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ABSTRACT

The Supply Depariment of the Naval Postgraduate School is a
relatively small department of the school; however, through
its material acquisition function, it provides an extremely
valuable service to *the command in <he form of material and
logistic support. There are sevaral functional areas that
pravide support *o the material acquisition process. Tha

purpose of this =thesis 13 *o 2xaminz -hess functioral Aar=a

7]

ut

for possible utiilization of a computer-based managementc
informa*ion sys*tenm which wouwld Zimprove <he effactiveness o
those prccesses performed within each functionai area. The
+hesi will describe <thz support functions as <*hey ar
presently performed and ceview any in%ernal or exterual
influences on “*hese functions, £5llowed by a proposed
computer-based irformation sys%em, its accompanying data-
base, and a protctype sysian.
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I. LNTRODUCTION

The Supply Department of *he Naval Postgraduate School
is a relatively small depar +tment of the school; however, it
is representative in size of many small activit supply
departments. It has an allowance of +wenty-one military
personnel and a ceiling of +4wenty-saven civilians (ircluding
four temporary dDersonnel} with wiich <o 2=rfera <he 2rimarv
functiorns noraally perfozmad by a suoply departaes<c. Figire

1.1 depicts the crganizational s+%ructure which proviles 21d

supports +hese functions. GOnlike aos*« small activity sudply
dzpartment*s, hcwever, thke2 Supoly Deparzaen=, Raval
Postgradyate Scheol is unique in th2 distzibution of i=s

resources due +o the relative impor
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functions to the overall mission of th
Any suvooly depar*men~ will telv &k
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of the command. In most cases zThz maj
actions result ir the acquisition of szandard s+ock
through +he federal supply systsm whether it be Yaval,
pinistration.
£ *he Naval
o>n, the vast

Department of Defense, o- General Sarvices 3

O

Due to the unigueress of the 1nission
Postgraduate Schcol, *ha* >f academiz ins=c-uczi
majority of acquisition actions results in +<k2 procuremeant
of non-standard stock material and/or services.
Non-standard stock is that matarial or service which is not
available or cannot be acjyuired through ary of *he €federal
supply systems. An examinaticn of supply depar<ment records
indicates that the normal distribution 9of acguisition
actions between standard and non-sztandard stock is about 20%
and 80% respectively. The point t5 be understood here is

not so much this lopsided 1istributisn between two different
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types of acquisition actions, althoughr the relevance of i+
will appear throughout this thesis, but *he relevant impor-
+tance placed upc¢n material acquisition a%t this command.
Perhaps the most convincing evidence of i¢ts impor*tance is
the amount of personnel rasources ievsted to its accomplish-~
ment. Of the forty-eight versonnel coamplement authorized
for the Supply Department six ace ditec+ly involveé in <“he
actual acquisiticn of mata2rial o:- services and twen*y-six
are indirectly involved in »providinj suppor* functicns such
2s technical =2di: and rceviaw, 343743 g§aln-sEnatnce and
Znlilcwup, a ceadv suppiy store
processinge. Sixty-s 3
Supply Depactment are eizhar directly >r iajizscily involve:d
in +the material acgqg 3 h
tresis is %o examine tha u*ilizazid a
management Informazicn sys%em tc ail *he Suopoly Depdartaent
in *he pecformance cf *ho

t¢ the material acguisi=zisn prdcess.

The +thesis will describe the si1ppoce func<ians  as they
are presently pverforaei and zeview 2nyv In<e-azl o =ex=eCnaal

2
inf luences on these £

5

e fu € 3
computer based managemen+« informatinsn sysizmw and i+s accom-

pany:ng database.
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IX. PRESENT SYSTEN DESCRIPTION

Before presenting a computer basad management informa-
tion system that will supparct ~he ne2ds of management, it is
appropriate to describe *h2 prezsernt syszem, f.s., fuactions
performed, files maintaiaad, and flow of informa<icp within

+he systen. Fiqure 1.1 depictzd the organizational s+t-uc-
tur2 of the suprly depar<aent. Thz branches <“hat will be
focused upon throuqhou+ +his thesis, along with +heir

raspective respceasibilizias as Jdictat=24 by the ©Naval
Postgraduate Sschecol [Ref. 1, p. 56-53], are zs follows:

1. Issue/Receipt Control - responsible fgr <he techrical
screening cf aili -zguisitions 2and issuye Jdocuments,
prccessing tock, rz2quisitions, | ma;nta¢n-na control
files ¢I_ requisiciod Transactiorns Tocéssing of
comaercial invoiczs for paymeat, _modi v:ng ou*chasc
orders, and nainzaizing purcaass crder Tilss.

