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Intra District Agreements 

 
At least two agencies are involved in an intra-District (ID) transaction--the Buyer Agency and the 

Seller Agency. If either of the parties is not a District agency, the relationship is NOT an intra- 

District relationship. 

 
Other requirements that must be met in order to use the ID process are: (1) both parties must record 

their business events in the District’s System of Record (SOAR), and (2) both parties must use the 

District's pooled cash. The Seller Agency must account for all intra-District transactions in a detail 

agency fund that is classified as Appropriated Fund 0700. 

 
Policies: Intra-District budget authority will not be provided during the budget formulation process 

unless agencies provide a signed Memorandum of Understanding (MOU) or a signed provisional letter 

of intent. This requirement is non-negotiable. 

 
Agencies requesting intra-District budget authority must submit either: 

 
1. A copy of the relevant signed intra-District MOU with the following information: 

 

a. Duration of the project(s); 

b. Service(s) provided; 

c. Cost of Service(s); and 

d. SOAR project code/phase. 

 
Alternatively, if the MOU is not available, then a provisional letter of intent is required. This 

letter, signed by both agency directors, must indicate the amount of the proposed FY 2019 intra-

District and the service(s) that will be rendered. 
 

Procedure: Below are instructions for both buyer and seller agencies creating new intra-District 

agreements: 

 

Buyer Agency 

 

1. Enters into an intra-District agreement with Seller agency through a MOU or Provisional 

Letter of Intent and obtains appropriate signature from the agency Director; 

 

2. If intra-District agreement is based on a sub-grant, attach a copy of the signed sub-grant 

agreement with MOU or Provisional Letter of Intent; 

 

3. Forwards MOU or Provisional Letter of Intent, with signed sub-grant agreement (if 

applicable), to the Seller agency for appropriate signature from the agency director; and 
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4. Completes the following fields in BFA: 

a. Buyer Agency; 

b. Seller Agency; 

c. MOU Description; 

d. Amount; and 

e. Intra-District Type (available on drop down menu). 
 

Seller Agency 
 

1. Obtains a MOU or Provisional Letter of Intent, with signed sub-grant agreement (if 

applicable), with appropriate signatures from both agency directors from the Buyer agency; 

 

2. Submit MOU with provisional Letter of Intent, with signed sub-grant agreement (if 

applicable), with your agency’s budget submission via BFA; and 

 

3. Completes the following fields in BFA: 

a. Buyer Agency; 

b. Seller Agency; 

c. MOU Description; 

d. Amount; 

e. Intra-District Type (available on drop down menu); and 

f. FTEs (must be captured in the Seller’s budget, not the Buyer’s). 

 


