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Associate Administrator






The budget planning process for FY 2017 is about to begin.  We will use the Annual Resource Management Plan (ARMP) as the foundation for the management of ARS fiscal, human, and physical resources and the Strategic Resource Management Planning (SRMP) sessions as a mechanism to address and meet Agency challenges.  As a continuation of the ARMP Lean Six Sigma (LSS) Process Improvement completed in 2012, each year we continue to review the ARMP system and guidance to streamline processes whenever possible.  A few minor changes have been incorporated this year.  As in the past, please read ALL instructions carefully and provide us feedback to continue to enhance and streamline the process while continuing to meet Agency needs.  
ARMP Guidance

The attached detailed ARMP planning guidance is divided into two sections.  Section A provides the general SRMP guidance and pertains specifically to the Area Directors and the Director of the National Agricultural Library (NAL).  Section B provides other general ARMP guidance required by the Areas, NAL, and Locations.   
The FY 2017 ARMP will be based on the FY 2016 enacted funding level including the FY 2016 program increases reflected in the Program Direction and Resource Allocation Memos (PDRAMs).  The proposed program funding increases or decreases identified in the FY 2017 President’s budget are not included in the FY 2017 ARMP process.
Please note that the Financial Management and Agreements Division (FMAD) will no longer prepare hard copy Briefing books.  Notebooks will be available for printing, as needed, directly from the SharePoint site:

https://e.arsnet.usda.gov/sites/ONP/SRMPSessions/SitePages/default.aspx
Please direct any questions you have or need for supplemental guidance to Robert Magill, CFO, Financial Management and Agreements Division, on 301-504-1257. 
Attachments:  Sections A and B

Enclosures (9)

cc:

Administrator’s Council
L. Baldus, AFM

AFM Division Directors

AFM BSC Directors

AFM BSC Budget, Travel & Agreements Branch Chiefs
J. Stetka, ONP


SECTION A.  AD/NAL DIRECTOR GUIDANCE

FY 2017 ARMP and SRMP SCHEDULE
ARMP system opens for 2017 




April 1

ARIS Opens for FY 2017 Fund Transfers



Early May

BPMS Issues Preliminary CRIS Allocations        


June 20 (week of)

Last Day Approved CRIS Changes Accepted         


July 22
  for Final CRIS Allocation

BPMS Issues Final CRIS Allocations              


August 8 (week of)

Area/NAL/PM/AFM ARMP Submissions due to FMAD
August 22
State of the Area/NAL, Issue Papers and Multi-Year Analysis
October 21
SRMP Sessions with the Administrator 

November/December        
Strategic Resource Management Planning (SRMP)
This year as we examine Research Units throughout the Agency in the upcoming SRMP discussions, we will again focus on long term financial strategies to optimize research capacity.  The SRMP process will provide a forum to continue these discussions with Agency Administrators.  SRMP sessions will be scheduled for the November - December 2016 timeframe; additional information will follow.

In preparation for SRMP discussions, Area Offices will need to prepare the following documents:

· Multi-Year Analyses (MYA) for FY2017-2019.  The MYAs will be used as the basis of our SRMP financial discussions.  Information on total dollars per SY, indirect research costs, incoming soft funds, and specific cooperative agreements/extramural agreements, will continue to be included in the MYA summary for each Area.  (Enclosure 1)
· State of the Area.  Use attached guidance (Enclosure 2) to prepare your State of the Area document.  Area data will be summarized into a ‘State of the Agency’ report.  Note:  The MU Talking Points will be used for collection of data to incorporate into the State of the Area.
· Issue/Resolution Papers.  The issue/resolution papers are expected to provide the framework for the development of a Program Adjustment Decision Item (PADI). For issue/resolution papers, please identify the issue and propose options for resolving the issue within the Location/Area/Agency. 

