RA PROGRAM PURCHASE ORDER INSTRUCTIONS
1) Rich Alvidrez of the JPL Education Office  will send SM completed Research Apprenticeship Template indicating period of performance, student name, faculty sponsor name, JPL mentor name, number of student hours, Requisition amount, etc…

2) Once Requisition is entered into the system, confirm PR is set-up as non-goods and verify Exp Type/Ex Org is PO-NonProfessional not PS-NonProfessional, auto create Purchase Order. 

3) Use POP and Ceiling Price verbiage in the PO header:
PO HEADER SAMPLE:
THE PERIOD OF PERFORMANCE AUTHORIZED BY THIS PURCHASE ORDER, AS IT PERTAINS BELOW, IS FROM JUNE 15, 2009 TO OCTOBER 2, 2009. 

THE SUBCONTRACTOR SHALL NOT CONTINUE TO PROVIDE SERVICES BEYOND OCTOBER 2, 2009, EXCEPT AS AUTHORIZED BY SUPPLEMENTAL AGREEMENT TO THIS ORDER OR ISSUANCE OF A NEW ORDER.
CEILING PRICE: $4,378

THE CEILING PRICE OF $4,378, AS IT PERTAINS TO ITEM 1 IMMEDIATELY BELOW, IS THE CEILING PRICE AS REFERENCED IN SECTION IV OF THE SCHEDULE, ADDITIONAL GENERAL PROVISION "CEILING PRICE - LIMITATION OF INSTITUTE'S OBLIGATION", R 9/04. 
4) Change Oracle Promise Date to POP end-date.

5) Make sure “bill to” field indicates “JPL-Accounts Payable” NOT “JPL-Contract Audit”.

6) PO Terms are Net 30, and Freight, Carrier and FOB are Not Applicable.
7) Incorporate detail from RA Template (specific to each school) as an attachment to the PO line as follows:
SAMPLE:
Student rate is $8.25/hr plus 26% predetermined indirect rate and 12% fringe rate (based on actuals). Student hours must not exceed 20 hrs/wk during school session or 30 hrs/wk during break.

PLEASE NOTE, TOTAL STUDENT HOURS MUST NOT EXCEED 420 HOURS; STUDENT MUST PROVIDE A SUMMARY OF FINDINGS ON OR BEFORE SUBCONTRACT END-DATE.
8) Attach PO - Fixed Price Non-R&D Subcontract terms not Base T&C’s.

9) Include Ceiling AGP and Access to Sensitive Information AGPs to the terms, as follows:

IV.   ADDITIONAL GENERAL PROVISIONS

THE FOLLOWING ADDITIONAL GENERAL PROVISIONS (APGs) ARE INCORPORATED INTO AND MADE A MATERIAL PART OF THIS SUBCONTRACT:

"CEILING PRICE - LIMITATION OF INSTITUTE'S OBLIGATION" R 9/04

"ACCESS TO SENSITIVE INFORMATION" R 11/08

ADDITIONAL GENERAL PROVISIONS CAN BE VIEWED AND/OR DOWNLOADED BY VISITING JPL'S WEBSITE AT: "http://acquisition.jpl.nasa.gov/e2000.htm".
NOTE:

PO and procurement summary samples for orders can be found on the O share drive under O:\Share\269 University_Subcontracts_CREI\Cloud RA Program Orders\Research Apprenticeship Orders. PO’s are saved as PDF files.
WHEN SENDING PO’S TO THE SCHOOLS, ALWAYS CC RICH ALVIDREZ, STUDENT,  JPL MENTOR, AND BAM LISTED ON RA TEMPLATE. THE BAM WILL NEED TO ENTER THE E2190 – AFFILIATE ACCESS REQUEST FORM IN WHICH THE SM REVIEWS AND CONFIRMS THROUGHT THE SYSTEM.
