BY ORDER OF THE COMMANDER	IF OPERATING INSTRUCTION 65-602


AIR FORCE RESEARCH LABORATORY	1 October 1998





	Financial Management





	COMMITMENT OF AIR FORCE RESEARCH LABORATORY, INFORMATION


	DIRECTORATE (AFRL/IF) RESOURCES BY BUDGET ESTIMATE AGREEMENT (BEA)








Supersedes:  RLR 80-13, 2 Feb 93	Certified by:  AFRL/IFB (Jack A. Mineo)


OPR:  AFRL/IFB (Verna Weeden)	Pages: 19/Distribution:  F








This instruction implements AFPD 65-6, Budget and AFMCI 65-602, Uniform Reimbursement and Pricing Procedures,  It prescribes responsibilities and procedures for managing and preparing a Budget Estimate Agreement (BEA).  It applies to Information Directorate Support Program and Engineering Service activities.





SUMMARY OF CHANGES


This publication replaces RLR 80-13, 2 Feb 93.  It complements IFOI 61-104, Air Force Research Laboratory, Information Directorate (AFRL/IF) Support and Lead Division Management Program.  It establishes a logical, meaningful, and understandable approach to the preparation of BEAs.  This instruction updates, clarifies, and formalizes previous guidance relating to the preparation of Budget Estimate Agreements (BEAs) including Customer Satisfaction Assessment Reports (CSARs), requirements to prepare BEAs with other AFRL technology directorates and to include the Integrating Technology Thrust Program (ITTP) Code on the Manpower Breakout Sheet, and updates IF organizational symbols and titles. 





1.  INTRODUCTION:  Acceptance of new work and commitment of resources are functions of the Business Management Division.  Commitment of resources either in support of another organization or support requested by IF from another organization (including other AFRL technology directorates)  are formally documented with a Budget Estimate Agreement (BEA) when that support satisfies the conditions listed below or when specifically directed by IF Form 102, AFRL/IF Program Direction.





2.  POLICY:





2.1.  Divisions are precluded from providing support before approval of the BEA by the Director.  Funding received prior to such approval will not be released without an IF approved BEA.





2.2.  The IF Director retains the authority to refuse or reject requests for support.





2.3.  Only efforts satisfying the following criteria are accepted:





2.3.1.  The proposed effort must be within the IF mission, that is, Air Force C3I relevant.





2.3.2.  The proposed effort must require unique IF resources or capabilities not available elsewhere.  IF resources must not be used to offset manpower shortages elsewhere.





2.3.3.  The proposed effort must be commensurate with AFRL/IF and AFMC policy. As a general rule, IF support to other organizations is limited to efforts which are technology intensive and stop short of responsibility for acquisition for direct transition into operational systems.





2.4.  A BEA is normally not necessary when:





2.4.1.  Informal support assistance is given on a quick reaction basis needing no more than five man days of effort and no reimbursement per IFOI 61-105.  





2.4.2.  The Business Management Division has a copy of official program direction on file, that is, an IF Form 102, AFRL/IF Program Direction, and a Program Management Directive (PMD) where IF is the lead directorate for HQ AFMC.





2.5.  A BEA is necessary and is negotiated in all cases for formal support per IFOI 61-104: 





2.5.1.  Formal support is assistance given in response to documented requests, or any effort which needs more than five man days of IF manpower or, in all cases, where reimbursement either from a customer or from IF to a performing agency exists.





2.5.2.  BEAs specifically address turnover to the operating command and transfer of program management responsibility (PMRT) for all efforts in which IF has any contractual responsibility.





2.5.3.  BEAs are reviewed on a fiscal year basis and renegotiated when warranted.  The date of the fiscal review coincides with the BEA budget year period of performance.





2.6.  BEAs are negotiated according to current HQ AFMC policy.  Applicable directives are:





2.6.1.  Support to other organizations:  AFPD 61-1, Management of Science and Technology.





2.6.2.  Support to Air Force T&E organizations: AFI 99-101, Developmental Test and Evaluation; AFI 99-102, Operational Test and Evaluation, AFI 99-109, Test Resource Planning.  