To facilitate sharing of SRMP documents between the Areas and Headquarters, we will continue to use the SharePoint site.  See Enclosure 3 for a preview of the site.  As stated in the ARMP Schedule above, please upload your final SRMP documents to your Area folder on this site by October 21, 2016: 
https://e.arsnet.usda.gov/sites/ONP/SRMPSessions/SitePages/default.aspx
ARMP Guidance
1)  Proposed abolishment of scientific (SY) positions:  As FY 2017 ARMPs are developed and reviewed, please consolidate the Area’s proposed SY abolishments and discuss them with the appropriate Deputy Administrators (DA), Office of National Programs (ONP).  The ADs and DAs must reach concurrence on the proposed abolishments prior to abolishing the positions and removing them from the FY 2017 ARMP.  After verbal concurrence is reached, Areas must submit the official request to ONP (with a copy to the Business Service Center Director) following the guidance in the June 23, 2006, memorandum from Dr. Rexroad, subject: “National Program Reviews of SY Recruitment Actions.” (Enclosure 4)  

2) Soft Funds:  When budgeting staff on soft funds, the ARS policy is that you cannot hire new permanent staff on soft funds or plan to use soft funds to finance salaries of permanent personnel, i.e., only temporary full or part-time staff may be hired or supported on soft funds.  However, the following exceptions can be applied on a case-by-case basis:

a) ADs may authorize the use of soft funding to hire or finance all or part of a Category 1 or 4 scientist or permanent support staff if ALL the following conditions are met:

i) The AD has first considered filling the position using Term (1 to 4 years) appointment authority.

ii) There is a longstanding arrangement or there is a high probability that soft funds will be received, e.g., a national initiative that is financed on a reimbursable basis or other unique, exceptional situations.  

iii) The AD has obtained the concurrence from the Associate Administrator, Research Operations and Management.  (Submit written justification via AFM-FMAD.)

iv) The AD assumes the responsibility that in the event that the soft funds do not materialize, the employee hired on soft funds would be placed in a comparable permanently funded position within the Area.

v) Employees hired on soft funds must be informed of the possibility that the soft funds may not be available in the future and that the employee could be reassigned to another position at Government expense if relocation is necessary.

b) The Director, Office of International Research Programs (OIRP), and the Assistant Administrator, Office of Technology Transfer (OTT), may approve the use of soft funding to hire or finance all or part of the salary for designated OIRP or OTT positions if all the above conditions are met, including obtaining concurrence from the Associate Administrator, Research Operations and Management.

c) For non-scientific staffing, DAs, ADs, and the NAL Director may hire or fund permanent staff on soft funds when there is a legitimate new or existing shared services arrangement where ARS personnel provide services to another Federal agency such as administrative or facilities operations and maintenance support.  There is a commitment toward these permanent employees.  The DAs, ADs, and NAL Director assume the responsibility that in the event that the soft funds do not materialize, the employee hired on soft funds would be placed in a comparable permanently funded position within the program/administrative unit of the Area/NAL.

3) Proposed Program Adjustments:  There may be several proposed program adjustments required for FY 2017 by Congressional budget actions.  However, for ARMP planning purposes, please prepare your Area/NAL submissions based on the existing organizational structure and CRIS project guidelines which will be based upon FY 2016 funding levels including the FY 2016 program increases.  
4) AD Reserve:  The following reiterates our current policy on use of the AD Reserve:

a) AD reserves (AD reserve, AD share of salary lapse, and pro-rata release of Agency salary lapse) will not be used to finance or supplement recurring or temporary operating expenses or salary costs of the AD operating budgets.  

b) The AD account will continue to retain 20 percent of their generated salary lapse, which can be used to support special needs within these offices.  Additionally, ADs may request a release of temporary funding from the Headquarters-held Program Management (PM) salary lapse account.

SECTION B.  GENERAL ARMP GUIDANCE FOR AREAS, NAL, AND LOCATIONS
1) Business Service Center (BSC) Supplemental Instructions (Enclosure 9) – This guidance includes detailed instructions regarding the Location ARMP submissions as well as a checklist for preparing individual ARMP packages.  

2) Facilities Issues
Each Research MU is expected to set aside 4% of the base funds as a minimum contribution toward the accomplishment of Repair and Maintenance (R&M) projects.  In certain cases, the set aside of 4% of base funds for repair activities is not appropriate.  Under those circumstances, Research Leaders may elect to request a waiver of a portion of the minimum allocation for R&M.  Preliminary approval of a waiver or force labor salary offset against the 4% R&M must be requested and approved prior to the submission of the ARMPS packages to the Area.  Final decisions/approval will be discussed and determined at the time of the Area ARMP Review. 
Additional information is required in the MU Talking Points (Enclosure 5).  Please see the BSC Supplemental Guidance (Enclosure 9) for detailed guidance regarding the policy and waiver procedures.  

