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Purpose of this Guide:  The purpose of this guide is to provide supplemental guidance to CMO personnel responsible for Contract Receipt and Review (CRR).  This supplemental guidance is not intended to cover all aspects of CRR, but provides advice on selected subjects and issues.

Relationship to the CRR Chapter: The policy on CRR is contained in the DCMAD 1, Chapter 18.  This guide is not intended to be a restatement of policy, nor is it supplemental policy.  Rather this guide provides guidance and advice intended to facilitate implementation of the CRR policy contained in the CRR Chapter.   

CMO Planning: CMO planning is essential in order to establish an efficient and effective CRR process.  It is the responsibility of each Contract Management Office (CMO) to establish local procedures (i.e., SOPs) and Electronic Document Workflows (EDW) for CRR.  The EDW system will be used to distribute new contracts and modifications to appropriate personnel.  The Contract Receipt and Review (CRR) eTool can be used to identify new contracts in MOCAS and will search for newly established contracts in MOCAS, generate a prioritized listing of these contracts, and identify special contract requirements that may warrant a post award conference.  The tool will allow the functional specialist to document the decision to hold a post award conference, either limited or detailed, and create an exportable document for filing in EDW.  
Supplemental Advice and Guidance:

a. Individual Responsibility for Reviews:  The purpose of the initial requirements review upon contract receipt is for the CMO to identify contract requirements and help determine if a PAOC is necessary.  The CMO or Team should first determine the individual(s) responsible for conducting and completing the initial reviews of incoming contracts. If a team does not have an identified functional specialist, the person delegated that responsibility may        perform the initial contract review.  The CRR eTool can be used to assist in this step.      

b. Data Integrity Reviews:  The data integrity review consists of verifying the appropriate special provisions, clauses, remarks and contract data against the MOCAS/SICM database.  This can be accomplished by using the database on-line inquiry (MOCAS), use of the CRR eTool, or system generated report (contract abstracts – New/Mod/Chg).   The abstracts can be obtained in Reveal by pulling the UNMD040A report at http://reveal-e.dcmde.dcma.mil or http://reveal-w.dcmdw.dcma.mil.  

The following checklist is an example of the data that should be verified during a data integrity review.   Use is optional and CMOs may decide to establish their own checklists. 

	
	
	
	
	

	  VERIFY CONTRACT AGAINST DATABASE FOR THE FOLLOWING AREAS: 

	
	
	
	
	

	
	         Data Requirements:
	 
	
	

	
	
	
	
	

	 
	Contractor Name
	
	 
	Quantity Variance

	 
	Contractor Address
	
	 
	Final Delivery (MM/DD/YY)

	 
	CAGE Code
	
	 
	I/A Point

	 
	Criticality Designator
	
	 
	Ship To/Mark For

	 
	CLINS/ELINS
	
	 
	MILSTRIP

	 
	NSN
	
	 
	DD250 Requirements

	 
	Noun, Description
	
	 
	Fast Pay

	 
	Unit Of Measure
	
	 
	DPAS (DO/DX)

	 
	Total On Order
	
	 
	Warranty

	 
	Option Quantity
	
	 
	First Article

	 
	FMS
	
	 
	ACAT

	 
	Reimbursable
	
	 
	Admin. Office

	 
	Payment Office
	
	 
	Remit To Address

	 
	Verify Accounting Data
	
	
	

	
	
	
	
	

	
	Payment Method
	
	
	

	
	
	
	
	

	 
	Progress Payments
	
	
	

	 
	Advance Payments
	
	
	

	 
	Performance Based Payments
	
	
	

	 
	Public Vouchers
	
	
	


c. Documenting Reviews of Incoming Contracts:  There are no mandatory documentation requirements for contract reviews or Post Award Orientation Determinations but two optional formats are available for documenting the requirements review (the Modification Index and the CRR PAO Limited (Requirements review).  While the ACO should still review each new contract and make a determination regarding the need for a post award conference, there in no longer a requirement to document this decision.  
d. Criteria for CMO Post Award Orientation Determination (PAOD):
Examples of when a Post Award Orientation may be required (not all-inclusive):
1.  New contractor

2.  Award over negative preaward

3.  Complex technical requirements

4.  Urgent delivery

5. Type of Contract

6.  Value of Contract

7.  Contract Clauses (Progress payment, Liquidated Damages, Safety, etc)

8.  Major or complex subcontracts

9.  History of poor performance

10. SBA, Section 8(a) contractor

11. Provisioning

12. Facility contract 

13. M&O Contract

14. Government Furnished Property

Examples of when a Post Award Orientation may not be required (not all-inclusive):

1.  Experienced contractor

2.  No problem anticipated

3.  Low dollar value

4.  Short delivery time

5.  No special requirements

6.  Satisfactory performance on other similar contracts

7.  Post Award conference conducted recently 

          e. Acknowledgement Letters:

Acknowledgement letters are no longer required to be issued by CMOs where Delivery Schedule Manager (DSM) is operational and in use.   The Contract Management Team (CMT) Locator will be the vehicle used to identify the DCMA team members to the buying commands.  

f. The Contract Management Team (CMT) Locator:
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1. You may chose one of the following to search for a CMT or Contract:
· Contract Number 

· CAGE 

· CMO DoDAAC and Role

2. Click the Search button; the list of CMT members is displayed. If you would like to clear the values and re-enter data, click the Clear button.

