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1. Introduction

1.1 Purpose

This Operational Level Agreement (OLA) defines the roles and responsibilities of the Integrated Financial Management Program Competency Center (IFMP CC) and NASA  Agency Code B (Agency) for Master Data maintenance and Periodic Close processes of IFMP Core Financial business system (SAP).  The OLA documents the services required at the IFMP Competency Center.

1.2 Key Organizations

A list of the organizations involved in management or delivery of services under this agreement has been provided below for clarification:

· Integrated Financial Management Program Competency Center (IFMP CC)

The IFMP CC will serve as a centralized support organization with responsibility for delivering and/or managing the majority of the operational support effort working in concert with the Agency and NASA Centers.  

· IFMP CC Level 3 Change Control Board 

The Level 3 CCB is the Board established to review and either approve or disapprove Change Requests impacting configurable items and SGL Master Data for IFMP applications.  The Level 3 CCB is made up of Agency and Center Business Process Leads.

· NASA Agency Code B

NASA Agency Code B is a customer of IFMP CC but is also dependent on the IFMP CC to fulfill their mission to ensure the integrity of the Agency’s financial reporting.  The IFMP CC requires support and guidance from Code B in ensuring proper interpretation and implementation of external regulations, policy direction, and NASA policy.  In this regard, the IFMP CC and NASA Agency Code B must work together as partners to be successful.

1.3 Periodic Reviews

This document will be reviewed periodically by the IFMP CC and Agency as follows:

	Frequency of review
	Date of first review

	Biannually
	July 2004

	Reviewed by IFMP and Agency
	March 2003


1.4 Reference Documents

Supporting documentation referenced within this OLA:

	Title

	Master Data Maintenance (CC Master Data Maintenance.xls)

	IFMP Competency Center Help Desk Procedures (See http://ipo.ifmp.nasa.gov)

	IFMP Configuration Management Plan (See http://ipo.ifmp.nasa.gov)

	IFMP Core Financial Agency Standard Roles Document

	SGL Communications Document – All Levels   (See OLQR in Standard General Ledger Job Aid section)

	 Pro Forma Transactions Document (See OLQR in Standard General Ledger Job Aid section)

	OLQR Training Materials


2. Process for Maintaining the OLA

This document will be placed under Configuration Management control and changes will be managed in accordance with the IFMP Configuration Management Plan.  

2.1 Responsibility

The IFMP Competency Center Manager is responsible for:
· Collecting suggestions for updates to this OLA 

· Preparing a draft of the revised OLA while highlighting significant changes

· Ensuring that all changes are approved by Agency and IFMP CC 

· Maintaining an archive with current and past versions of this OLA in accordance with the IFMP Configuration Management Plan

2.2 Distribution of the OLA

Access to the current version of this document by the Agency/Center IFMP Steering Committee and other interested parties will be enabled via the Integration Project Office website located at http://ipo.ifmp.nasa.gov.  The Agency/Center Steering Committee will be notified when revisions to the document are completed and posted.

3. master data Support ROLES AND RESPONSIBILITIES

In keeping with the IFMP Business Drivers, the IFMP CC is structured around the One NASA concept, leveraging NASA’s transformation to a centralized business system.  Many elements of Master Data maintenance including definition of pro formas and periodic close processes, that have historically existed at the Agency and Centers, will now be provided by the IFMP CC. 

Table 1 below defines Center, Agency, and IFMP CC roles and responsibilities typically required to successfully support master data maintenance and periodic closing processes. 

Table 1.  Center, Agency, and IFMP CC Roles and Responsibilities

	Provider
	Role
	Responsibilities and Guidelines

	Agency
	Functional Process Owner


	Assists the Centers and IFMP CC by interpreting new functional and regulatory requirements that are applicable to NASA. 

Establish and Communicate Policies for Month and Year-End Close.

Voting Member of Level 2 CCB

Issue Agency External reports.