3) FY 2017 Assessments – Assessments are entered in the ARMP system in a central Assessment section and will be included on the CRIS Resource Allocation Schedule in the ARMP package.  The following are the non-discretionary assessments.  There will be additional discretionary assessments listed in the ARMP system. 
a)  Radiation Safety Licenses:  The RSS License assessment is based on the type of permit assigned to the employee.  The following is a list of the permit type and estimated cost:

Permit Holder Charge  
$3,000
Associate User Charge    
$   800
      Unsealed Inventory item
$   250
      X-Ray Equipment

$   800
      ECD


$   900
      Gauge


$1,000
      Irradiator


$6,000
Assessments are based on active permits as of October 1, 2016.  Contact your Business Service Center Safety and Health Team Lead to cancel licenses prior to October 1 in order to avoid assessments for FY 2017.  Final FY 2017 assessments will be determined based on the FY 2017 RSS budget which is yet to be determined.  
b) Biotechnology Research:  To meet the requirements of the Farm Bill regarding risk assessment of biotechnology research, a temporary assessment of 2.0 % will be made the week of October 31, 2016 for all projects coded to BT.  Once coded as biotechnology (BT), the percentage of the project that is BT will be assessed 2.0 %.  (For example, if a project has $100,000 and is coded 50% BT, the 50% or $50,000 is assessed at the 2.0% rate, for a total of $1,000.)  Please factor this into the development of your ARMP.  Once the assessment is completed, it cannot be reversed if the coding is modified.
c) Big Data:  Assessment will continue through FY 2018
4) Additional Cost Considerations

Small Business Innovation Research (SBIR) Program:  Each approved extramural agreement (as defined below) that is funded from Agency appropriated resources will be assessed 3.2 % to fund the ARS share of support for the SBIR Program, as required by the Small Business Innovation Development Act of 1982.  Therefore, when negotiating with the cooperator, please ensure that sufficient funds are available in the MU to cover both the agreement amount and the SBIR assessment.  For example, if you want to provide $100,000 to the cooperator on an extramural agreement, you must plan an additional $3,200 for the SBIR assessment against your base funds.  The SBIR assessments will be withdrawn from the applicable research projects as agreements are executed.

For the purposes of this assessment, extramural agreements are defined as non-assistance cooperative agreements, grants and cooperative agreements.  There are certain agreements/contracts that are exempt, such as RSAs, Outgoing Interagency Agreements, and those with Tufts University and Baylor College of Medicine.

NOTE:  The SBIR fee is automatically calculated within the Extramural Agreements section of the ARMP for each of the agreements noted above. 
5) Program Considerations

a) Proposed Terminations and Redirections.  The President’s FY 2017 budget proposes the termination/redirection of $60 million of ongoing base programs.  Final decisions on these budget proposals may not be known until well into FY 2017 and require Congressional action.  The eventual implementation of these proposals, should Congress support any of the proposed changes, would result in the termination/redirection of ongoing specific research projects 
b) Accountability by Project. Accountability by ARS projects continues to be essential.  Your ARMPs must be consistent with the allocation issued by BPMS. Staffing plans and program scope must be adjusted within the project allocations, ensuring that a good salary/all other ratio exists.  Any changes requested through ARIS by July 22, 2016, will be acted upon and a decision made in time for the final issuance of FY 2017 CRIS allocations scheduled for the week of August 8, 2016.

c) Discretionary Dollars/SY.  One of the management criteria used for evaluating financial viability is $25,000 Discretionary Dollars per SY.  The $25,000 Discretionary Dollars per SY is generally considered a reasonable trigger for further in depth discussion on the unit’s finances.  Please develop your budget planning accordingly based on the specific MU discretionary funding requirements.

d) Soft Funds.  There should be one ARMP package per MU for all soft funds.  This will be comprised of the Annual Operating Plan, Position Staffing Plan and Management Unit Talking Points (Funding Section Only; Enclosure 5 MU Talking Points).  The account code should be formatted as follows:  799; 4 digit location mode code; last three digits of the MU account code.  Ex.  7993012123.  It is imperative that the Research Leaders/NAL Division Directors identify both the approved and the anticipated soft funding levels  available to the MU, e.g., reimbursable agreements, trust funds, grants (where ARS is the performing agency), and any other outside funding such as State revolving funds.  This will ensure that all financial resources available to the MU are captured and reflected in the ARMP database.  All agreements that have a high probability of being executed should be reflected in the ARMPs.  Also, include carryover balances for multi-year grants and agreements anticipated to be available to the MU in the FY 2017 MU ARMP package for soft funds.  
Finally, under the Remarks section of the Annual Operating Plan for the base fund ARMP, please identify the Cooperator name and “in kind” soft funds available through a cooperative effort (e.g., National Science Foundation grants awarded to a university where an ARS scientist has an investigative role and access to funding) and capture the amount in the “Other Funding” field in the MU/CRIS Information Screen.  Area Offices should review soft fund ARMP submissions.