2.6.3.  Reimbursement policy:  AFMCI 65-602, Uniform Reimbursement and Pricing Procedures.





3.  RESPONSIBILITIES:





3.1.  The Business Management Division (IFB):





3.1.1.  Is the IF OPR for policies and procedures about managing RDT&E support BEAs.





3.1.2.  Commits resources  to fulfill responsibilities negotiated and documented in BEAs.





3.1.3.  Designates a lead division for all BEA support efforts under IFOI  61-104.





3.1.4.  Issues guidance to the cognizant division to prepare a BEA. AFMC Form 607, Budget Estimate Agreement, is the prescribed format for BEAs.  AFMC Form 607 is also used when preparing a Statement of Capability (SOC) prescribed for T&E support (see para 2.6.3 above). Attachment 2 gives specific guidance for required data for selected fields on the AFMC Form 607.





3.1.5.  Gives staff assistance to divisions in negotiating work efforts and formulating BEAs.





3.1.6.  Assigns an IF serial number to each BEA before staffing the BEA through the Business Management Division and the Director’s Office.





3.1.7.  Places a hold on New Work funding received pending IF approval of a BEA covering the work to be performed (see para 2.1. above).





3.1.8.  Issues IF Form 102, AFRL/IF Program Direction, to implement completed BEAs signed by organizations involved.





3.1.9.  Forwards a Customer Satisfaction Assessment Report (CSAR) for the previous fiscal year to the organization involved when the BEA is updated, or upon completion of the program.  The CSAR is used to judge our performance in supporting our customers and improve our support in the future.  Upon receipt of the completed CSAR from the organization involved, forwards the CSAR with the rating to the mission division/engineer.  Periodically forwards CSARs to the IF Director for information.  





3.1.10.  Keeps a master file of completed BEAs.





3.2.  Mission Divisions:





3.2.1.  Send requests for services requiring a BEA to the Business Management Division for staffing.





3.2.1.1.  Give the Business Management Division a complete assessment of the impact of the requested effort. As a minimum, include dollar and manpower estimates, programs impacted if work is accepted, and necessary facility commitment.  Include comments on acceptance or rejection of program.





3.2.1.2.  Begin negotiations with the requester when a support effort has been accepted and prepare a BEA.  When negotiations are completed and both IF and the requester agree, prepare a BEA.  Guidance for preparing the BEA is in Attachments 1-6.





3.2.1.3.  Prepare  for IFB coordination and the Director’s signature, formal rejection of any request for support.





3.2.2.  If reimbursement, as shown on the AFMC Form 607 is recommended to be waived, include on the Staff Summary Sheet a strong justification and a statement of what is to be gained by the AF and IF.  These efforts will be reviewed or approved by the Director on a case-by-case basis consistent with prudent business practices.  As steady downtrends in our leveraged funding is making it difficult to absorb losses in labor reimbursement, we can no longer perform work without money.





3.2.3.  Ask the Business Management Division for guidance when problems arise or address any questions or requests for additional information about reimbursement policy or financial concerns to the Financial Management Division, Budget Office.





3.2.4.  Update current and outyear fiscal years (when applicable) in the Investment Strategy database, when IF is the performing activity, to reflect data documented in the BEA, i.e. customer, TAP, dollars, manpower.  This should be accomplished after each BEA is initiated or updated.





3.2.5.  Follow-up on unsigned BEAs.  Contact IFB to check whether signed BEAs have been returned.  If not, contact the organizations involved to obtain signed copies of BEAs.  Forward signed BEAs to IFB for issuance of IF Form 102 (see para 3.1.8 above.)  This action is necessary for AF Audit purposes.





3.2.5.1.  Begin work on the effort upon receipt of IF Form 102 which transmits the signed BEA or upon receipt of signed BEA.





3.2.6.  Upon receipt of a Customer Satisfaction Assessment Report (CSAR) from a customer  with a dissatisfied rating, forwards an explanation of the reason for the rating to the Business Management Division for staffing to the Director.





3.2.7.  Perform quality control functions to ensure BEAs are prepared accurately, and supporting division’s coordination is obtained.


3.2.8  Amends reimbursable orders with the customer when the cost of performance or schedule slippage indicates the need to decrease or increase the funding amount or extend the performance period.   Documents requests in the case files, either as Notes for the Record and/or official correspondence.





