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DEFINITIONS:  All terms and definitions contained in the Glossary of NGR 5-1/ANGI 63-101 
apply except:

1. Program Manager:  A federal civil service employee (Title 32 or Title 5) of the 
Colorado Army or Air National Guard who is appointed by the United States Property 
and Fiscal Officer (USP&FO) for Colorado and The Adjutant General (TAG) of 
Colorado to be accountable, at the state level, for the federal funds provided to the 
Department of Military and Veterans Affairs (DMVA) through one or more appendices 
of the Master Cooperative Agreement.

2. Activity Manger(ARNG)/Resource Advisor(ANG)/Appendix Manager: A federal 
civil service employee (Title 32 or Title 5) of the Colorado Army or Air National Guard 
who is appointed by the Program Manager and approved by United States Property and 
Fiscal Officer (USP&FO) for Colorado to be responsible for managing the federal funds 
provided to the Department of Military and Veterans Affairs (DMVA) through one or 
more appendices of the Master Cooperative Agreement. 

3. MCA: Master Cooperative Agreement as defined in NGR 5-1/ANGI 63-101 and 
applicable federal statutes and regulations. The MCA consists of two sections. Section 1 
contains Article I through Article XII which are the general Terms and Conditions 
applicable to all Appendices. Section 2 contains all the Army Guard and Air Guard 
Appendices applicable to Colorado. 

4. MCA Modification (MOD): A document approved by the USP&FO and the TAG that 
changes:

a.  The terms and conditions of the Master Cooperative Agreement or one of its
        Appendices
b.  The amount of federal funds provided the state under one of the Appendices

5. AMSCO:  ARNG accounting code.

6. GBL:  Grant Budget Line – State accounting element which provides sub-accounts into 
which federal spending authority is loaded by specific expenditure type (eg. Utilities, 
75%/25% Personnel Costs, 100% Personnel Costs, etc). MODs provide the details as to 
what spending authority amounts to load into which GBL.

7. GOR: Grants Officer Representative – A federal civil service employee (Title 32 or 
Title 5) of the Colorado Army or Air National Guard who is appointed by the United 
States Property and Fiscal Officer (USP&FO) for Colorado to represent the USP&FO on 
all matters dealing with the MCA. The GOR CANNOT sign MODs on behalf of the 
USP&FO.
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CHAPTER 1

COARNG MCA Modifications Procedures

SECTION 1:
General Requirements and Flow Chart

GENERAL:  Para 2-6 NGR 5-1 provides guidance for Master Cooperative Agreement Modifications. This 
regulation specifies the process to be used in Colorado for Master Cooperative Agreement Modifications.

MODIFICATIONS:   The MCA must be modified any time one of the following occurs:
1. The amount of Federal Funds for the Appendix increases.
2. The amount of Federal Funds for the Appendix decreases.
3. The Federal Funds are moved between State Sharing and State non-Sharing lines (e.g. move funds from 

a 100% Federal line to 75% Federal/25% State line)
4. Any time the Terms and Conditions of the MCA or any of its Appendices are changed. 
NOTE: Moving funds within the same State Sharing or State non-Sharing lines requires  a memorandum 
from the Program Manager/Activity Manager to the DMVA Controller, not a Modification.
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Coopera tive  Agree m e nt ARNG MOD Proce ss (Re v 11-01-05)

DM V A Accounting Program  M anage r USP&FO

Initiate MOD
(MOD Tracking Entry-

"PM Initiates")

Program prepares
MOD (based on 
MDEP analys is )

(P1)

Program/A c tiv ity
Manager approves

MOD and s igns
Routing Slip

(P2)

4 originals  send to DMV A
A ccounting

(MOD Tracking Entry-
"DMV A  A ccounting")

DMV A  A ccounting
review s MOD

(D1)

Is  it correc t?

Initial Routing Slip
(D2)

Return 4 original to
Program Manager

(MOD Tracking Entry -
"Program Manager")

DMV A  A ccounting
Review s MOD

(D3)

Is  it correc t?

TA G s igns
(MOD Tracking Entry -

"State Controller")
(D4)

Program Manager
submits 4 MOD to

USP&FO on TL
(P3)

Send to GOR
(MOD Tracking Entry-

"USPFO GOR")

Program Of f ice
 adjus ts  ex is ting MOD

(P5)

Y ES

NO

Y ES
NO

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Send to DMV A
A ccounting

(MOD Tracking Entry-
"TA G Signature")

Accounting  m akes
correcti on  wi th
Program  Office

(D6)

GOR Rev iew s for
FORMA T

notes  discrepenc ies
(U1)

GOR initials
Routing Slip

(MOD Tracking Entry -
"USPFO Budget")

(U2)

A RNG Budget
Of f icer Review s

(U3)

Is MOD
Correc t?

Budget Of f icer
Initials  Routing Slip

(MOD Tracking Entry-
"USPFO Signature")

(U4)

USP&FO Signs
MOD and Routing Slip

(U5)

Send to GOR
GOR sends to PM

(MOD Tracking Entry-
"Program Manager")

Y ES

NO

Y ES

State Controller
approves

(D5)

File Copy in
DMV A

Send 3 cys  to
Program Manager

(MOD Tracking Entry-
"Program Manager")

Program Of f ice makes  dis tribution
of  MOD

(MOD Tracking Entries -"File Copy to GOR"
and "MOD Completed")

(P6)

File 1 copy

Send 2 copies
to USPFO

1-GOR
1-CA C

Y ES

A pproved?
NO

Can DM VA
Contro l le r fi x

Prob lem ?

NO

File 1 copy

File 1 copy

I copy  to f ile

GOR receives  MOD

GOR returns MOD
to PM for Correc tion

(MOD Tracking Entry -
"Program Manager")

Send to PM
(MOD Tracking Entry-
"Program Manager")
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MCA MODIFICATION (MOD) TRACKING SYSTEM

INSTRUCTIONS:

This document provides a step by step instruction on how to use the MCA MOD Tracking System. This system is 
web based and accessible from any computer that has access to the web.