Where Alerts is not yet operational, the designated functional team member should prepare an acknowledgement letter to the buying command.  No letter is required in situations where the CMO deals with a single contractor.  A copy of the acknowledgement letter should be kept in the official contract file.
g. Maintaining Conformed Copy of Contract in EDW:

CAs/ACOs and others responsible for contracts with numerous modifications can have difficulty keeping track of current contract requirements. Historically, many have overcome this problem by keeping a conformed hard copy of the contract that is continually marked-up and cut & pasted to always reflect current contract requirements.  Having this conformed copy of the contract can make it easier for the CA/ACO to keep up on current contract requirements.
h. Monitoring Special Contract Clauses - Section H

CMOs need to pay greater attention to the management and monitoring of special contract clauses, usually found in Section H of the contract.  Inadequate monitoring of special contract clauses can cost the Government millions of dollars.  This may impact contract performance and funds owed the Government.

Techniques that may be helpful in monitoring Section H clauses can also be annotated in the Outlook calendar as a recurring event.  The ACO, or anyone designated, will then get a notification in their email that a review of the contract is due. 

 i. Criteria For CAR Part A – Assignment:

CAR Part assignments:  On initial input into the system, a contract is automatically assigned to Part -A or -B depending upon the (a) dollar value, (b) R9 Coded Remarks, (c) special Contract Provisions related to payment, and (d) special Contract Provisions related to proper contract administration.

a. Dollar Value:  all contracts (or Orders) valued at $100,000.00 or more will automatically be assigned to Part -A.  Contracts valued at less than $100,000.00 that are Firm Fixed Price (code 1-J) will be assigned to Part -A only if one or more of the following additional conditions are met. (Not all-inclusive):

(1)  The Contract has been assigned Production Surveillance Category 1.

(2) The Contract has been assigned for Property Administration (i.e. PA code present).

(3) The Contractor has been assigned a Small Disadvantaged Business code A (formerly Code N).

(4) The Contract is classified.

(5) The Contract has been received for Support Administration, and the ACO function is required (i.e., Functional Limitation Code 6).
(6) The contract is identified as an ODO (R9 Code 54)
b. R9 Codes, Standard ACO Coded Remarks, and clarifying explanations.                

           (Not all-inclusive):

(1)    R9 Code 01: NON - DoD REIMBURSEMENT CONTRACTS

(2)    R9 Code 02: PATENT RIGHTS REPORT

(3)    R9 Code 03: SPECIAL TOOLING REPORT DUE

(4)    R9 Code 04: SPARES PROVISIONS

(5)    R9 Code 06: UNPRICED ORDER

(6)    R9 Code 08: DEMILTARIZATION CLAUSE REQ. FOR FINAL PAYMENT

(7)    R9 Code 09: TERMINATED FOR D OR C

(8)    R9 Code 17: PRODUCTION PROGRESS REPORT DD 375 DUE FROM 

                             CONTRACTOR

(9)    R9 Code 22: TRANSPORTATION OF SUPPLIES BY SEA

(10) R9 Code 23: NOTICE OF AWARDS - HARD COPY REQUIRED

(11) R9 Code 27: SMALL BUSINESS ADMINISTRATION (8(a) PROGRAM)

                               CONTRACT

(12) R9 Code 42: NEGATIVE PREAWARD SURVEY

(13) R9 Code 52: DD FORM 250 NOT REUIRED EXCEPT FAST PAY

(14) R9 Code 54: PRIME ADMINISTRATION (LESS PAYMENT) OTHER

                               DISBURSING OFFICES

(15) R9 Code 56: MANUAL CLOSEOUT BY ACO

(16) R9 Code 60: RGTS DATA / SFTWR 52.227-7013

(17) R9 Code 61: RESTRV MK DATA 52.227-7018

(18) R9 Code 62: RESTRV SFTWR 52.227-7019

(19) R9 Code 63: RESTRICTIVE MARKING REVIEWED BY ENGINEERING
(20) R9 Code 70: DLA ODO
       c. Special Contract Provisions:

(1) SCP Code A:  The contract contains a Liquidated Damages Clause.

(2) SCP Code C:  The contract contains Progress Payment Provisions/BOA 

                               Orders under $100,000.00 will be in Part B until the first 

                               Progress Payment is paid.

(3) SCP Code F:  A First Article/Pre-production Sample is required.

 d. Kind & Type of Contract other than 1-J.

(Source:  Appendix A-1, Trusted Agency Procedural Guide, 1998)

    j.  Check MOCAS before writing a modification in the MDO eTool: 

Before writing a modification in MDO, you must verify that the contract is actually in MOCAS.  Sometimes a contract will be seen on line but a hard copy has not been received by DFAS so the contract is in a backlog status awaiting hard copy.  