2. keceiving and sq;fping - resocon3ipls Zor. the rscelipt,
:degtlf;cat;ou,_ae,;va:ya.ana scceun+anilicy of *1nounﬂ
freigh*t, ané, <2he Idsp<lZfic2tia, _cCouzing, _packaginy,
aarking, documentaziorn, apd loadin 9f cuttouad
freigh<.

Primpary empbhbasis will be pilaced or the issue/Teceip*
control branch. The recsiving and shipping branch will be
discussed only as to its direct interface with «he functions
of issue/receipt control.

Table I despicts the <Cunctions necessary %o caccs ayt
these responsibilities 2anl *he dslega%ior of responsibility
to perfcerm these functions. Eaca >f +the functions will b=z
described below in a sufficient level of Jetail to 2llow the
reader to obtaina firm g3Jrcasp of th2 functions performed,
files maintained, decisiosas made, 2and the general flow of
information, but not in such detail as <o corfuse the realer
or attempt +to make him an expert in supply control proce-
dures. In an attempt to simplify th2 following discussion,

12




L4

PABLE I
Functional Responsihilities

EUNCTION RESPONSIBLE BRANCH

Techrical E4dit and Reviaw I/R control

Material Acquisition Eégcg?ntrol (stardard
purchase (non-standard
stock)

ggffgiugaintenance and I/R contzol

Material ID/Delivery Raceiving and Snhipping

Receipt/Invoice Processing I/R conzrol

or.ly the primary funcrions, decisions, and informa=ion rflow
Zcr recurring precesses and “rfansactions Wwill be considered.
Those, fcr rsasons exprassa hWich 3r-=s not aentioned or ar

h
teferred to only iIn pa ve no significant bearing o=
u

HIU)

this work, or are not © ently occurring natur=2. Any

3
impac* that may be involve? wiili be discussed as needzad.
Figure 2.1 depicts the a4 2 filow of information, and
dccumentation, from cne fuinction and/or prccess o another

A. TECHNICAL EDIT AND REVIEW.

The primary purpose ©of +this function 2s to insure tha-<
requisitions submitted to the Supply Department are in *he
proper format and +that C2guirsd information is wvalid. Ia
addition, each requisition is reviewad <to de%*2rmine if %he
material falls into a category of aaterial tha* requires
spacial processing.

13




DD_Form Technical Edit | Material
1348 and Review Acquisitiorn

Statys Maintenarnce Mater
and Followup Dal

Receict/Invoica y Tn 3111 P2aying
Procassing 7 astivizy

Figure 2.1 FPlowchart of Functionaal Processing.

There are twc general -ypes of cs2yuisi<icons--thess which
are fer standard stock +

Y
Fach type will follcw a par=iculiar oIocessing path through
ar Koy 3

the Supply Depar+men+t, “n2r23fore =sach <vpe will be Zdiscusse
separately as needed, Before proceeding it should bhe
pointed ou* that prior =to being =zc2ceived Dby the Supply

Department, all requisi:ions have bosen —=c2viewed by the
Comptroller Department £or financial obligation pucposes
(job e¢rder numbers are 1matched agaiast s2rial numbers %3
insure only authorized obliga*ions are permitted <£urther
processiang).
All requisitions are submitted ocn a DD Ferm 1348,
igure 2.2 is an exampl2 of a <completed DD Form 1348,
Appendix A provides a datailed =2xplanation o5f each Jdata
elament. Although the example is €£5r a non-standard stock
item, it Is sirmilar to a standard s*ock reguisi<ion with
few, minor exceptions. when rc2ceived ty the Supply

14
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stamped, <+<hen scrted by

Department, requisitions are time
standard and non-standard s tock.