 The URL is: https://www.dmva.state.co.us/mca/index.php? 

2. This is a password protected system. The log-in:  username:  mcamod    
     password:   tr4ck

3. Once you are in the system you will see the following display:
MCA Modification Tracking System

Mod Number Current
Department Date In

A02-04-003 Program Manager 2004-02-10

New Mod Number [Enter Mod Number here] [ADD button] 
Top of Form 1

Example A01-04-001 (Appendix-FY-Sequence Number)
Bottom of Form 1

a. There are 3 columns: Mod Number, Current Department, Date In. The display is initially sorted by 
Mod Number. By clicking on the Column heading you can re-sort by category (ie. Mod Number, Current De
partment, Date In).

b. The Mod Number structure is: Axx - “A”+ Appendix Number (eg. A01)
                             xx - Federal Fiscal Year (eg. 04)

                                                                     xxx - Sequence Number (eg. 001)

c. Current Department column shows the department/location where the MOD is currently located. Date 
In column shows the date it was transferred to the current department/location from the previous department/loca
tion.

d. To initiate a new MOD, the Program Manager logs into the system. Then in the box next to “New Mod 
Number” the PM enters a new MOD number (see b. above) and clicks the [ADD button]. 

e. To move the MOD to the next department /location click on the MOD number.
4. Once you click on the MOD number the following screen comes up.

I-1-3

file:///C:Documents and Settings	mpevolution-1000-4232app-launcher-3cFwMLeditmod.php%3FModID=1
file:///C:Documents and Settings	mpevolution-1000-4232app-launcher-3cFwML%3FSortBy=DateIn
file:///C:Documents and Settings	mpevolution-1000-4232app-launcher-3cFwML%3FSortBy=Name
file:///C:Documents and Settings	mpevolution-1000-4232app-launcher-3cFwML%3FSortBy=Name
file:///C:Documents and Settings	mpevolution-1000-4232app-launcher-3cFwML%3FSortBy=ModNumber
http://www.dmva.state.co.us/mca
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MCA Modification Tracking System

Editing Mod Number: A02-04-003 Created 2004-02-10

Department Date In Date Out Comments

PM Initiates 2004-02-10 2004-02-10 MOD 3 in to State Con
troller

DMVA Accounting 2004-02-10 2004-02-10
Program Manager 2004-02-10

Top of Form 1

Comments
Mod Sent to [STAMP button]

Bottom of Form 1

Back to MCA Mod List.
______________________________________________________________________________

1. To move the MOD to the next department, go to the “MOD Sent to” drop box and select the department/lo
cation by clicking on the “down arrow” button, then click on the appropriate department/location (eg. 
DMVA Accounting).

2. Write in the “Comments” box any text message you want to send along to the next department/location (eg. 
MOD 3 sent to State Controller).

3. Last step is to click the [STAMP button]. 

4. Once the [STAMP button] has been clicked the current date will be entered in the “Date Out” column of the 
current location and the “Date In” column of the receiving location. NOTE: ONCE THIS HAPPENS IT 
CAN NOT BE CHANGED.

5. NOTE: IF FOR SOME REASON YOU SELECTED THE WRONG NEXT LOCATION. GO BACK TO 
SELECT LOCATION – SELECT THE CORRECT LOCATION – CLICK ON THE [STAMP button]. This 
will not erase the previous operation but will get it to the correct location on the system.

If you have questions about this procedure please contact DMVA Resource Manager

For any problems with the system please Contact: DMVA IT Section 

I-1-4
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SECTION 2
DMVA Accounting Procedures
NOTE: Insure you use MOD Tracking System

1. DMVA Accounting reviews MOD (Step D1) 

a. Print the Grant Budget Line Inquiry (GBLI) screens for each GBL on COFRS. 
b. Add expenses and encumbrances for each GBL line. 
c. Look at the new MOD's allotment amount for each GBL to see if allotment covers 

expenses and encumbrances already incurred (the minimum funding for each GBL.) 
d. Review the additional funding to confirm the amount covers any unpaid bills being held.

I-2-1
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Attachment 1
Cooperative Agreement Modification

AGREEMENT NO. DAHA 05 04 2 1001 Page 1 of 1
MODIFICATION NO. P 005 FFY 2004
ISSUED BY NATIONAL GUARD BUREAU ISSUED TO THE STATE OF COLORADO

A.  This modification is issued pursuant to 31 U.S.C. Section 6301-6308 & Article VII, Section 702 of the Basic Agreement.  The 
      modification is described in the accompanying Attachment.

B.  This modification reflects wording / Administrative changes.  Wording changes must be forwarded to NGB for approval.

C.  This modification, pursuant to FY04 Federal AFP of $4,972,700.00 is to modify section 207, "Funding limitation" subject to the availability 
      of funds, as follows:

1)  The allotment dollar amount of this cooperative agreement Appendix is hereby changed from $3,066,404.33 to $4,991,533.33

2)  Section 207.  Funding Limitation.

a.  Funding Allotment AFP
Federal Share (100%) $4,680,200.00 $4,759,200.00 **
Federal Share (75%) $173,500.00 $173,500.00
Federal Share (50%) $40,000.00 $40,000.00
Federal Total: $4,893,700.00 $4,972,700.00

State Share (50%) $40,000.00 $40,000.00
State Share (25%) $57,833.33 $57,833.33
State Share $97,833.33 $97,833.33

Grand Total: $4,991,533.33 $5,070,533.33

b.  In-Kind Assistance.
**  The total number for the 100% federal contribution includes $921,674.00 for allotment and $921,674.00 for AFP of 
       in-kind assistance.