3.3.  The Financial Management Division (IFF):





3.3.1  Coordinates on all BEAs for reasonableness and calculation of labor dollars.





3.3.2.  Issues guidance on reimbursement policy and interprets guidance in relationship to customer.





3.3.3.  Annually analyzes and publishes IF reimbursement rates for various customer groups in accordance with directives.





3.3.4.  Responsible for management information systems to track resource data.





4.  Forms prescribed. AFMC Form 607, Budget Estimate Agreement; RRS Form 2917, DARPA Planning Document (DPD); IF Form 102, AFRL/IF Program Direction.





5.  Forms implemented.  AF Form 1768, Staff Summary Sheet;  IF Form 102, RRS Program Direction;  RRS Form 2917, DARPA Planning Document (DPD).











	RAYMOND P. URTZ


	Director, Information Directorate








Attachments:


1.  General Instructions for Preparing BEAs


2.  Required Data for Selected Fields on AFMC Form 607


3.  Instructions for Preparing BEA Continuation Sheets 


4.  Sample Manpower Breakout Sheet


5.  Instructions for New Work/Major Changes


6.  Instructions for Yearly Updates or Minor Changes














�
ATTACHMENT 1


GENERAL INSTRUCTIONS FOR PREPARATION OF BUDGET ESTIMATE AGREEMENTS (BEAs)





A1.1.  New BEAs and annual renewals or amendments that change IF task responsibilities (major changes), are prepared for the Director’s approval, and the Business Management Division’s signature and are assembled into a package which includes the Staff Summary Sheet, letter of transmittal for IFB signature with an envelope for mailing, proposed BEA, and a manpower breakout sheet (See Attachments 4 and 5 for specific instructions).





A1.2.  Annual BEA renewals and within-year amendments that do not change tasking (minor changes), do not require the Director’s approval, and are prepared for the Business Management Division’s signature, are assembled into a package which includes a letter of transmittal with an envelope for mailing, the proposed BEA, and a manpower breakout sheet for internal IF use.  A Staff Summary Sheet is NOT required.  The file copy, which IFB keeps, must show the mandatory coordination from any participating IF divisions before forwarding the BEA to IFB. (See para A1.6 if the BEA is with DARPA;  see Attachments 4 and 6 for specific instructions).





A1.3.  If the support will extend into the next FY, provide a planning AFMC Form 607 with the following statement in Block 2, “For Planning Purposes Only.”   Complete blocks 1, 3, and 4.  The BEA needs to be updated to finalize the requirements at the beginning of the next FY.  If the next FY requirements are indefinite, include a paragraph on the Staff Summary Sheet for new work/major change BEAs, or a Note for Record on the coordination copy of annual renewals/minor amendments, that the following FY requirements are indefinite at this time.





A1.4.  If the support will be completed within the current FY, include a note in the staff summary sheet for New Work BEAs or a Note for Record on the coordination copy of the letter of transmittal for annual renewals/minor amendments, stating that no support is anticipated for the next FY.  Include an AFMC Form 607 for the next FY showing zeros in Blocks 3 and 4, and show zeros for the next FY on the manpower breakout sheet.  





A1.5.  If the BEA is with ESC, address it to your System Program Office (SPO) at ESC, and provide a courtesy copy for ESC/XRR.  See mandatory paragraphs A3.3A.9 and A3.3.B.2(j) to be included in ESC BEAs. 





A1.6.  If the BEA is with DARPA:  Each mission division assumes the responsibility for developing a new BEA with its respective technical office/customer at DARPA.  If possible, each division consolidates multiple DARPA tasks sponsored by single DARPA technical offices into a single BEA.  If during the FY additional DARPA work is identified (new tasks), a major change amendment to the basic BEA is required to include the new tasking.  


�
ATTACHMENT 2





REQUIRED DATA FOR SELECTED FIELDS ON AFMC FORM 607 (BEA)





A2.1.  This attachment prescribes a standard format for BEAs prepared by IF.  BEAs prepared in a different format by another agency and sent to IF for signature are generally acceptable if they contain the essential information necessary to program resources and determine responsibilities. The Business Management Division determines acceptability of BEAs prepared by another agency.