Provide policy direction and guidance to ensure proper interpretation of regulatory requirements that are applicable to NASA.

Maintains the NASA Financial Management Manual (FMM) components.

	IFMP CC
	Business Process Lead


	Review and approve/disapprove Level 4 Change Requests and prepare Change Requests for Agency specific Master Data elements noted in Table 3 for Level 3 CCB disposition. 

Monitor monthly processing within SAP to ensure timely processing of Closing activities and brief agency on status. 

Close periods in SAP in accordance with direction provided by the Agency DCFO.

Chairs the Level 3 CCB.

Ensures the data integrity and structure of the NASA Design in SAP.

Creates and maintains supporting documentation for Master Data including forms for additions and changes.  This documentation includes implementation specifics related to Agency-defined Pro forma transactions.

	Center
	Business Process Lead
	Review and approve/disapprove all Change Requests for their respective Center prior to submission to the Competency Center for further action.

Coordinates with responsible Center organizations to ensure that the Center completes monthly processing tasks in accordance with guidance from the Agency DCFO.

Works with the Center CFO to request any needed deviations to the monthly closing schedule from the Agency DCFO with a courtesy copy to the IFMP CC.

Represents Center Business Process Owner(s) concerning periodic closing processes

Member of  Level 3 CCB.

	IFMP CC
	Application Functional Support
	Possess detail application and functional knowledge.
Maintain Master Data Forms in the OLQR.

Maintain assigned Master Data Elements based on approved Change Requests.

Maintain Agency-level application configuration data.

Ensure quality assurance & system validation.  

	IFMP CC
	Agency Security Administration

	Maintain Agency role definitions. 
Coordinate security audit support process and support Centers in resolving application security problems.


3.1 IFMP CC Data Maintenance Performance Standards

The IFMP CC will create and maintain appropriate documentation to support creating and changing  master data elements.  Once a Change Request for Master Data Maintenance has been approved by the appropriate Business Process Lead and forwarded to the IFMP CC, the IFMP CC will provide functional impact analysis, perform design, testing and implementation functions with appropriate tables being updated and requestor informed usually within 24 business hours.  Master data changes for configurable items (i.e. release strategies, Purchasing Groups) and SGL Master Data noted in Table 3. will be updated and requestor notified usually within 3 business days due to complexity of impacts and configuration changes including additional master data changes required, i.e. fund/cost center groups, hierarchies, etc..  Normal turn around can be escalated due to business requirements (period end, Emergency Change Request, etc.).

The Competency Center shall be responsible for researching all proposed changes to SGL master data, and creating and maintaining all supporting documentation for master data changes.  SGL Master Data changes will be reviewed and approved/disapproved by the Level 3 CCB.  The entity that proposes the change should attend the Level 3 CCB meeting to explain the purpose of the change.  The supporting documentation for SGL account master data changes includes pro forma transactions that show the proper use of the account for NASA related processes.  Code BF will work with the IFMP CC to provide policy guidance to support the definition and configuration of new and modified pro formas developed by the IFMP CC that are specific to NASA business processes .  The IFMP CC will be responsible for documenting and testing the proposed pro forma configuration within SAP for review and approval of Code BF

3.2 Master Data Maintenance Roles

Table 2 identifies current points of contact and contact numbers per Core Financial role.

Table 2. Center, Agency and IFMP CC Contact List

	CF Role
	Contact Name

	Center Business Process Lead
	MSFC: Lee Harp

GRC: Christine Root

JSC: Carol Harvey

KSC: Sam Lenck

Agency Code BF: MelaJo Kubacki

Agency Code BR: Mary Gaskins

HQ/Budget Execution, Cost Management, Purchasing:  Roger Sachse

HQ/Accounts Payable/Accounts Receivable/SGL: Joanne Sprunk

	Agency Functional Process Owner
	Acting NASA CFO:  Gwendolyn Brown

NASA Comptroller:  Steve Isakowitz

Code BF:  Jack Blair

Code BR:  Richard Beck

	IFMP CC Business Process Lead
	Kathy Shockley/ 256-544-7313

	IFMP CC Manager
	Randall Rivers/ 256-961-9536

	IFMP CC Team Leads


	Undrell Battle (Accounts Payable)/ 256 961-9618
Wanda Broadhead (SGL)/ 256 544-4301
Jane Maples (Procurement)/ 256 544-0344
Wanda Nelson (Cost Management)/ 256 544-7284
Cynthia Smith (Budget Execution)/ 256 544-0849