Except as provided herein, all terms and conditions of the Agreement, as heretofore changed, remain unchanged in full force and effect.

IN WITNESS WHEREOF, the parties by their authorized representaitves, execute this Modification to Appendix 1.

THE STATE OF COLORADO NATIONAL GUARD BUREAU:

BY: BY:
_________________________ _________________________
MASON C. WHITNEY MADONNA M. NUCE
MAJGEN, COANG COL, COARNG
Adjutant General USPFO for Colorado

EXECUTION

COOPERATIVE AGREEMENT MODIFICATION

XX

3)  These changes are hereby incorporated into this cooperative agreement.  The details for this change are included in Attachment 
      No. 1 to this modification.  The dollar amount for this new change is identified on the attachment to this modification.
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2. Initial & Date Routing Slip (Step D2):  Make a copy of the routing slip and MOD for the file
     

 

I-2-3

DMVA Accounting Initials here

           C.    ANG/ARNG Budget Officer

W912-LC-2-10xx
Replace xx with appendix 
number (eg -1001, -1021 
etc)
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 3. DMVA Accounting Final Review of MOD (Step D3)

a. Print the Grant Budget Line Inquiry (GBLI) screens for each GBL on COFRS. 
b. Add expenses and encumbrances for each GBL line. 
c. Look at the new MOD's allotment amount for each GBL to see if allotment covers 

expenses and encumbrances already incurred (the minimum funding for each GBL.) 
d. Review the additional funding to confirm the amount covers any unpaid bills being held.

4. TAG signs MOD (Step D4)

5. DMVA Accounting submits MOD to State Controller for Approval (Step D5):   
Submit approved/signed MOD to DMVA's field controller for approval.

6. DMVA makes corrections per State Controllers Office if necessary (Step D6)

I-2-4
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 SECTION 3
COARNG Program/Activity Manager Process
NOTE: Insure you use MOD Tracking System

   1. Program /Activity Manager Prepares MOD (Step P1):  

Modification Document (MOD) Preparation Checklist
Appendix Manager

a. Determine all increases and decreases that pertain to the appendix.  This may include 
Funding Authorization Targets (FAT), requirements in other appendices, Total Obliga
tion Authority (TOA) given by other program managers, MIPRs, etc.  

b. Identify requirements in the various programs within the appendix.  Prioritize these re
quirements, and distribute the funds between the AMSCOs according, keeping in mind 
any fund movement restrictions imposed by higher headquarters and the chain of com
mand.

c. Print out the Grant Budget Line Inquiry (GBLI) screens for each GBL on COFRS.  Add 
the expenses and encumberances for each GBL line.  This is the MINIMUM funding lev
el for each GBL, unless you intend to cancel encumberances.  

d. Start by preparing the worksheet that supports the MOD cover sheet.  Begin by chang
ing the appropriate data in the header such as date prepared and MOD number (gray shad
ed area)  

e. As necessary, insert (or delete) rows to match the needs of your appendix.  Understand 
that any insertions or deletions will change calculations, effecting several cells.  Make all 
necessary changes of appropriate data.  If you have questions with this step, please con
tact MAJ Fehringer in the Facilities Office.

f. Show the funded amount changes determined in step 1.  Show these at the bottom of 
the MOD worksheets in the light green shaded area.  These changes automatically total.  

g. Transfer the ending balances from the previous MOD to the beginning balance 
columns on your worksheet in the light purple shaded area.  If this is the initial MOD for 
the fiscal year, place zeros in the beginning balance column.  The numbers in the yellow 
will automatically calculate.

h. Using the requirements determined in step 2 and the minimum balances determined in 
step 3, identify the changes needed for this MOD.  Show these changes in the column 
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named “THIS CHANGE” in the light purple shaded area.  These changes automatically 
total.  These changes MUST equal the total determined in step e.  

i. Identify why the changes in this MOD are necessary in the darker purple shaded area 
below the “TOTAL FUNDS” area.

j. If your MDEP funds are used in more than one appendix, it is recommended that you 
show how much funding is in each appendix to help the USPFO Budget Officer in deter
mining if funding is available to support the changes requested in your MOD.  These are 
shown in the cyan colored area towards the bottom of the MOD.

k. Validate that fund movements have not violated any fences, fund movement restric
tions, or minimum/maximum funding levels required by your appendix regulations or 
guidance given by NGB or other higher headquarters.  

l. Begin working on the MOD cover sheet (signature sheet).  The numbers from the work
sheet should automatically populate the appropriate areas of the cover sheet..  Change the 
header information (date prepared, MOD number, etc.).  These areas are highlighted in 
cyan blue.

m. Prepare the Routing Sheet by changing the header information (MOD number, date 
prepared).  The areas that should be changed are highlighted in cyan blue.

n. Print one copy of the Routing sheet, and five copies of both the MOD cover sheet and 
MOD worksheet. 

o. Sign the MOD routing sheet.  Retain one copy of the MOD cover sheet and worksheet 
for your records as a suspense.  

p. Email copies of the MOD worksheet and the cover sheet to the GOR and Budget Offi
cer at USPFO.  Coordinate with USPFO for a walk through of the MOD.

q. Take the four original copies to the Department Controller.  If known, inform the con
troller of the date and time of the walk through with USPFO.

r. When the MOD has been initialed off by the Department Controller, walk the MOD 
through USPFO, beginning with the GOR, then the Budget Officer, and finally tothe 
USPFO for signature.

s. Return the signed copies back to the State Controller for signature by the Adjutant Gen
eral.

t. Once the MOD is signed , ensure the State Controller, USPFO, and yourself have 
signed original copies.
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Attachment 1
Cooperative Agreement Modification

AGREEMENT NO. DAHA 05 04 2 1001 Page 1 of 1
MODIFICATION NO. P 005 FFY 2004
ISSUED BY NATIONAL GUARD BUREAU ISSUED TO THE STATE OF COLORADO

A.  This modification is issued pursuant to 31 U.S.C. Section 6301-6308 & Article VII, Section 702 of the Basic Agreement.  The 
      modification is described in the accompanying Attachment.