A.2.2.  This prescribed format shows an example when IF is the performing activity.  When IF is the ordering activity, the roles and responsibilities described should  be appropriately reversed.





A.2.3.  FORMAT:


 (EXAMPLE)





	TO	(Ordering Activity):			       FROM	(Performing Activity):


		ESC/AWO						AFRL/(Program Office)


 		Complete Street Address				Complete Street Address


 		Hanscom AFB MA 01731-xxxx			Rome NY 13441-xxxx





A2.3.1. SECTION 1, IDENTIFICATION OF ORDERING ACTIVITY PROGRAM THAT WILL REIMBURSE PERFORMING ACTIVITY.





BLOCK 1A -  Program Element Number.  Insert the program element number applicable to the customer’s funds. If a funding document has been received, the Program Element Code (PEC) can usually be pulled from the funding citation.  If there is no PEC identified on the funding document note provided by IFFD, or funds are anticipated but the funding document has not been received, contact the organization you are supporting and attempt to obtain it.   If you cannot obtain it, enter “TBD” (to be determined).  Preferably there will be only one program element number in this field.  If it is necessary to have more than one PE number, however, show the breakout of man-years and funds applicable to each program element in blocks 3 and 4 of the BEA.





BLOCK 1B - Program Element Title.   Insert the appropriate Program Element Title. If not known, contact the organization you are supporting and attempt to obtain it. If you cannot obtain it, enter “TBD” (to be determined).





BLOCK 1C - Program/Project Number.	Insert the appropriate project number (four digits).  Preferably there will be only one project for a program element. If not known, contact the organization you are supporting and attempt to obtain it. If you cannot obtain it, work with your administrator to establish a project number.  If there is more than one project, show the breakout of man-years and funds applicable to each project in blocks 3 and 4 of the BEA.








BLOCK 1D - Program/Project Title.   Self-explanatory.





NOTE:  For engineering services performed in support of non-AFMC government agencies, contact the Business Management Division/IFB, x4423 for assignment of program element and project numbers per IFOI 61-104. 





A2.3.2.  SECTION 2, DESCRIPTION.





A2.3.2.1.   MANDATORY FINANCIAL PARAGRAPHS FOR BEAS:





A2.3.2.2.  When IF is the PERFORMING activity, use the following standard MANDATORY paragraph:





This BEA is not a financial document for obligation of any estimated dollar amounts mentioned herein.  AFRL/IF bills actual support costs monthly based on costs accrued in the Job Order Cost Accounting System (JOCAS) against the funding document.  Funding documents must specify:





	a.  Project Number:


	b  Program Element Number:


	c.  AFRL/IF Project Manager:  (Name/Office Symbol/Phone No.)


	d.  AFRL/IF BEA Number:





(NOTE:  Items a-c above are filled in by the project engineer.  If the BEA is an update of an existing agreement, please insert the updated BEA number in Item d (example 98-999 would be 99-999 for FY99).  Contact IFB  x4423 for a BEA number for all New Work BEAs.





A2.3.2.3.  When IF is the ORDERING activity, use the following standard MANDATORY paragraph:





This BEA is not a financial document for obligation of any estimated dollar amounts mentioned herein.  Bill actual support costs on the basis of actual expenditure against the funding document.  Billings should specify:





	a.  Project Number:


	b.  Program Element Number:


	c.  AFRL/IF Project Manager: (Name/Office Symbol/Phone No.)


	d.  AFRL/IF BEA Number: 





(NOTE: Items a-c above are filled in by the project engineer.  If the BEA is an update of an existing agreement, please insert the updated BEA number in Item d (example 98-999 would be 99-999 for FY99).  Contact IFB x4423 for a BEA number for all New Work BEAs.








A2.3.3.	  SECTIONS 3 and 4





Section 3 should reflect the total cost to perform the work described by the BEA.  If joint funding is involved, add a section to the body of the BEA showing the funding breakout by agency and fiscal year.  Block 4 should reflect the level of reimbursement funding to be provided (see para 3.2.2, this publication).  Please contact the Financial Management Division, Budget Office, if you have any reimbursement questions.