t. Standard Stock

These requisitions are verified against the Navy

Mzanagement Data List (NMDL), which resides on microfiche

cards, to insure that the followiny informatiorn is ccrrect

for the material being reguested:
1. National S+cck Number (NSY)
2. Pederal Supgly Group and Class (FSC)
3. Cognizance Symbcl (CI3G)
4, Onit of Issve (U/T)
5. Price

5. Quanti+y (QTY)

if a discrepancy is discovarsed, the reguisition may
either ke «corraecta2d by issue/cec2ipt cecatrol perscnrel oo
returned +¢ *he customer deparztmen*t Zfor c¢orrection and

prepara<ion of a new reguisi+tion.

In addition, =each standard stock requisi*ion is
determine if the wmaterial being ordered fall
equir

0

reviewed to
into one of the below 1listed <cat=agories which

(3]
(1]

special processing and/or approval auatherity:
1. Photographic equipmen: or suppli2as
2. Reproduction equipment
3. Piling equirment
4. Typewriters

5. Defense 1Industrial Plant Zquipment Csnter (DIPEC)

material

16
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5. Plant account property
7. Office laborsaving device eguipament

Appendix B contains a briaf explanation of each of the above
mentioned categories.

Requisitions are also reviewed to determine if the
material requested is carried by Ready Supply Stcre (RSS).
This is accoeplished by searching the RSS inventory catalog.
If the material is carried, +*he DD Form 1348 is returned +o
the customer department for subssquen®t submission %20 <the

RSS. I¥ not, the noramzl processing procedurz continuss.
The final review made is 2 verificazion of “ha acsignaert of
valid priorities o sach raquisition. pproval 1s required

A
for all non-routire priority requisitiorns.

2. Nca-Standard Stock

Non-standard material/servic: reques*s are similarly
checked Zor valid and zcomplietz information, Requests are
also reviewed <c¢ d2*erajn2 i taey £all inmc one 9% <he
spacial categocties of ma*xsr-ial requizing special processing
and if valid oriorities 2ave de2n assignzd. In addi<ion,
each request must be reviawed fcor possibl cross reference
to a nazional stcck rumber.

For items wi+h par< pumbers provided, a <zceview of
the Master Cross Referencs List (MRCL) is perfasrmed. Like
the NMDL, the MRCL resid=ss cn aicrof S If a ma<ch
is made, the stock numbzr is veri st +he NMDL to
ck number, *he
n

t for prepara-

a
determine i“s validi+y. If ix is 3 good s
request s Te+turnel %o ta2 custon lepa

I

& 2
tison of a standarzd stock T2 gquisition, f a cross refsrence
is not made or if a stock nuaber p s ertroneous based on
the NMDL review, *the requisi%ion proceeds through the normal

path.

17




For items without part numbars (primarily consuma-
blas), a review of the foallowing publications is made for
possible crcess reference to a national stock number:

1., afloat Shoprping Guids
2. Pederal Supply Schedules

3. General ssrvices Administration Catalcgs

Once a match is >r is 10>t made, *the same proceduras thae
were follows=d for paczt nanabazzd L-<szas azs Scllcwsd in this
case.

Not all i*ems 1ira revieweld- an’y “hose which +ha
revievwer feels are prim2 candidates for «c¢ross referzrncing
based or intuitive and sub jective reasoning. Upcn compie-
tion of all <checks and raviaws, non-standardi stock
requisi+ions are forvardeid +o <he p

appropriate cooy placei in +he outs=zanding purchase ordar

th

[

=

-
-

B. MATERIAL ACQUISITION

Al4keugh not an area bain coasidered in <his <=hesis,
material acquisi+ion 3is azn+tiponed at +his point simply to
show its logical position In the procedural f£flow of papec-
work and information in the lifscycla of a eguisition,
Onze a standar? stock rejuisi+ion has comple:ed all cavisws,
it is kevpunched for traasmittal via “he Autddin network.
The appropriate copies ares *hen placed in +thks suts<ardiag
requisition f£ile, others ar2 forwarded to the receiving and
shipping branch *o awai* receipt of the nmaterial, and
finally, if so required, requisition copies and o+ther docu-
mentation are placed in th2 appropriite files desigrated for

material requiring special processing.