B.  This modification reflects wording / Administrative changes.  Wording changes must be forwarded to NGB for approval.

C.  This modification, pursuant to FY04 Federal AFP of $4,972,700.00 is to modify section 207, "Funding limitation" subject to the availability 
      of funds, as follows:

1)  The allotment dollar amount of this cooperative agreement Appendix is hereby changed from $3,066,404.33 to $4,991,533.33

2)  Section 207.  Funding Limitation.

a.  Funding Allotment AFP
Federal Share (100%) $4,680,200.00 $4,759,200.00 **
Federal Share (75%) $173,500.00 $173,500.00
Federal Share (50%) $40,000.00 $40,000.00
Federal Total: $4,893,700.00 $4,972,700.00

State Share (50%) $40,000.00 $40,000.00
State Share (25%) $57,833.33 $57,833.33
State Share $97,833.33 $97,833.33

Grand Total: $4,991,533.33 $5,070,533.33

b.  In-Kind Assistance.
**  The total number for the 100% federal contribution includes $921,674.00 for allotment and $921,674.00 for AFP of 
       in-kind assistance.

Except as provided herein, all terms and conditions of the Agreement, as heretofore changed, remain unchanged in full force and effect.

IN WITNESS WHEREOF, the parties by their authorized representaitves, execute this Modification to Appendix 1.

THE STATE OF COLORADO NATIONAL GUARD BUREAU:

BY: BY:
_________________________ _________________________
MASON C. WHITNEY MADONNA M. NUCE
MAJGEN, COANG COL, COARNG
Adjutant General USPFO for Colorado

EXECUTION

COOPERATIVE AGREEMENT MODIFICATION

XX

3)  These changes are hereby incorporated into this cooperative agreement.  The details for this change are included in Attachment 
      No. 1 to this modification.  The dollar amount for this new change is identified on the attachment to this modification.
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Attachment 2
Cooperative Agreement Modification Worksheet
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Attachment 3
Grant Budget Line Inquiry Screen (GBLI Example)

I-3-5
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2. Program/Activity Manager approves MOD (P2)

a. Program Manager signs Routing Slip
b. Sends Routing slip & 4 Original MODs to DMVA Accounting 

I-3-6
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3. Program Manager submits MOD to USP&FO  (Step P3):

Transmittal Letter for Advances Preparation Checklist

a. Gather all documents in addition to the Advance Request that need to go to USPFO. 
Collate each document by type.

Block 1 – Security Classification – Enter “UNCLAS” for all uses within the 
Cooperative Agreement.

Block 2 – Shipment No. – Enter the next sequential number for your office, such as “02-
FMO-10-01” using the following format:

02 – Federal Fiscal Year
FMO – Originating Office
10 - Two-digit month
01 - Sequential number for that month

Block 3 – Title/File Identification – Enter the type of document(s) being transmitted.  In 
this case, enter “MCA Modification Request(s)”.

Block 4 – As of Date (YYYYMMDD) – Enter today’s date as shown

Block 5 – Shipment Date – Enter today’s date

Block 6 – Authority for Shipment – Enter “DFAS-IN Regulation 37-1, Chapter 3, 
paragraph 3-8”.

Block 7 – Number of Records Transmitted – Enter the total number of records being 
transmitted.

Block 8 – Person to Contact – Enter your office’s Point of Contact (POC)

Block 9 – Requirement Control Symbol – Leave Blank

Block 10 – Shipped From – Enter your office’s mailing address

Block 11 – Shipped To – Enter the address for USPFO.  Direct advance requests to the 
GOR.  Example: ( NOTE: Check the block requesting return receipt)

USPFO-Colorado
ATTN: COPFO – Grants Officer Representative (GOR)
660 South Aspen Street, MS 66
Buckley Air Force Base, Aurora, CO  80011-9551

I-3-7



DMVA Regulation 5-1-1

Transmittal Letter for Advances Preparation Checklist (Continued)

Block 10a – Typed Name and Title of Sender – Enter your information

Block 11a. – Typed Name and Title of Receiver – Enter the recipient’s name and title

Block 10b – Signature of Sender – Sign when completed

Block 11b – Signature of Receiver and Date – Leave Blank

Block 12 – Type of Media Transmitted – Check the block marked “Hard Copy”

Block 13 – Number of Boxes – Enter “0”

Block 14 – Number of Items – Enter “0”

Block 15 – Method of Shipment – Check the block marked “Courier”

Block 16 – Special Instructions – Normally left blank.  Enter any other special 
instructions you may have, such as date required.

Block 17 – Type Component Used – Leave blank

Block 18 – Remarks – List by type the documents being transmitted.  An example is:

1 – SF1034 – FY01 ( 01-33L )
2 – SF270 – FY03 ( Apx 1 – Oct-Dec, Apx 4 – Oct-Dec )

b. Print four (4) copies of the DA Form 200.  Sign all four in block 10b. and suspense one 
copy for your files.  Send the remaining two with the listed documents to USPFO. Send 
one to the GOR

c. For an Example DA Form 200 see Attachment 1.
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Attachment 1
DA Form 200 (Transmittal Record – TL) Sample

I-3-9
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4. Program Office adjust existing MOD (Step P5):

Funds may be moved within the MOD between GBL lines if:
 

a. No funds are being added or withdrawn from the Cooperative Agreement

b. Funds are being moved within state appropriations, not between state appropriations.

NOTE: This procedure is accomplished with a simple memo to the department controller clearly 
identifying the fund moves that are being made.  These moves need to be taken into account 
when the next MOD is being prepared.