	A.  Direct Labor - Military:





	Block 3A - Show the military labor costs and man-years (man-years in parenthesis) to be incurred in support of customer identified in block 1, regardless of whether or not reimbursements are to be collected.








	Block 4A - Show the portion of block to be borne by the customer on a reimbursable basis.





	B.  Direct Labor - Civilian: 





	Block 3B - Show the civilian costs and man-years (man-years in parenthesis) to be incurred in support of customer identified in block 1, regardless of whether or not reimbursements are to be collected.





	Block 4B - Show the portion of block 3 to be borne by the customer on a reimbursable basis.





	C.  Other Direct Costs - Specify whether travel, supplies and equipment, printing, etc.





	Block 3C - Show the total of all direct costs, other than labor, to be incurred in support of the customer, regardless of whether or not reimbursements are to be collected.  If specific dollars against each category of expense are required, show this breakout on a continuation sheet or attachment.  Do not include contractual dollars on this line.





	Block 4C - Show the portion of block 3 to be borne by the customer on a reimbursable basis.





	D.  Indirect or Overhead - Military:





	Block 3D - Show the total indirect or overhead military costs incurred in support of the customer.  Compute the dollar amount by combining the direct civilian and military labor man-years shown in block 3 and multiplying by the current workyear rate for your cost center.  Do not enter any military man-year on this line.





	Block 4D - When customer is non-DOD, entry will be the same as block 3.  For all other customers, the entry will not apply.





	E.  Indirect or Overhead - Nonmilitary:





	Block 3E - Show the total indirect or overhead nonmilitary costs incurred in support of the customer.  Compute the dollar amount by combining the direct civilian and military labor man-years shown in block 3 and multiplying the total by the current overhead rate for the IF Directorate.





	Block 4E - Show the portion of block 3 to be borne by the customer on a reimbursable basis.  Such reimbursable charges will apply to non-AF, other DOD, and non-DOD customers.





NOTE:  The overhead calculation reimbursement rate for BEAs with AFRL for S&T program element codes with a BPAC of 63XXXX and our AFRL/IF 6.1, 6.2 and 6.3 PECs (61102F, 62204F, 62702F, 63253F, 63726F, 63728F, and 63789F) is approximately 20% above the Direct/Indirect rate.





	F.  User Charges (AFMCI 65-602):





	Block 3F - Show contractual dollars to be provided by the customer for this effort. (If contractual dollars are to be provided, add the word “contracts” in block F immediately under user charges.)








	Block 4F - Show the same amount as block 3F.





	TOTAL. 





	Block 3F - Show total dollars to be provided by the customer for this effort.





	Block 4F - Show total dollars to be provided by the customer for this effort.





A2.4. - SIGNATURE BLOCKS 





Leave signature blocks blank; they will be added when the BEA is signed.





NOTE:  Use a continuation sheet to cover additional budget years.  (See Atch 1, paras A.1.3., A.1.4.) 


�
E X A M P L E 





AFMC FORM 607








	TO	(Ordering Activity):			       FROM	(Performing Activity):


		ESC/AWO						AFRL/(Program Office)


		Complete Street Address				Complete Street Address


		Hanscom AFB MA 01731-xxxx			Rome NY 13441-xxxx





1A.	PE Number:  27438F			1B.	PE Title:	Theater Battle Management


									Core Systems





1C.	Program/Project Number:  4287	1D.	Program/Project Title:  Contingency


							Tactical Air Control System Automated 								Planning System.





2.	This BEA is not a financial document for obligation of any estimated dollar amounts mentioned herein.  AFRL/IF bills actual support costs monthly based on costs accrued in the Job Order Cost Accounting System (JOCAS) against the funding document.  Funding documents must specify:


 


	a.  Project Number:		1234


	b.  Program Element Number: 	12345F


	c   AFRL/IF Project Manager:	John E. Smith, AFRL/XXXX, DSN 587-1234


	d.  AFRL/IF BEA Number:	99-XXXX





Continued on next page. 





3.	(Example 99)							4.	(Example 99)





$	 (	MYs)		A.  Direct Labor - Military		$	 0


$	 (	MYs)		B.  Direct Labor - Civilian		$	 (	MYs)


 


				C.  Other Direct Costs 


					(specify travel, printing, 


					supplies & equipment, etc.)