18




For a complete description of these and other gesnerally nused
material acquisition procassing files and their purpose, see
Appendix C.

Non-standard stock material/service requisitions ars
passed to the purchase branch for appropriate procurement
action froa commercial scarces. The specific procurement
actions taken are very complex and vi*tal +o the commard but
not a subject of this thesie, Note that once a requisition
is identified for commercial procursamen<t i+ loses its iden-
tity by documen* numrkter and can only pe referzrced by izs
newly assigned purchase orizr rumbar. The celevance of this
point will be discussel in <*<he s%a+us maintenance a
followup section. Oaca =all procuremant actions are
complete, the necessarv documerntation Is forwarded <o ths
receivinrg and shipping brarch ani issue/raczion+ cont:ool
accordingly.

C. STATUS MAINTENANCE AND FOLLOWUP

S+tatus for s*andaré s:tock rceguisitions 13 rzceivazd €ronm
stock points in two general forma<s, message or card. danv

varietiss of status may be =cespecrt=d, <some oI which nay
require action +*o be taken and othars which do =:ot. As
status Is received it ted upon, if required, by issue/
receipt personnel and appendad to *h=2 DD Porm 1348 residing
in *he ou*ts*tanding requi n £fila 3long with any commentzs
on the action taken.

Since non-standard matsrizl is procured from commercial
sources as praviously idiscusse d, “here rormally 1is no
vendor-generated status associa<ed with an acjuisition of
this type.

Followup is normally performed when scme expected evens
has not occured, such as:

1. No status received within a *ertain time pericd after
submission of the requirement
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No sta*us received within a certair tinme

last receipt of status.

2. period from

3. Expected delivery dace has elapsed.

and non-standard
First,
requisition and

In both <the case of standard

initiated by one

stock,

by
open

followup is of two methods.

periodic purging of the >utstanding
In +this

status cards for standard stock iteams,

purchase files. situation a review 1is made of

and expected delivery
with

This

dates of non-standard itenms any necessary <£ollowuo

action Initiated as requirad. s a very ineffecient,

time consuming methcd which is why 1% i3 not performed as
often as i+ shculd be, given othzr constraints such as
personnel shortages.

A second form of £followup ini*iation is ini+tia<=zd DHv

status irformaticn queries from the customer. For szardacd

stock material *he customer will ©provide th=

rsspective
s

documen*t nuamber. Tha ou*s+andiny requisitisn i
a h

located in *he outstandiny

reguisition file

sta*us cards

ar=s

In
cus

status information queries <£for nen-svandard

+he

earli=r,

stock,
the
number.

“omer will proviis re2spective purchase crdsr

As was roin*ed out a requisizion loses i+s

identity by document number once it has been contrac+24 ou+

reference <o nusS+ be
with *he

raviewed and aper

*0 commercial souwrces, ani further

-

by purchase order number. Ar med orderz

+the file may be

purchase

number, locaced, cpriata

action may be taken., Howaver, in practice2, *he custoamer may

not have +he purchase orizr number (for whataver reason).

In this situation, armed s5lely with the document

H
ils

number, an

exhaustive manual search undertaken. The searcher must

scan through a number of 1logs and £files in an a“tempt to
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=055 reference these two idertifyiny numbers. The attempt
is routinely successful but obviously consumes a great deal
of time.

One other type of followup is performed by issue/receipt
control personnel specifically for noan~standard stock requi-
sitions. 1It, toc, is extramely tim2 consuming, inefficient,
and burdensome, vendors, on many >ccasions, will call to
inquire about payment on invoices <they had submitted somz
time ir the past anrd hava net racaived paynrent. Alzhough
‘ssue/raceint contse personnel arfe not Tasponsibls for or
avare of the status of aa invoice once it has been fozwarded
for pavament, ¢+hey can and do advise “he vendor as to the
da*e the respec*ive invoices verz forwarded for rayment
{Prccessing invcices £for vpayment i Jiscussed below).
Nermally, this wculd pressnt no problems. However, usually
ths vendor does not possass ¢r 1s no% aware o9f the appro-
pria%e purchase crder nuaber which Is reguized ~o determine
+2is infermation. Armed wish only an involce npumber and ths
vendéer's nans, isguesraczipt contral persconnel  amus<e agaia
conduct a3 Zaboricus S&arsh <hroeay 3
files to cross Isfarence %this Invoics 1
priare purchase crier number so that the specific
be pulled and reviewed =5 determine “he Information rneces-
sary to ra2spond to *he vendor's guerv. Regardless of the
met hod used <o initiate ol lowup, or *“he actica *aken, 111

results are anno*ated and/or Ziled.