Rhonda Thomas (Accounts Receivable)/ 256 544-7325


3.3 Master Data Maintenance Responsibilities

SGL master data will be submitted to the IFMP CC Level 3 CCB for review.  Table 3. below defines the Master Data Elements that require Level 3 CCB review and the assigned security role in SAP.  The Center Business Process Lead approval routes the Change Request to the IFMP CC where it is routed to the Level 3 CCB for review and approval/disapproval.  

Table 3. Agency and IFMP CC Master Data Maintenance (Level 3 CCB Approval Required)

	Master Data Element
	SAP Role
	Comments

	
	
	

	Chart of Accounts
	Financial Data Maintainer
	SAP Configuration.  Agency Data Entry Validator  approves all changes

	Fund Master
	Financial Data Maintainer
	

	Application of Funds
	Financial Data Maintainer
	One entry per appropriation

	Commitment Item
	Financial Data Maintainer
	


In addition to the SGL master data, Table 4 below defines the Agency Master Data Elements that will be submitted by Code BR to the IFMP CC for processing in SAP that do not require Level 3 CCB review and approval.  Agency Master Data Elements such as Fund Centers support fund distribution processes utilizing approved coding structures which are currently documented by Code B via “Flash” Agency-wide Code Changes (NASA Form 1328).  As “Flash” changes are approved, Code BF will provide copies of the NASA Form 1328 to the IFMP CC Budget Execution Team Lead so that validation of Center master data requests can be performed.  Master data changes for configurable items noted in Table 4 will be updated and Code BR notified typically within 3 business days.  Exceptions to these normal turn around times can be requested due to unique business requirements (new start-ups, Emergency Change Requests, etc.).

Table 4. Agency and IFMP CC Master Data Maintenance (No Level 3 CCB Approval Required)

	Master Data Element
	SAP Role
	Comments

	
	
	

	Fund Center
	Budget Administrator
	Provide all approved Level 1 , Level 2, and Level 3 fund centers.  In addition, Level 4 fund centers required for subauthorizations.

	Fund Center Classifications
	Budget Administrator
	Current configuration:  Budget Line Item (BLI), Lead Center, Secondary Lead Center, Program, Program Area, COG-Owner, COG-Spender, Program Office, Subauthorization Received

	Fund Center Groups
	Budget Administrator
	

	Functional Area
	Budget Administrator
	Provide up-to-date Congressional Operating Plan (COP) Line Item Numbers by program year

	Functional Area Group
	Budget Administrator
	

	Functional Area Derivation Rule
	Budget Administrator
	Provide funds center, program year, and functional area relationship in order to configure derivation rules


4.  Periodic close roles and responsibilities

The periodic close processes, whether monthly, quarterly, or year-end, are a set of closely related activities.  It is a mixture of reconciliation activities and discrete execution of certain programs at particular points in time.  It is critical that these activities are performed in a timely manner to ensure timely closure of the books to support Agency reporting requirements and continued processing of financial activity at the Centers.  All communications are funneled through the Business Process Leads and Center CFOs or their Designees.  They are responsible to disseminate the requirements to the appropriate Center staff and ensure timely turn around time.  Table 5. identifies the roles involved with period closing and their respective responsibilities. 