				D.  Indirect/Overhead - Military


Indirect/Overhead - NonMilitary


User charges (specify contracts)





$	TOTAL	$							$	TOTAL	$


EXAMPLE





AFMC FORM 607


�
ATTACHMENT 3





INSTRUCTIONS FOR BEA WRITEUP CONTINUATION SHEETS





This attachment prescribes a standard format for BEA continuation pages prepared by IF.  As far as practicable, limit the BEA continuation to no more than two pages.   





A3.1.  PURPOSE:  State the scope of the BEA, for example, “This BEA defines the relationship between the ______ Program Office and Air Force Research Laboratory (AFRL/IF), in support of the ______ program.”





A3.2.  DESCRIPTION OF EFFORT:  Describe generally, the job to be done and what the intended result will be.





A3.2.1.  Fully describe all applicable functions of other participants such as MITRE, Lincoln Lab, other AFMC Directorates, etc. and their management relationship to the IF effort.





A3.3.  SPECIFIC RESPONSIBILITIES:





	A.  Program or Project Office:  Describe the responsibilities and tasks which the program or project office has to do to permit IF to do its job.  Be specific but brief.  Examples are:





		1.  Provides overall program management.





		2.  Provides notification of meetings where IF attendance is required. 





		3.  Considers impact assessment from IF before issuing implementing instructions on these actions.





		4.  Provides all contractual data items and other technical data deemed necessary so that IF may perform its support functions.





		5.  Includes a statement in the contract or gives other formal notification to the contractor that IF is an active member of the program engineering team.  A copy of such notification is given to AFRL/IF.





		6.  Appoints a specific individual and alternate as primary point of contact with the AFRL/IF lead system engineer (keep names, symbols, and telephone numbers current).





		7.  Provides reimbursement for labor and direct/indirect support per AFMCI 65-602.





		8.  Recognizes AFRL/IF’s technical contributions to the (title in Block 1D, AFMC Form 607) program in news releases, technical papers, briefings or correspondence when referring to the (same title) development.  Sends a copy of any releases to the AFRL/IF technical contact. (This is a MANDATORY paragraph when IF is the performing activity.)





		9.  When major technical issues arise on an ESC program, MITRE will suggest that the  SPO  invite  AFRL/IF’s participation.  (This is a MANDATORY paragraph for ESC BEAs.)





	B.  AFRL/IF:  Specifically describe IF technical and engineering responsibilities in terms of the technical disciplines required and degree of authority delegated to do  those  responsibilities.  Examples are:


�
		1.  Designate a lead system engineer.





		2.  Define the tasks:





	(a)	Participation in preliminary requirements definition.





	(b)	Manage the acquisition process from inception to contract completion.





	(c)	Participation in technical interchange meetings and monitoring of contract.





	(d)	Technical or status reports submitted when requested and a System Design Plan and Final Technical report to be provided.





	(e)	Monitor contractor’s technical progress on system or subsystem design, fabrication, and integration of the program and provide the program office with monthly formal assessment reports.





	(f)	Provide requirements and background, as necessary, for the development of Statement of Work.





	(g)	As agent for the Ordering Activity, IF is responsible for planning, managing, contracting, budgeting and coordinating the program activities.





	(h)	Provide results at conclusion of data analysis.





	(i)	Provide recommendations for future efforts.





	(j)	When AFRL/IF has a technology discussion with an ESC SPO, AFRL/IF will invite MITRE participation if the SPO agrees.  (This is a MANDATORY paragraph for BEAs with ESC.)





A.3.4.	POINTS OF CONTACT.  Primary points of contact within the respective organizations:





Program/Project Office	Primary		Maj Burgess (ESC/AVD)


 							Complete Street Address


							Hanscom AFB MA 01731-xxxx


							DSN 478-xxxx


							FAX:  (suggested; not mandatory)


							E-Mail : (suggested; not mandatory)





Alternate						Capt Camp (ESC/AVD)


							Complete Street Address


							Hanscom AFB MA 01731-xxxx


							DSN 478-xxxx


							FAX:  (suggested; not mandatory)


							E-Mail : (suggested; not mandatory)