D. HATERIAL ID/CELIVERY

As previously indica%2d, copiss of the necessary docu-
gentation for all ircoming material are forwarded to the
receiving and shipping branch whare they are kapt on fila
awaiting receipt of *he material. There are two files main-
tained, one for each *type o9f rsquisition, i.e., standaréd and
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non-standard stock. The standard stock requisitiorn file is
maintained in julian date, serial number order, The non-
standard stcck requisition file is maintained by purchase
order number. As material is received, the rasceipt papers,
or packing slips in the case of commercial procurements, are
pulled and matched +to th2 filed documenta*ion to determine
which customer department +o d2liver +the material ¢to.
Occasionally, material #will be received frcm a commercial
scurce with no identifying purchase order number to permit 3
masch with *he filed docum2n*ation. This situazion prscipli-
tates a call to issue/rac2ipt control personnel which hegins
arother exhaustive searcha effort thcough numercus £ilas,
lcgs and other dccumentation in an at*emp* to determine tha
corresponding puzchase orlisr number. Once all documentaticn
has been gathered together, the matzrizl is d2liverad +to =h>2
appropriate customer department, signed for, and all docu-

mentation is forwarded tc the issue/r=acein®t ccn*rol branche.

E. RECEIPT/INVOICE PROCESSING

H

—

2Ce

D
n
n
'j

The function of receipt/invoics » ing is the £ina

step ir the life cycle 2f a resquisition. However, th

]

results of procedures <£o5llowed durirg +he processing may
lead to delays in complaticn of <+he cyc Examples of
these delays and their causes will be presen<ed during th2
discussion. The processing of requisitions for close-cut is
different for standard and non-standard stock, and *here-
fore, each will re discussed separa<zly.

All receipt papers and invoices ar received in the
Issue/Receipt Control mail room wherz they are time stamped
and then sorted by coniract “ype £or distribution +to zhe

appropriate control personnel.
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During the sorting of receirpt

determine if any material that

the special categories (Photographic equipmernt,

has
appropriate perscnnel

cated eacrlier been received.

ars notified so that

papers, <they are reviewed to
initially fell into one of
etc.) indi-

If so, “hen the

requized action

may be taken based on present guidelines.

1. gStandard stock
The document that enters th system at this poin=
and causes the start of ths cer+tification prccess Iz 4he DD
Form 1348-1 These documents are recsived <£tfcm the
receiving acd shipping warehouse on a daily basis.
Documents are sorted and distributed *o apprecpriate
per scnnel. The DD Form 1348-1 is acccmpanied by tka

original requisiticn (w
the warehouse).
ture of the individual ¢

+ha

[1}]
Q
mn
b
<
ya
&
(Vo)
r

date r3ceived, mazteria

sue/receipt
+kat trhe material receivs
ordered and in the quan<titcy
cates that it is a partial shipment,
o annotated as such and placa
files to

discrepancies exist that aze d2teral

sitior await tna
bility of the issuing act
damaged/incorrect material, then
the
received
will
and

notified to set asida

instructions from

then

are

Control personnel
(ROD)

E The requisit*ion is annotated and
The last

parcticuilar

l Discrepancy"

as reguired. step is

regardirg a
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The rec2irct documant

orderzi.

back ia the outstandiang
complatad

ity such as a
th2
material
~he

prepare a
sutmit it ¢> tte

v ransac+<.on

izh had praviously been forwarded to

will bear the signa-

as well as

the Tequisiti will b=

shipmen:.
213 responsi-
shorted shipmnenz or
customer iepartment is

un+il disposition

issuing ac<ivity.
“Report of

issuing activity.

all documenzation is filed

file
into

o all

the

paperwork
Conplated




Requisition file, unless of -ourse iv was a partial ship-
ment, in which case the documentation will remairn irn the

outstanding file.