Table 5. Period Close Roles and Responsibilities  

	Role
	Responsibility

	Period Closer (IFMP CC)
	MM, FI, CO, FM periods closed and rolled forward

Create/copy/maintain Master Data and supporting documentation

Execute Year-end Close Process

	Financial Information Analyzer
	Analysis, reconciliation, verification, validation of data in SAP

	Journal Entry Processor
	Journal Voucher data entries to Park Status

	Management Information Generator
	SF224 to Treasury

Generate reports

	External Information Generator (Agency)
	Generate External Reports

	Data Entry Validator
	Review and Approval/Disapprove Parked JVs.


4.1 Agency and Center Periodic Close Reconciliation Activities

Agency and Center reconciliation instructions are detailed in the SGL Communication documents noted above in Section 1.4 Reference Documents.  

4.2 Periodic Closing Time Cycles

Code B has issued a directive to the Center CFO’s prescribing dates for the monthly closing of the periods in SAP and subsequent external reporting due dates.  This memorandum (reference Appendix A) includes instructions to the Center CFO’s concerning procedures for requesting deviations from this prescribed schedule.  Code B will approve or disapprove such requests and notify the IFMP Competency Center of their decision.  

Agency Code B will provide the NASA closing policies in preparation for each fiscal year-end to the Centers and the IFMP CC.  This closing policy will provide the closing dates and high level guidelines that are pertinent to NASA’s year-end closings.  The detailed year-end closing steps and process required to effect the closing in SAP will be defined and executed by the IFMP CC each year in accordance with the annual guidance provided by Code B..  
As a general rule, all corrections or adjustments should be processed in the period that is open (current period) regardless of the period in which the originating transaction that caused the error occurred.  All exceptions to the general rule must be submitted in writing to the Agency for review and approval.

The IFMP CC will take an active role in assisting the Agency and Centers in researching and resolving reconciliation issues and posting discrepancies, however the data owners are the Centers and as such the Centers are accountable for the accuracy and integrity of their data. 

APPENDIX A:  Memo - Period Closing Policy
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National Asronauics and -
‘Space Administration

Headquarters.
‘Washingfon, DC 20546-0001 -

February 28, 2003

TO: * Distribution . - \

FROM: ‘B/Deputy Chief Financial Officer for Finaricial Management

SUBJECT: - Period Closin

' Cowazm with the h\umm drivers of IFMP to provide timely, consistent and reliable

infofmation for management iid {0 implement standardized, reengineered busiiess processes _

across functions and systems’

: ughout the Agency, a standard period closing policy has
been déveloped. i

Effective for periods ending after February 2003, all transactional processing in SAP for the
period must be completed beforé 12:00 p.m. (midnight) EST on the 2™ business day of the
following month. Only 1 periodwill be open during the month in 21l SAP modules except
during the first 2 business days of each month during which 2 periods (previous and current)
will be open.

‘The Agency and each Center are résponsible for their data and managing their resources to
meet this schedule. The Cente CFO should report, in an E-mail, all incomplete month end
processiag requirements for the period to the Director Financial Management Division,
'NASA Headquarters no later than ll) 00 a.m. EST on the 3" business day.

‘Exceptions o closing on the 2 business day must be requested, in an E-mail, from the
Center CFO to Agency Chicf Financial Officer (CFO) with a copy to the Director Financial
Managernent Division, NASA Headquarters for approval with a copy to the Core Financial
Project Lead. The Diréétor Financial ‘Management Division, NASA Headquarters; will dssess
‘and approve the re-opening of a closed period.

‘Thie: FACE-F interface from SAP-should be exccuted irmediately after each period is closed
(12:00 p.m. 2 business day) and the file transmitted to Headquarters Code BFB for

‘The processing of corrections or adjustments in SAP:should be in the period that is open
(current period) regardless of the period in which contributing event occurred.. Exceptions to
this rule must be requested by the Center CFO and submitted to the Agency Chief Financial . -





[image: image2.png]Officer (CFO) with a copy to the Director Financial Management Di
Headquarters for review and approval.

Questions concerning these policies should be directed to Jack Blair 202-358-0091.
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