AFRL/IF Lead Engineer				Mr.  John E.  Smith (AFRL/IF__)


							Complete Street Address


							Rome NY 13441-xxxx


							DSN 587-xxxx


							FAX:  (suggested; not mandatory)


							E-Mail : (suggested; not mandatory)





AFRL/IF Business Management Division		Mrs. Verna Weeden (AFRL/IFB)


							26 Electronic Parkway


							Rome NY 13441-4514


							DSN 587-4423


							FAX:  DSN 587-3022





AFRL/IF Comptroller					Mrs. Jean Iselo (AFRL/IFF)


							26 Electronic Parkway


							Rome NY 13441-4514


							DSN 587-3507





A.3.5.	TERMS OF AGREEMENT:  This BEA will be effective for FY_ , and will be reviewed and updated on an annual fiscal year basis or as required, whichever is first.  Both parties will keep this agreement current and revise it as necessary.  It remains in effect until superseded or canceled by mutual agreement of both parties, or upon completion or termination, whichever occurs first. 


�
ATTACHMENT 4





SAMPLE  MANPOWER BREAKOUT SHEET








	DATE:








IF MANPOWER BREAKOUT (FOR INTERNAL  USE ONLY)





AFRL/IF BEA NO.








PACIFIC RADAR BARRIER (PACBAR)		PROJECT 2300


	(Title)						(Program/Project Number)








Technology Area Plan (TAP) Code (Enabling Technology Areas): ___________


(List located in Web EIS, Planning Category, All Track-Help Table, TAP Master Table)





Integrating Technology Thrust Program (ITTP) Code (when applicable): ____________


(List located in Web EIS, Planning Category, All Track-Help Table, ITTP Code Master Table)








			(Current FY or			(Current FY		(Current FY


			First Year of Support)		Plus 1)			Plus 2)


Division		FY-				FY-			FY-





IFE			1.8 Civ (0.5 Mil)					





IFG			0.5				





IFS			1.0				





IFT			2.0 Civ (0.8 Mil)		


			_____				





	Total		5.3 Civ (1.3 Mil)		





NOTE:  A manpower breakout is not required when IF is the Ordering Activity.








SAMPLE MANPOWER BREAKOUT SHEET





�



ATTACHMENT 5





INSTRUCTIONS FOR PREPARING





NEW WORK BEAs OR AMENDMENTS WITH MAJOR CHANGES





A5.1.  AF Form 1768, Staff Summary Sheet  (IFB keeps original in BEA files).





A5.1.1.  Routing/Coordination:





		TO			ACTION





		Participating


		Divisions		Coord


		IFF			Coord


		IFB			Coord


		IF-XA			Log


		IF-X			Review


		IF			Approve


		IFB			Sign/Mail





A5.1.2.  Summary:





	a.  MUST contain a complete description of the effort, be a stand-alone document, and be prepared in an active voice.





	b.  IF Performing Work for Non-AFMC Organizations.  Include a paragraph stating what the Air Force and IF have to gain by performing the work for non-AFMC organizations.  Show specific relevance to AF requirements.





	c.  When IF is Ordering Support from another organization,  specify what type of funds are being forwarded by IF; for example, PE 62702F/Project 4506, 3600 funds, in a separate paragraph.





A5.2.  Letter of Transmittal:





	a.  FROM	AFRL/IFB


			26 Electronic Pkwy


			Rome NY 13441-4514





	b.  Must be prepared in an active voice.





	c.  When IF is the Performing Activity:





		(1)  In your first paragraph, specify the type of funding document requested from an agency.  (Any questions about types of incoming funding documents should be addressed to the Financial Management Division, Cost and Management Office.)





			(a)  An example of a recommended first paragraph with an AF activity is: “I have attached a Budget Estimate Agreement (BEA) providing the details of a proposed agreement between Air Force Research Laboratory, Information Directorate (AFRL/IF) and (fill in).  You should forward a Project Order, AF Form 185, in the amount of $  (fill in), and a Procurement Directive, AF Form 830, in the amount of $  (fill in), to AFRL/IFFD, 26 Electronic Pkwy, Rome NY l3441-4514.”





