Agency BB in the first position to receive any new funds, up to the 50% limit, as RIP is replenished.  
One month later, RIP has a balance of $2,000.  At that time, GSA transfers $2,000 to Agency BB’s TCR Reserve amount.  Again, Agency BB remains in the first position to receive new funds up to the remaining total of $3,500 due.

Three months later, RIP has a balance of $50,000.  At that time, GSA transfers the remaining balance of $3,500 to Agency BB’s TCR Reserve amount.  
After Networx transition is complete for all Agencies, GSA will then reimburse Agency BB an additional $17,500 contingent on funds availability in RIP.  Agency BB retains its fifth position in line to receive the second 50% amount ($17,500) after Networx transition is completed by all Agencies.
3.4.1 Example 2 template
AGENCY REQUEST FOR RESERVE INCREASE

Agency name: Agency BB
	TCR MAPCODE
	BB34
	TM Name
	Mr. Agency BB

	Initial Reserve Amount
	$150,000.00
	TM Phone number
	866-987-6543

	Reserve Amount Received
	$125,000.00
	Are all FO Decisions done?

If No, when will they be done (date)?
	Yes            No 

	Reserve Balance
	$25,000.00
	Are all FTFONs submitted?

If No, when will they be submitted (date)?
	Yes            No

	Additional Claims Eligible 
	
	
	

	Reserve Increase Amount Requested
	$35,000.00
	Expected completion date of transition
	8/30/2009


The Agency will justify its request by addressing the following questions/issues using the space below (not to exceed 2 pages):

1. Can the Agency move Reserve funds intra-agency (if the Agency has more than one TCR MAPCODE)?

2. Explain why the Agency will exceed its Reserve.

3. How did the Agency arrive at the Increase Amount requested?

4. If Agency has other MAPCODE Reserve amounts, will those MAPCODEs also require Reserve increase?

5. Include any other pertinent information.

	1. No.  Each Sub-Agency has indicated that it will fully utilize its Reserve amount.

2. Agency BB’s mission has changed resulting in required re-configuration since FTS2001.  The mission continues to evolve. and we are evaluating new requirements. 

3. Agency BB estimates a need for $30,000 over and above the current Reserve Balance of $25,000.  This is based on our use of the Networx pricer and for charges that have not been reimbursed.  The Agency BB also estimates that an additional $5,000 is needed to complete transition.  This results in a request for an additional $35,000.

4. Agency BB Sub-Agencies have indicated that each will use all of its MAPCODE Reserve amounts.  Thus, the Agency is unable to move funds around to meet this need.
5. Agency BB has fully documented the requirements needs that have resulted in the additional Reserve funds increase.


Appendix A Acronyms and Definitions
1. Acronyms
	Acronym
	Meaning

	DO/DB
	Direct Order/Direct Billed

	FAS
	Federal Acquisition Service

	FIFO
	First In First Out

	FO
	Fair Opportunity

	FTFON
	Final Transition Fair Opportunity Notification

	FTS
	Federal Technology Service

	GSA
	General Services Administration

	IMC
	Interagency Management Council

	MOU
	Memorandum of Understanding

	MRC
	Monthly Recurring Charge

	NRC
	Non-recurring Charge

	PIC
	Primary Interexchange Carrier

	POC
	Point of Contact

	RIP
	Reimbursement Increase Pool

	SOP
	Standard Operating Procedure

	TCR
	Transition Credit Reimbursement

	TIP
	Transition Information Portal

	TM
	Transition Manager


2. Definitions
	Word/Phrase
	Meaning

	AB Code
	Agency Bureau Code is typically the first four digits of the Agency Hierarchy Code, which uniquely defines an Agency Bureau within a Department.

	Direct Order/Direct Billed customer
	An Agency that is directly billed by the Networx contractor for Networx services.  To receive transition credits in this billing scenario, an MOU document is prepared and signed by the Agency and GSA so that the Agency can bill GSA for the amount of reimbursement expenses it is eligible to receive. 

	Exception to Fair Opportunity requirement
	Documentation from an Agency that did not complete its Fair Opportunity decisions by the target date of 9/30/08, requesting an exception to that requirement for the purpose of becoming eligible to receive transition credit reimbursement funds.

	Fair Opportunity Decision
	An Agency’s selection of a contractor for new work, following appropriate reviews of options such as price or proposals.  An Agency may not place orders against Networx contracts until a Fair Opportunity Decision is completed.

	Final Transition Fair Opportunity Notification
	An Agency’s statement to GSA declaring that it has completed all of its FO decisions for that MAPCODE.

	Interagency Management Council
	The Interagency Management Council (IMC) for Federal Telecommunications is a group of senior Federal executives, representing 14 Cabinet-level departments and several other Agencies.  The IMC serves as an advisory body for the development, coordination, and customer-driven oversight of the telecommunications programs of the Federal Government and related activities and organizations.

	MAPCODE
	A four-character AB Code that represents a pool of transition funds for an Agency or Sub-Agency.  Agency Transition Managers mapped each of their Agency’s and Sub-Agency’s hierarchy codes to a MAPCODE for the purposes of tracking transition and administering transition reimbursement.

	Memorandum of Understanding (MOU)
	The document signed by the Agency and GSA that permits a DO/DB Agency to bill GSA using the Intragovernmental Payment and Collections System (IPAC) for transition credit reimbursement.

	TCR Production Run
	A set of automated processes executed each month that (1) examines the Service Order Completion Notices or Automatic Number Identifier (ANI) that incur Primary Interexchange Carrier (PIC) charges for each Agency and (2) determines how much reimbursement a particular MAPCODE is eligible to receive for that month.

	TCR Reserve
	The amount of money that has been allocated to a particular Agency or Sub-Agency for transition credit reimbursement of some transition expenses.  The amount is based on the percentage of FY06 billing revenue for that Agency, and represents the maximum an Agency can receive for reimbursement.  An Agency may submit a request for an increase in its Reserve.

	Transition Credit Reimbursement
	The reimbursement of certain Agency-incurred expenses associated with the transition from FTS2001 to Networx contracts.  

	Transition Information Portal
	A web-based tool to allow GSA and the Agencies to track transition progress based on a variety of metrics.


Appendix B Request for Reserve Increase Template

AGENCY REQUEST FOR RESERVE INCREASE
Agency Name: ____________________
	TCR MAPCODE
	
	TM Name
	

	Initial Reserve Amount
	
	TM Phone number
	

	Reserve Amount Received
	
	Are all FO Decisions done?

If No, when will they be done (date)?
	Yes            No 

	Reserve Balance
	
	Are all FTFONs submitted?

If No, when will they be submitted (date)?
	Yes            No

	Additional Claims Eligible

	
	
	

	Reserve Increase Amount Requested
	
	Expected completion date of transition
	


The Agency will justify its request by addressing the following questions/issues using the space below (not to exceed 2 pages):

1. Can the Agency move Reserve funds intra-agency (if the Agency has more than one TCR MAPCODE)?

2. Explain why the Agency will exceed its Reserve.

3. How did the Agency arrive at the Increase Amount requested?

4. If Agency has other MAPCODE Reserve amounts, will those MAPCODEs also require Reserve increase?

5. Include any other pertinent information.

	1. 

2. 

3. 

4. 

5. 
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