5. Program Office makes final distribution

a. 2 Copies sent to USP&FO (1 – GOR, 1-Budget Officer)
b. 1 Copy filed in Program files
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SECTION 4
USP&FO Budget Officer/Commercial Accounts Process
NOTE: Insure you use MOD Tracking System

1. GOR Reviews MOD (Step U1):

Review Checklist for MOD (USPFO GOR)

Modification Document (MOD) Preparation Checklist
Grants Officer Representative (GOR)

a. Review the MOD for content.  If the MOD is for language changes to the Cooperative 
Agreement, additional signature blocks are required at the bottom of the Cover Sheet for 
additional reviews.  Refer to NGR 5-1 and local subject matter experts for proper format 
(POC for DMVA is the Resource Manager/MCA Administrator)

b. Open the file for the applicable appendix and Fiscal Year.  Verify that you have an 
signed copy of the previous MOD.  If not, request a copy from the Appendix Manager.

c. Review the MOD for format.  If the format is basically the same as the sample, no adjust
ments are necessary.  Significant changes should be coordinated ahead of time to avoid 
delays in processing the MOD.

d. Review the section labeled “2)  Section 207.  Funding Limitation.”  Verify that the “Pre
vious Balance” on this MOD matches the “New Balance” on the previous MOD.

e. Sign off on the Routing Sheet and pass the MOD on to the Budget Officer/Comptroller 
for their financial review.

f. When the approved, signed MOD comes back, place a copy in the Appendix file.
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2. GOR initials Routing Slip (Step U2):

I-4-2

GOR  Initials here

GOR Initials here

           C.    ANG/ARNG Budget Officer

W912-LC-2-10xx
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 3. Budget Officer reviews MOD (Step U3):

Budget Officer review MOD per internal instructions. If there are problems Budget Officer 
returns MOD to GOR to return to Program Manager. If the MOD is correct:

a. Budget Officer signs TL block 11a & 11b
b. Budget Officer sends signed copy of TL to Program Manager

4. Budge Officer initials Routing Slip (Step U4):

I-4-3

ANG/ARNG Budget Initials 
here           C.    ANG/ARNG Budget Officer

W912-LC-2-10xx
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5. USP&FO sign MOD and Routing Slip (Step U5)
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USPFO Initials here
           C.    ANG/ARNG Budget Officer
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CHAPTER 2
COARNG MCA Advance Procedures

SECTION 1:
General Requirements and Flow Chart

GENERAL:  Para 12-4 (b) NGR 5-1 provides for Advance Payments to states provided certain 
administrative requirements are met. This regulation specifies the process to be used in Colorado 
for Master Cooperative Agreement Advance Payments.

ADVANCE PAYMENT REQUESTS:   Advance Payment Requests for each appendix will be 
made in September of each year for the next fiscal year. This constitutes a working capital 
advance of approximately 45 days. 
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COOPERAT IVE AGREEMENT  ARNG ADVANCES PROCESS (Rev  10-28-05)

Program  Manager DMVA Accounting USP&FO

Receives AFG
Creates ObPlan

Begin Advance Return to DMVA
Accounting

Receive Advance
Request

Prepare Cash Flow
W orksheet

(P1)

Prepare SF 270
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(P2D2)

Prepare Letter
per NGR 5-1

(D3)

Supense TL
pending receipt of
Advance Payment

(D4)

GOR s igns
and returns TL

(U1)

GOR
Reviews Advance per

check lis t
(U2)

Is  it correct?

USPFO s igns
B lock 13

(U3)

GOR forwards
signed advance to 
Commerc ial Accts

(U4)

Commerc ial Accts
processes Advance

(U5)

Advance sent to
DFAS for payment

File Suspense
TL

YES

NO
Prepare TL

DA Form 200
(P3)

Attach TL to Packet
and send to  GOR

(P4)

PM Files  TL
copy

PM receives
s igned TL

Provide TL copy
to DMVA Acct

(P5)

TL to DMVA
Accounting

Budget Officer
Reviews Advance per

checklis t
(U2)

Are Funds  Avail?
NO

YES

DMVA receives
DFAS advance payment

DMVA notifies
GOR of receipt of
Advance Payment

(D5)

Send notification to GOR

GOR receives Advance 
paid notification and notifies  PM

PM receives notification 
from GOR
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SECTION 2
DMVA Accounting Procedures

1. Preparing SF 270  for ADVANCE (Step P2D2)

General:  There is a separate advance form set up for each appendix which depends on the 
funding per the Initial Mod. Make sure you use the correct form for each Appendix.

Completion Instructions: SF 270 for ADVANCE (see Attachment 1)

BOX #

1a Make sure the 1a ADVANCE box is checked and not the REIMBURSEMENT 
box 

1b Make sure box 1b PARTIAL is checked

2 Check box for CASH

4 DAHA # must match the appendix #

8 Change the dates to reflect the period covered by this advance

11(a) Program #

11a Total requested Year-to-Date of Request

11d Cash flow estimate - from appendix managers

11h Total previously requested ( enter total received/requested to date)

11j Month split
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Attachment 1 
SF 270  ADVANCES
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2. Preparing Advance Letter per NGR 5-1(Step D3):
a. Enter Quarter dates
b. Enter Date of Letter
c. Enter DAHA Number
d. Enter Advance Amount (from SF 270)
e. Controller Signs Letter
f. Attach letter to SF 270
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3.  TL Suspense Copy (Step D4):

a. DMVA Accounting will file the suspense copy of the TL received from the 
Program Office.

b. Upon receipt of the advance payment the suspense copy will be removed from 
the suspense file and filed as determined by the DMVA Controller.