e) IRC/SRC.  To ensure accountability of resources in the Agency, it continues to be important to document indirect research costs (IRC) and shared research costs (SRC).  Accurate and equitable distribution of IRC is important.  Please ensure that the provisions of the policy relating to IRC/SRC, published February 29, 2000, continue to be applied in the development of the FY 2017 IRC and SRC, as applicable, at the Location level.  The February 29, 2000, policy is incorporated into the ARMS manual as Pages 35-36 and Appendixes 3-5.

Area Offices are to review the documentation detailing the methods of assigning      IRC/SRC as part of their ARMP review.  In order to do this the Locations must submit their detailed IRC and SRC spreadsheets for review.  These must be uploaded to the appropriate BSC Sharepoint sites (Enclosure 9).  Please refer to the sections of the ARMS manual which include the February 29, 2000, guidance for a listing of IRC/SRC costs with suggested alternative methods for assigning these costs.
IRCs and SRCs should be re-examined and managed annually to ensure they are funded at the appropriate level and are distributed to CRIS appropriately and equitably.  These costs (especially SRCs), although categorized as “fixed” when calculating Discretionary Dollars per SY, need to be managed as any other cost.  Flexibility for reducing participation in and, thus, costs of SRC programs, must be evaluated annually, especially when facing a Discretionary Dollars per SY level less than $25,000.
SRC is separated into two categories, discretionary and non-discretionary.  Non-discretionary SRC is defined as salary costs only and discretionary SRC is defined as all non-salary SRC costs.  These discretionary SRC dollars are added in to the calculations for Discretionary Dollars per SY. 
f) Operations & Maintenance costs.  These should be included 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.  
g) Multi-Year Analysis.  Multi-Year projections are to be developed for the 2017-2019 fiscal years.  The Multiyear Analysis is available in the ARMP system.  This function includes two Multiyear Analysis options; one for the Area, which includes MU and CRIS specific information, and one for the SRMP which summarizes the data into the SRMP MYA format.  Enclosure 1 provides an example of the formats for both options. 
6) Personnel Related Considerations

a) Salary Lapse Policy.  Enclosure 6 provides the current Agency Salary Lapse Policy in effect for FY 2017.  

b) Salary Cost Projections. The basic policies on projecting FY 2017 salary costs were issued by FMAD on February 1, 2016 (Enclosure 7).
Please ensure that sufficient funds are budgeted for bonuses and awards.  SES, SL/ST, and SSTS/RA (formerly SSRS) award ranges for FY 2016 performance (payable in FY 2017) are as follows:

SES – 5% to 7% of salary
SL/ST – 1% to 5% of salary
SSTS/RA - 1% to 5% of salary 
Relocation costs and other future compensation cost increases, such as health benefits rate changes and recruitment incentives, must be absorbed by the MU.

c) Footnotes.  Ensure that the appropriate footnotes are reflected on the Position Staffing Plan (PSP) as applicable.  It is imperative that the footnotes designating emergency employees are utilized.   This will avoid the need for data calls during the year if these situations arise.  Enclosure 8 is an updated list of all available footnotes.
7) Non-Assistance Cooperative/Extramural Agreements

 Discretionary versus Congressionally-Mandated Extramural Agreements.  The ARMPS system differentiates funding for discretionary Extramural Agreements from those that have been Congressionally mandated.  The computation for Discretionary Dollars per SY is adjusted accordingly.  Any agreement identified as mandatory in ARMPS must be validated by the Area Office.
8)  MU Talking Points 
The MU Talking Points instructions are reviewed and updated annually to reflect the information and data needed for that FY.  Revisions for FY 2017 include updates to the Safety and Health section as well as the Facilities/IT section.  Specific guidance for the MU Talking Points is included in Enclosure 5.    
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