2. Nop-Standard stack

Bacause of the variety of ways a non~-standard item
may be acquired and because of th2 1l=2gal aspects of bill
paying, the processing 9°f +this type of +raasaction is
somewha* more diversifiesd, conpl
cri+icai *o the command.

resylt cf the "Prompt Payment aAct" Wi
The following discussion will bpe divid24 by <«he type oI
n (EPA),

nd O<=her.

m

acquisition action, 3iinke+ curchase Agre=n

n

Civilian Universities, Yaintenancz/Rental,
Regardless of the contract type, “he receipt/invoics pIocsass
ncrmally involves three s2parate phases as foliows:

1. Pile set-up

2. Recelpt p-ocessirg

3. Invoice processing
Zack of these will be d1iscussei s2parately within each
con+ract type.

a. Blanket Purchase Ajgresamsn3
A Blanket Pucchase Agra2emant  (BPA) is a asthod

of effecting small purchases from ssmmercial sources which
provides a simplified prdcedure 5% establishing "charge
accounts" with qualified sources of supply =0 2ovar antici-
pated small purchases of items of *hz same general category.
I+ eliminates the need to 1issue r2p2at=d purchase ozders by
permiting placement of dral orders against a blanke*

purchase agreemert, with inveicing accomplished on 2 monthly
basis. The initial input to the £ile set-up Dphase ig <he
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Blanket Purchase Agreement (BPA). A separate folde: is
established for each BPA. BPAs remain open until they are
retired by the ccmmand for reasons 2f non-performance or by
request of *he vendor. The next inpu*t to this phase is the
DD Form 1348 reguisition. There ar2 BPA callers (personnel
authorized <¢o place BPA calls) located in the purchas=z
branch as well as the varisus customer depar“ments, Excep*
for miner differences, <+th2 DD Form 1348 from each source is

processed similarly, tharefore +thay will no* Dbe discussed
separately but differences will Ds tighiigne=zi. T zili-ior

o the DD Form 1348 requisi%tion, 2 con-iruezion sha2- will
be attached iZ =zequirei, A continua+tion

nore than one Item is beingy r=quest2d from <he sanm
If the crder is placed by a caller in a customer idep
+her a ¥2GS rforam 4270 is provided, —«tcseplacing the ¢

tion shee*.

Some important information is =zvailable oo
czquisiticn ané is veroy uas2ful Lo fusuzs follcwuons 273 23 =2
manageaernt information tosl. Tre InZormaticn availadlie is

as follcwus:
1. BPA number
2. Caller
3. Call cumber
4. Date order rplaced
5. Vendor
6. Vendor representativs accszpting order

7. Price
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The process involved 1in this phase is very
simple. The DD Form 1348 requisition togather with any
continuation sheets are placed in <the 8PA folder. No
tangible output is producad at this s*tage other <than a BPA
folder for a particular 3PA and a particular order.

The pext phase begins with +the input of receipt*
documenta*ion frem the raca2iving and shipring warehLouse “¢
include the original ordsr-ing docuz2ni, an continuation
sheets, and the packing slip. The packing slip #will bear
*he sigrature ¢ <he custcamer dzpartamsnt repressntalive
raceiving the ma+erial, =+=he da
and ¢f course the vendors des
quantity received. Issue/cCecel
+ha material received is ident €
ard in the correc% Juan=i-zy. Any discrepancies will
normally be deal+*t with by oh wit h

o
The next phass hegins with <+he input in<o *hs

sys=em c¢f an ipvcice froa * a2 vandor. Vverndeczs are C=quiced
*0 submit izveices on a2 aon=hly basis =¢ include billing fer
all ornaterial rcovided 3daring =hat particular Icn=a.
dowever, in practice, vendors will iavoic by ordar.