Example DA Form 200:

4. DMVA notifies GOR of receipt of Advance Payment (Step D5)
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SECTION 3
COARNG Program/Activity Manager Process

 1. Procedure for Preparing Cash Flow Work Sheet (Step P1):
a. Forecast budget execution by quarter for each Appendix
b. Subtract In-Kind-Assistance (IKA)
c. Include a contingency liability allowance by quarter (if appropriate)
d. Compare Cash Flow to Obligation Plan (If Cash Flow exceeds Obligation Plan adjust

    Obligation Plan)
e. Adjust Cash Flow Worksheet as necessary during fiscal year
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2. Prepare TL for Advance Transmittal (Step P3):

Produce Accounting Summary Sheet  (See attachment - TBD)

Transmittal Letter for Advances Preparation Checklist

a. Gather all documents in addition to the Advance Request that need to go to USPFO. 
Collate each document by type.

Block 1 – Security Classification – Enter “UNCLAS” for all uses within the 
Cooperative Agreement.

Block 2 – Shipment No. – Enter the next sequential number for your office, such as “02-
FMO-10-01” using the following format:

02 – Federal Fiscal Year
FMO – Originating Office
10 - Two-digit month
01 - Sequential number for that month

Block 3 – Title/File Identification – Enter the type of document(s) being transmitted.  In 
this case, enter “State Advance Request(s) (SF270)”.

Block 4 – As of Date (YYYYMMDD) – Enter today’s date as shown

Block 5 – Shipment Date – Enter today’s date

Block 6 – Authority for Shipment – Enter “DFAS-IN Regulation 37-1, Chapter 3, 
paragraph 3-8”.

Block 7 – Number of Records Transmitted – Enter the total number of records being 
transmitted.

Block 8 – Person to Contact – Enter your office’s Point of Contact (POC)

Block 9 – Requirement Control Symbol – Leave Blank

Block 10 – Shipped From – Enter your office’s mailing address

Block 11 – Shipped To – Enter the address for USPFO.  Direct advance requests to the 
GOR.  Example: ( NOTE: Check the block requesting return receipt)

USPFO-Colorado
ATTN: COPFO – Grants Officer Representative (GOR)
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660 South Aspen Street, MS 66
Buckley Air Force Base, Aurora, CO  80011-9551

Transmittal Letter for Advances Preparation Checklist (Continued)

Block 10a – Typed Name and Title of Sender – Enter your information

Block 11a. – Typed Name and Title of Receiver – Enter the recipient’s name and title

Block 10b – Signature of Sender – Sign when completed

Block 11b – Signature of Receiver and Date – Leave Blank

Block 12 – Type of Media Transmitted – Check the block marked “Hard Copy”

Block 13 – Number of Boxes – Enter “0”

Block 14 – Number of Items – Enter “0”

Block 15 – Method of Shipment – Check the block marked “Courier”

Block 16 – Special Instructions – Normally left blank.  Enter any other special 
instructions you may have, such as date required.

Block 17 – Type Component Used – Leave blank

Block 18 – Remarks – List by type the documents being transmitted.  An example is:

1 – SF1034 – FY01 ( 01-33L )
2 – SF270 – FY03 ( Apx 1 – Oct-Dec, Apx 4 – Oct-Dec )

b. Print four (4) copies of the DA Form 200.  Sign all four in block 10b. and suspense one 
copy for your files.  Send the remaining two with the listed documents to USPFO. Send 
one to the GOR

c. For an Example DA Form 200 see Attachment 1.
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Attachment 1
DA Form 200 (Transmittal Record – TL) Sample
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3. Send advance packet to USPFO GOR (Step P4):

a. Packet sent 30 days prior to new Quarter
b. Packet transmittal options:

(1) Hand carry (preferred)
(2) Interoffice mail (back-up)

4. Provide copy of TL to DMVA Accounting (Step P5)
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SECTION 4
USP&FO GOR/Budget Officer/Commercial Accounts Process

1. Procedure for GOR returning TL (Step U1):

a. GOR signs TL
b. GOR sends signed copy of TL to Program Manager

2. Procedure for Advance Review by GOR/Budget Officer (Step U2):

Review Checklist for Advances (USPFO GOR/Budget Officer)

1. Review block 1a. to verify that an advance is being requested

2. Review Block 1b. to verify that this is a partial payment.

3. Review the period covered by this request in block 8.  The “FROM” date should be the day 
following the last advance request.  The “TO” date should be the end of the applicable peri
od, typically the end of the quarter.

4. Review Block 11.  

The “Federal payments previously requested” in part “h” should be the total amount of the 
advances given to date.

The “Estimated net cash outlays for advance period” should correspond to the cash flow 
worksheet that should be attached.  Cross-check this against the OPlan in SABS.

5. Verify that the amount of advance requested does not exceed the allotment given to date, or 
the amount of allotment requested for the period indicated.

6. Validate that the accounting string in block 13 is correct for payment.

7. If necessary, suspense the advance until the necessary allotment comes in.  Otherwise, imme
diately take to the USPFO for signature.

8. Budget Officer forwards SF 270 Advance for signature to USPFO as soon as allotment is available

9. Take the signed form to Commercial Accounts for payment.

10. If the amount of the advance requested exceeds the allotment received, particularly during a 
period of Continuing Resolution Authority (CRA), make a copy of the advance, then adjust the 
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amount requested down to the amount available. Suspense the copy until more allotment comes 
in, and pay the remaining amount (or what is available).

3. USPFO signs Advance (Step U3): 
(Note: USPFO has 2 days from allotment availability to sign the advance)

a. USPFO signs block 13 of SF 270 Advance
b. USPFO returns SF 270 to Budget Officer

4. Budget officer forwards SF 270 to commercial accounts (Step U4)

5. Commercial Accounts (Step U5)
(Note: 1. Commercial accounts has 5 days to process and send to DFAS
           2. This is an Operating Advance that will be decremented during the last
                three (3) months of the fiscal year)

a. Commercial Accounts processes Advance
b. Commercial Accounts sends packet to DFAS for payment
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CHAPTER 3

COARNG MCA Billings Procedures

SECTION 1:
General Requirements and Flow Chart

GENERAL:  Para 12-4 (a) NGR 5-1 provides guidance on reimbursement billings. This regulation specifies 
the process to be used in Colorado for Master Cooperative Agreement Billings.

