ASC & NFC Obligations for Printing

These instructions are for submitting paperwork to ASC (Albuquerque Service Center) to set up an MO#  for printing AND instructions for notifying NFC (National Finance Center) for payments.
Included here are:

· step-by-step instructions to get you through the process

· budget form FS 6500-224
· transmittal letter for NFC (example)
Step #1 – ASC Process to Obligate $$

1. Contact the Publishing Services staff and obtain a completed SF-1 for printing. The staff will provide you with a printing cost estimate. Remember, this is only an estimate, as all jobs are subject to a bidding process through GPO.
2. Complete budget form FS 6500-224. To obligate, fax the completed form and a copy of the SF-1 you received from Publishing Services to: ASC Budget Execution at 1-800-879-1764.
3. Forward your MO# to Publishing Services. Publishing Services will write your MO# on the SF-1 and submit it with the publication that is sent to GPO for printing. (NOTE: GPO will reject the job if the MO# is not submitted with the package.)
NOTE:

· You MUST submit your IPAC obligations with one unit and one job code per obligation

· Keep copies for your records

Step #2 – NFC Process to Pay Bill

1. Notify Brenda Jefferson at NFC of your obligation.

· Fax her a copy of the SF-1 with MO# and your contact information (your name, agency, and phone number where you can be reached). An example of NFC transmittal letter is provided.

NFC (Brenda Jefferson)   phone #:  (504) 426-5093

FAX #:  (504) 426-9735
· Keep copies for your records

Monitor your obligation in PCMS.

Print Jobs Less Than $2,500
If the printing cost estimate is less than $2,500, you have the option to pay using your credit card. 

· Publishing Services will notify you of the dollar amount and the GPO contact person to whom you will give your credit card number.

Publishing Services contacts:
-Connie Lemos (970) 498-1397
-Nancy Chadwick (801) 625-5218

	
	 

	Date:
	 February 19, 2007

	
	


National Finance Center

PO Box 60000

New Orleans, LA  70160

Attn:  Brenda Jefferson (comm.: 504-426-5093; fax: 504-426-9735)

Enclosed are GPO orders including MO documentation that have been put into FFIS.

If you have questions, please call me at _______________(your phone #).

Sincerely,

Your name
Title

Office

Agency
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