e
Invoices are matched against +he original crdering document
ter

q
“o insure “hat billing i3 €cr +*he correct ma ial, in *he

o
H
[H
[¢]
(1]
L]
2]

correct gquantities and at the correct his ma+tching
may become coarplex if +hers arz2 substitute mazerials
involved, or different guantities =supolied In diiferent
units of issue. Again, any discrepancies are crtormally
settled with the vendor bv phone. Depending on %*he circuams-
tances, +he vendor will either provide correct materials
and/or prepare new invoices, cr a nodificazion to <he
ocriginal contract will De prepare by issue/ceceint

per sonnel.
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Once all documentation is in agreeaent, it
placed 3in the "Ready +t> Pay" filsa. BPA invoices ace
reguired to be paid on 2 monthly basis. RAowever since most
vendors submit invoices on a per order basis, invoices are
processed nore frequently. This process coasists of first
placing all documentation from the "Ready to Pay" file into
document number crder by BPA to =2ase performancs of the next
stap. Next, a "Summary of Accounting Data" is prepar=ad, ore

for each BPA with no more than fi lines of accounting da*a
unless a pacticular invoice covars asrs +han five lines of
accounting. In cther wozrds, an IZnvoice should not be spread
over several sumraries to meet <h2 fivas line cavea+*. zach

line represents a separats line of accounting and nust inii-
cate whether this is a par+iar. or final payment by use of
"pp" or "fp", as appropriate, in the cost coda.

Once final certifization signatures are
obtaired, the necessary documentation is distributed as
v

reguired, The flinal s*tep iavol annotating the

-

S
"Historical Record of 3PA3x" wizth zhe following elements:
1. Call number
2. amount
3. Da*e invoice forwardsd for payment

This information, along wi4h other iaforma*ticn available in
the filed dJdocumenta*ion, will b2 vear useful ir invoice
payment queries from venlis>rs, and also in regards +o %he
implementation ard enforcsment of tha Prompt Payment Act, as

well as £or general management Iaformazion and control.
b Civilian Universities

Civilian university contrac=s are issued =*o0
provide postgraduate 3ducation o ailitary oificers
EY

attending civilian instizutions. Thsse contrc




for the payment of tuition for the raspective students. The
initial input into the file set-up phase is %h2 request for
establishment of an agresmen* with a2 particular urpiversity
from the customer departmant to thes purchase branch, *the
purchase branch request for same £from Naval Supply Center
(NSC) Oaklard, and fipally the agrzzsment itself. Similar to
a BPA this negotiated agrzement remains open indefirnitely.
A separate foldar is established for sach uaiversity. Th=
next inputs to be received are the negotiated con*race
accompanied Dy the DD Form 1348 reguisition. 8oth <he
con<ract and the rCequisition repr2saat 2 sinjyle szudent,
rather *han amultipie studants. Eacnh student's contract with
a particular universis sarcies +h2 same purchase orier
cumper as 211 ctaer s+ u

1
trerefcre, 2 unigue puaoar Is assigaed ¢ each scedent ¢o
b

distinguish ain £zom all o-hezs., This inigque iden+ifica<ica
is ¢he QE number. Tach fiscal yzar a2 nev DD Fsorom 1346 anid
new ¢ rumter is assign2i =2ach s3zad=:zi, Sema  impor=tant

- % - - - - 3 - - de oy - s im ® 3 = ~ -
vailable on *n232 Jszuments +ha= will be of

1. Document number

2. University rame

3. Student name

4. Pu-chase order aumber
S. QE rumber

8. Time period covered

7. <unount obligated
At *his point a foidar is established for a
particular university which inclundes *“he abcve information

fcr every student at<erdirng. In 243i<ion, irnitial 2n+riazs
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ara made on a "Tally Shaet" whick has the purpose of keeping
track of expenditures for each s%tudent. There are no
receipts involved in this typs of contract, therefore the
next input into the system is the invoice.

Invoices are received from each university on a
periodic basis depending on whether they ar2 on 3 guarter or
semester systen. Invoicas are first sent o the custonmer
department for verifica+vion ¢f services performed since no
receint is ZiInvolved. Thz customer j=par4ment <Teturns +he
invoice after verification is completed having annovzated the
invoice with the respectiva purchasz or-der nuabzr, dJocuman«
rumber, and sianature. Upo
invoice from +he customer departusnt Issue/receipt con<rol
personnel annotate it w he ve QE numberc. A~
t