BILLINGS:   Billings will be submitted to USP&FO by DMVA at least monthly by appendix or sub-
appendix activity. Each billing will offset the applicable advance payment received by DMVA. 
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COOPERATIVE AGREEM ENT ARNG BILLING PROCESS (Rev 10-28-05)
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SECTION 2

DMVA Accounting Procedures

1. Preparing SF 270  for Billing/Reimbursement (Step D1)

General: There is a separate reimbursement form set up for each appendix. Make sure you use the correct 
form for each Appendix.

Completion Instructions: (Example at Attachment 1)

BOX #

1a Make sure the 1a REIMBURSEMENT box is checked and not the ADVANCE box 

1b Make sure box 1b PARTIAL is checked

2 Check box for CASH

4 DAHA # must match the appendix #

8 Change the dates to reflect the period covered by this reimbursement

11(a) Program #

11a Total program outlays to date (to date total of 11c box for the fiscal year)

11h Total previously requested (total of 11c box without the current one)
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Attachment 1 
SF 270  BILLINGS/REIMBURSEMENT
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2. Attach Back-up data (Step D2):
     
Each SF 270 will have attached to it some or all of the following: 

a. SF 1034 Public Voucher for Purchase and Services (required) – Attachment 1
b. Summary by AMSCO (required) – Attachment 2
c. Summary by GBL (required) – Attachment 3
d. Current and Cumulative Costs (required) – Attachment 4
e. Payroll Costs (if applicable) – Attachment 5
f. Payroll Extract (if applicable) – Attachment 6
g. CPP Costs (required) – Attachment 7

             h. CPP Agreement Extract (required) – Attachment 8
i. Detail Charges by GBL/AMSCO (for each GBL that incurred costs) – Attachment 9
j. Payment Voucher back-up (for each payment made) – Attachment 10
k. Communications Charges back-up (if applicable) – Attachment 11
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Attachment 1
SF 1034 Public Voucher for Purchase and Services (required) 
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Attachment 2
Summary by AMSCO (required) 

Attachment 3
Summary by GBL (required)
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Attachment 4
Current and Cumulative Costs (required) 
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Attachment 5
Payroll Costs (if applicable)
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Attachment 6
Payroll Extract (if applicable) 

III-1-10



 DMVA Regulation 5-1-1
Attachment 7
CPP Costs (required)          
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Attachment 8
CPP Agreement Extract (required) 
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Attachment 9
Detail Charges by GBL/AMSCO (for each GBL that incurred costs) 
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Attachment 10
Payment Voucher back-up (for each payment made) 
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Attachment 11
Communications Charges back-up (if applicable) 
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SECTION 3
COARNG Program/Activity Manager Process

 1. Program Manager/Activity Manager reviews SF 270 and Back-up (Step P1):

a. Validate that the billing received is in sequence with previous billings. For example, if 
the last billing you received in Fiscal Year 04 was 04-02T, the next one you should re
ceive should be labeled 04-03T. If this is not the case, address the discrepancy with the 
Accounting Office to locate the missing billing.

b. Review the bills contained within the billing. Validate that all charges are valid, charged 
against the appropriate GBL, and otherwise meets all appendix requirements as outlined 
in NGR 5-1. Follow any other processes outlined for your particular office. If there is a 
problem, bring them up with the Accounting Office. If after consultation it is found that a 
mistake was made, make a suspense note for yourself. The charge will likely have to go 
through as it is, and a correction made on the next bill. Keep this note for your records in 
case of auditing.

c. After validating all numbers, prepare a billing cover sheet that shows the appropriate 
funding levels for each AMSCO. This sheet will be used by the Commercial Accounts 
section at USPFO payment.

d. Make a full copy of the entire billing packet. The original packet goes to USPFO, and the 
copy remains in the Program Manager’s office.

e. Complete a DA Form 200 (TL) to go to the GOR. Make three copies – one for your 
records, one for USPFO records, and one for USPFO to sign and return to you for your 
records.

2. Program Manager signs Block 13 (Step P2)
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3. Prepare TL for Billings Transmittal (Step P3):

Transmittal Letter for Advances Preparation Checklist

a. Gather all documents in addition to the Advance Request that need to go to USPFO. 
Collate each document by type.

Block 1 – Security Classification – Enter “UNCLAS” for all uses within the 
Cooperative Agreement.

Block 2 – Shipment No. – Enter the next sequential number for your office, such as “02-
FMO-10-01” using the following format:

02 – Federal Fiscal Year
FMO – Originating Office
10 - Two-digit month
01 - Sequential number for that month

Block 3 – Title/File Identification – Enter the type of document(s) being transmitted.  In 
this case, enter “State Reimbursement Request(s) (SF270)”.

Block 4 – As of Date (YYYYMMDD) – Enter today’s date as shown

Block 5 – Shipment Date – Enter today’s date

Block 6 – Authority for Shipment – Enter “DFAS-IN Regulation 37-1, Chapter 3, 
paragraph 3-8”.

Block 7 – Number of Records Transmitted – Enter the total number of records being 
transmitted.

