Establishing an Intended Recipient’s Payment Method before Obligating Funds for a New FA Award — Revised 7-13-13

1. Verify compliance with SAM & DUNS
registration requirement

Intended recipient
an individual exempt
from SAM/DUNS?

YES. Go to Step 2—

- | 3. Make sure existing FBMS Vendor Record has
i the GRANTS flag in the Data Line field.

\ 4

Look at the Data Line field on the FBMS Vendor
Master record.

Obtain
waiver
Help Desk
NO through ~Goto Does the Data Line ‘?pe“ €lp Les
. . ticket to request
FAPO Branch | Step 2 field contain the word NO>

Chief “GRANTS”? GRANTS be added

’ ’ to Data Line field.

Intended recipient *

can be waived from
SAM/DUNS?

NO
v

Entity must have/establish an active registration
in SAM at this point. Do not move on to Step 2
until entity’s SAM registration is active!

\ 4

2. Verify an existing/Establish a new FBMS P

YES

v

4. Verify a payment method has been
established. Based on data found on the FBMS
Vendor Master record, the vendor should fall
into one of the following categories:

Vendor Record for the intended recipient.

\ 4

Search FBMS Vendor Master. Search by DUNS if
entity is in SAM. Search by name if entity is
exempt or waived from SAM.

Matching FBMS Vendor
Record found?

YES. Go to Step 3

——Go to Step 5

Category 2: Vendor Category 3: Not
Category 1: ASAP e D marked WAIVED
Recipient D found from ASAP from ASAP and no
ASAP Recipient ID
 Z found
Search for ID on the
Daily ASAP
Enroliment Status
Report (DAESR) Go to Step 6

v

ID status is
Active as of min. 15
days ago?

YES. Go to Step 6

YES
ID found on

DAESR?

NO—

Must wait until ID has been in Active |
status for at least 15 business days. ‘

Go to Step 6

NO. Go to Step 5

5. Establish a payment method. Either:

A. Submit an ASAP Enrollment Request
(domestic entities only!), or

B. Submit an ASAP Waiver Request

If ASAP Recipient ID was found in Step 4
— Category 1, recipient must enroll in
ASAP with the FWS.

PFW&C Programs have a programmatic
waiver but must still submit the waiver
request and a copy of the signed
landowner agreement.

) 4

Follow the instructions provided in the
“Establishing a Payment Method”
guidance. Do NOT release the award
until you have received confirmation
from the Service’s Financial Assistance
Systems Branch that the entity is
enrolled in/waived from ASAP!

NO

Open a Help Desk ticket requesting that SAM vendor [insert vendor name], DUNS
[insert DUNS] be brought into FBMS Vendor Master and marked as a GRANTS vendor

in the Data Line field.
Do NOT request an ASAP waiver be added!

Is the entity in SAM?

Complete and submit through Service MDM_BVR staff an FBMS Vendor Request Form.
The request may also require submission of an approved SAM waiver and/or EFT

Go to Step 5

waiver. Request the record be marked as a GRANTS vendor in the Data Line field.
Do NOT select the ASAP waiver or include special instructions to waive from ASAP!

Go to Step 5

\ 4

(6. AGO can release Award in PRISM>

NOTE: Use this flow chart in
conjunction with the
“Establishing an Intended
Recipient’s Payment Method
before Obligating Funds for a
New FA Award” guidance
document posted on Inside.fws
at https://inside.fws.gov/go/
post/Payments-New.



