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DATE: May 20, 1996

ISSUING OFFICE:  OAM, SAB

ORS FEDERAL INFORMATION PROCESSING (FIP) CLEARANCE PROCEDURES


TOPIC:

ORS Federal Information Processing (FIP) Clearance Procedurestc \l2 "ORS Federal Information Processing (FIP) Clearance Procedures
PURPOSE:

To expedite FIP clearances and to outline the required procedures and documents.
REFERENCE:
(
41 CFR 201, Federal Information Resource Management Regulation (FIRMR)

(
NIH Manual 1130, General Administration #17A, Acquisition of FIP Resources

(
NIH Manual 26201-23-1, FIP Acquisition - Administrative Procedures for Exercising FIP Clearance Authority
POLICY:

All FIP requisitions require clearances regardless of cost except FIP supplies (e.g., printer cartridges, diskettes etc.), and FIP subscription renewals (e.g., CD ROM data sheets, CD ROM personnel files, etc.).
DEFINITION:
FIP resources refer to any equipment or interconnected system or subsystems of equipment that is used in the automatic acquisition, storage, manipulation, management, movement, control, display, switching, interchange, transmission, or reception of data or information by a Federal agency, or under a contract with a Federal agency.  Some examples are:

(
Computers

(
Ancillary equipment (e.g., printers, scanners, etc.)

(
Software, firmware, and similar programs

(
Services, including support services 

(
Related resources as defined by regulations

issued by the Administrator for General Services. 
PROCEDURES:


A.
For FIP orders greater than $500,000 contact the Systems Analysis Branch (SAB), OAM, ORS to obtain guidance.

B.
For all other FIP orders requiring clearance, the requesting official should include in their FIP clearance package:

1.
Completed Requisition Worksheet, (Form NIH 1861-9, except for DES.  In DES use form NIH 1590).

2.
Completed ORS FIP Justification Checklist (See Attachment 1 - contact SAB to receive an electronic copy). 

3.
Competition and cost estimate documents for orders greater than $2,500. 

4.
Statement of work for contracts.

5.
Completed justification for other than full and open competition (JOFOC) if the order is sole source. 

a.
For orders greater than $25,000 use Attachment 2.  

b.
For orders less than or equal to $25,000, include a short narrative explaining why only this vendor(s products fill the requirements.  
C.
The requestor should follow his/her Division(s procedures in sending all documents through the Administrative Officer (if necessary) to the Acquisition Management Staff, (AMS), OAM, or if it is a DES order, to the DES Purchasing Unit. 
D.
For orders under $2,500.01:

1.
All DES orders will be reviewed by the DES Purchasing Unit, sent to the DES Chief Administrative Officer for clearance, and returned to the Purchasing Unit for entry.

2.
All other orders will be reviewed by the AMS, ORS, sent to the Administrative Officer, OAM, ORS, for clearance, and returned to the AMS.

E.
For orders from $2,500.01 to $500,000:


1.
These orders should be sent to the Chief, SAB, OAM, ORS for clearance.  (See Attachment 3 for a sample justification). 

.  

2.
The Chief, SAB will send a copy of all DES orders to the DES Purchasing Unit and forward the original to the Office of Procurement Management (OPM), NIH. 

3.
The Chief, SAB will return all other orders to the AMS, ORS for processing. The AMS will send all required documents to the OPM, NIH.

F.
The Chief, SAB will keep a monthly log of all cleared FIP orders greater than $2,500  in the SAB files for audit purposes.

Contact:
The SAB is in Building 31, Room 4B30 or call 496-1004 or fax 402-0691.

All previous ORS policies inconsistent with the provisions of this ORS policy are superseded.