Block 8 – Person to Contact – Enter your office’s Point of Contact (POC)

Block 9 – Requirement Control Symbol – Leave Blank

Block 10 – Shipped From – Enter your office’s mailing address

Block 11 – Shipped To – Enter the address for USPFO.  Direct advance requests to the 
GOR.  Example: ( NOTE: Check the block requesting return receipt)

USPFO-Colorado
ATTN: COPFO – Grants Officer Representative (GOR)
660 South Aspen Street, MS 66
Buckley Air Force Base, Aurora, CO  80011-9551
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Transmittal Letter for Advances Preparation Checklist (Continued)

Block 10a – Typed Name and Title of Sender – Enter your information

Block 11a. – Typed Name and Title of Receiver – Enter the recipient’s name and title

Block 10b – Signature of Sender – Sign when completed

Block 11b – Signature of Receiver and Date – Leave Blank

Block 12 – Type of Media Transmitted – Check the block marked “Hard Copy”

Block 13 – Number of Boxes – Enter “0”

Block 14 – Number of Items – Enter “0”

Block 15 – Method of Shipment – Check the block marked “Courier”

Block 16 – Special Instructions – Normally left blank.  Enter any other special 
instructions you may have, such as date required.

Block 17 – Type Component Used – Leave blank

Block 18 – Remarks – List by type the documents being transmitted.  An example is:

1 – SF1034 – FY01 ( 01-33L )
2 – SF270 – FY03 ( Apx 1 – Oct-Dec, Apx 4 – Oct-Dec )

b. Print four (4) copies of the DA Form 200.  Sign all four in block 10b. and suspense one 
copy for your files.  Send the remaining two with the listed documents to USPFO. Send 
one to the GOR

c. For an Example DA Form 200 see Attachment 1.
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Attachment 1
DA Form 200 (Transmittal Record – TL) Sample
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4. Coordinate delivery and review with USPFO GOR/Budget Officer (Step P4):

a. Packet transmittal options:
(1) Hand carry (preferred)
(2) Interoffice mail (back-up)
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SECTION 4
USP&FO Budget Officer/Commercial Accounts Process

1. GOR completes and returns TL to Program Manager (Step U2):

a. GOR signs TL block 11a & 11b
b. GOR sends signed copy of TL to Program Manager

2. Procedure for Billings/Reimbursement Review by Budget Officer (Step U1):

a. Review per internal Checklist for Billings (USPFO Budget Officer)
b. If correct SF270 sent to Commercial Accounts other wise return 270 to

                GOR who will return to Program Manager.

3. SF 270 & SF 1034 processed by Commercial Accounts (Step U3): 
(Note:. The Operating Advance that will be decremented during the last
            three (3) months of the fiscal year)

a. If no advance available process as payment
b. If some advance available process as combination of payment and decrement.

4. Commercial Accounts decrements Advance by amount of billing (Step U4)

a. If sufficient advance is available decrement by amount of billing.
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CHAPTER 4
COANG MCA Modifications Procedures

SECTION 1:
General Requirements and Flow Chart

TO BE PUBLISHED

SECTION 2
DMVA Accounting Procedure

SECTION 3
COANG Program/Resource Advisor Process

SECTION 4
USPFO Procedure
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CHAPTER 5
COANG MCA Advance Procedures

SECTION 1:
General Requirements and Flow Chart

TO BE PUBLISHED

SECTION 2
DMVA Accounting Procedure

SECTION 3
COANG Program/Resource Advisor Process

SECTION 4
USPFO Procedure
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CHAPTER 6
COANG MCA Billing Procedures

SECTION 1:
General Requirements and Flow Chart

TO BE PUBLISHED

SECTION 2
DMVA Accounting Procedure

SECTION 3
COANG Program/Resource Advisor Process

SECTION 4
USPFO Procedure

VI-1-1



 DMVA Regulation 5-1-1

VI-1-2



 DMVA Regulation 5-1-1

APPENDIX A
References:

NGR 5-1/ANGI 63-101 Grants and Cooperative Agreements 

Colorado State Fiscal Rules

Colorado Revised Statutes

Office of Management and Budget Circular No. A-87 
Cost Principles for State, Local, and Indian Tribal Governments (Cited in paras 4-3, 5-3, 
5-4) 

Office of Management and Budget Circular No. A-89 
Federal Domestic Assistance Program Information (Cited in para 3-2) 

Office of Management and Budget Circular 
A-133, Audits of States, Local Governments, and Non-Profit Organizations (Cited in para 
4-3) 

DoD Grant and Agreement Regulations DoD 3210.6R, which includes: 
32 Code of Federal Regulations (CFR) Part 25 Government-wide Debarment and 
Suspension (Nonprocurement) and Government-wide Requirements for Drug-Free 
Workplace (Grants); 32 Code of Federal Regulations (CFR) Part 28 New Restrictions on 
Lobbying; 32 Code of Federal Regulations (CFR) Part 33 which is the DOD 
implementation of OMB Circulars [Uniform Administrative Requirements for Grants and 
Cooperative Agreements to State and Local Governments (Cited in paras 1-1b, 3-2) 

DOD Directive 3210.6 
Defense Grant and Agreement Regulatory System (DGARS) (Cited in para 3-2) 

DFAS-IN Manual 37-100-XX 
The Army Management Structure (Cited in paras 11-4, 51-3) 

DoD Grants and Management Information System General Instruction Manual (Cited in 
para 3-2) 

NGB Instructions for the Completion of the Defense Assistance Award Data System 
(DAADS) Report on Cooperative Agreements (Cited in para 3-2) 

ANGR 172-1, Volll 
Budget Management (Cited in para 51-4) 

AFI 25-201 
Support Agreement Procedures (Cited in para 6-4) 

Title 31, United States Code (USC) Chapter 75 Requirements for Single Audits 

Title 32 United States Code (USC) National Guard 
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31 Code of Federal Regulations (CFR) Part 205 Rules and Procedures for Funds 
Transfers 

Office of Management and Budget circular No. A-102 
Grants and Cooperative Agreements with State and Local Governments 

Office of Management and Budget Circular A-123 Internal Control Systems 

DoD Instruction 4000.19 
Interservice and Intragovernmental Support 
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