			(b)  An example of a recommended  first paragraph with a non-AF activity is the same as above, except the last sentence would be:   “You should forward a Military Interdepartmental Purchase Request (DD Form 448) for the amount of $  (fill in) to AFRL/IFKPB, 26 Electronic Pkwy, Rome NY l3441-4514.”





		(2)  If the funding document or MIPR has been received in IF, so state and identify it.





		(3)  Mandatory last paragraph: “AFRL/IF will start our efforts upon receipt of the signed BEA and the (specify type(s) of funding documents).  Please return one signed copy to us and make appropriate  distribution  within your organization. We would appreciate your response within 30 days.”





	d.  When IF is the Ordering Activity, you should delete references to incoming funding documents/MIPRs in the first paragraph and delete the first sentence in paragraph 2, “Air Force Research Laboratory, Information Directorate (AFRL/IF) will start our efforts upon receipt of the signed BEA and the funding documents.”





	e.  Required to use authority line, FOR THE DIRECTOR.





	f.  Provide mailing envelopes.





A5.3.  Manpower Breakout/TAP Identification Sheet.  See sample at Attachment 4.  (Not required when IF is the Ordering Activity.)





A5.4.  Distribution - provide correct number of copies for distribution to:  IFB and any participating divisions (IFF and IF-XA do NOT need copies), and any copies required by the lead division.





A5.5.  Sample AFMC Form 607.  See Attachment 2.


�
ATTACHMENT 6





INSTRUCTIONS FOR PREPARING





YEARLY UPDATES OR AMENDMENTS WITH MINOR CHANGES





A6.1.  Staff Summary Sheet - not needed.





A6.2.  Letter of Transmittal - follow same guidance as new work BEAs or amendment with major changes (see Attachment 5).





A6.3.  Manpower Breakout/TAP Identification Sheet - follow same guidance as new work BEAs or amendments with major changes (see Attachment 5).





A6.4.  Coordination - Indicate on a copy of the letter of transmittal.  IFB keeps coordination copy in BEA files and returns a copy of the coordination pages to project engineer.





A6.4.1.  The lead division’s two letter coordination is mandatory.  Any participating division’s coordination are mandatory and must be obtained before forwarding the BEA to IFF and IFB.





A6.5.  AFMC Form 607 - follow same guidance as Attachment 2, Required Data for Selected Fields on AFMC Form 607 and include a statement after the financial paragraph, “This BEA is an annual update (or minor change) to the basic agreement which remains unchanged except for …”. (Exception:  DARPA BEA updates, see para A6.7. below). 





A6.6.  Specific Responsibilities - must be reviewed annually.  A Note for Record on file copy must indicate that they are still valid or are changed.  They can be left unchanged for up to three years, but must be updated the fourth year.





A6.7.  If the BEA is with DARPA: 





A6.7.1.  Mission Division (MD) engineers contact their POCs to coordinate IF support, and in September of each fiscal year, forward a RRS Form 2917, DARPA Planning Document (DPD) for each active BEA.  The DPD addresses the required manpower and reimbursable/contractual resources necessary to accomplish the task.  Each MD continues to consolidate multiple tasks sponsored by a single DARPA technical office into a single DPD.





A6.7.2.  The DPD is signed by the Mission Division Chief and the divisions obtain coordination from any supporting divisions and IFF.  After the signature and coordination is complete, the DPD is forwarded to IFB for signature.  IFB forwards copies of the signed DPD to the lead division and any supporting divisions and retains the original with the basic BEA on file.





A6.7.3.  IF approval of the basic BEA (IAW current BEA procedures), IFB signature on the DPD, and DARPA’s signature on the ARPA Orders constitute a signed agreement.  The DPD is not forwarded to DARPA for signature.  





A6.7.4.  If during the fiscal year, additional DARPA work is identified, or the specific responsibilities change considerably from the basic agreement, for example, addition or cancellation/completion of tasks/efforts, the basic BEA is updated to reflect the major change in tasking, and IF approval is obtained IAW current BEA procedures.   It is to your advantage to forecast in your basic BEA as many outyears as you can to preclude having to prepare major change BEAs (see Attachment 5). 





A6.8.  Distribution - follow same guidance as New Work BEAs or amendments with major changes (see Attachment 5, para A5.4). 
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