Per the Standard Operating Procedures (SOP) for Trusted Agents, paragraph 5.e, in the Trusted Agency Procedural Guide, 1998, "No correction/actions will be made to MILSCAP transmissions until receipt of the hard copy document at DFAS.  This includes even minor changes, i.e.: Production Surveillance (category) 1or 2."

To verify that a contract is in MOCAS:

- Log onto MOCAS

- Go to YCU2

- Go to "8" (MOCAS Inventory Update - CT8000)

- Go to "4" (Document Inventory Inquiry - CT8040)

Look for HC-REC-IND: (hard copy receipt indicator) if 1, 2 or 3 then awaiting Hard Copy.  Do not try to create a modification in MDO because the mod will reject because the contract is not in MOCAS.

[PLEASE NOTE:  DO NOT relieve the hard copy tracking for the contract without making sure a hard copy of the contract has been received by DFAS.]

 k. Verify ACO Mod Data Integrity:

- MOCAS: The on-line MOCAS system or REVEAL reports will be used to verify that MOCAS was correctly updated with the all the ACO modification information the next day after the nightly batch cycle.

- Reports for ACO Mods include:

UNMA030G - Accepted ACO Modifications

UNMA010G - Rejected ACO Modifications

- Verify that all the applicable changes on the mod are reflected in MOCAS but remember, some changes do not update MOCAS.  Examples include changes made to special provisions, liquidation rates or changes identified in the free text.  See the MDO User’s Manual for more detail regarding this area.
l. Hard Copy Tracking:

- Pen and Ink changes are not allowed. Any Changes to a modification must be done by initiating another modification.  

- The hard copy of the mod and the mod that is on EDA must be the same.   Discrepancies must be resolved by issuing a new modification. 

m. Relieving Hard Copy Tracking For MDO Modifications:

-  A time-saving MOCAS enhancement for DCMA was installed in March 2003. This enhancement will automatically perform hard copy tracking relief for successfully transmitted EDI or MILSCAP ODO contracts, PCO modifications on ODO contracts or on ACO issued modifications. In addition to automating the hard copy tracking relief process, this should also preclude loss of ODO contracts via the MOCAS 60 day purge program. 
-  The new enhancement will work as follows:

The first nightly cycle after installation will result in release of any of the above mentioned documents from the UNMC700e with an "aging date" greater than 000 days and a HC Indicator of "2". The auto-relieved documents will then follow the normal MOCAS flow. Specifically, the HC Indicator on the MOCAS Document Inventory Record will change to a "4" (meaning HC tracking relieved) for one day and that cycle date will be contained in the HC Receipt Date (view under YCU2, Function 8, then Function 4). The next nightly cycle will result in the "4" changing to a "blank".

-  Thereafter as new EDI/MILSCAP documents accept into MOCAS and process, they will reflect an aging date of 000 on the UNMC700e and a HC Indicator of "2" on the Document Inventory Record. The "2" will remain for one day, change to a "4" for one day and then become blank. 

-  The criteria used by the program to determine ODOs and ACO modifications are as follows:

a. ODO: The program reads the pay office on the Contract Data Record and if the pay office is a 9 or blank on the contract data record and a valid non-MOCAS Pay Office on the ACRN record, it is considered an ODO.  , 
b. ACO Modification: The program reads the "Issued By" DoDAAC on the Inventory Record for the HC "2" documents and if the DoDAAC is that of a DCMA CMO, the hard copy tracking is relieved. If the DoDAAC is NOT a DCMA CMO, the program does not consider the modification an ACO issued document and hard copy tracking is not relieved.

-  DFAS elected not to have MOCAS automatically relieve hard copy tracking of MOCAS paid contracts and PCO modifications against MOCAS paid contracts. Therefore, DFAS is still responsible for verifying contract data in MOCAS against the hard copy/image of the contract and manually relieving hard copy tracking. If DFAS fails to relieve HC tracking within 60 days of receipt into MOCAS, these documents will still be candidates for loss in the 60 day purge program.

-  This enhancement is applicable to EDI/MILSCAP ODOs, PCO modifications against ODO contracts and ACO modifications. It does NOT relieve the CMOs from working the UNMC700e to identify and manually process rejected EDI/MILSCAP ODOs (and applicable mods) and ACO modifications. These rejected documents will carry a HC Indicator of "3" or "1" with an RGS code of 98 (EDI) or 99 (MILSCAP).
n. Unvalidated List:

In accordance with the SOP in the Trusted Agent Procedural Guide, paragraph 5.j.; "Trusted Agents must check the unvalidated list by USER ID no less than once a week to ensure that no contracts are present.  Remember while you have a contract on the unvalidated list, no other user will be able to make corrections or write modifications against that contract.

o. MOCAS/REVEAL REPORTS for ACO Mods:

- REVEAL contains MOCAS generated reports.  The user is able to view reports on-line.  - Two reports are generated in REVEAL for modifications written in MDO.

-- UNMA030G - Accepted ACO Modifications

-- UNMA010G - Rejected ACO Modifications

UNMA030G report - Acceptable errors can appear on the UNMA030G and also on the UNMA010G.  An acceptable error is identified by ***.

- UNMA010G report shall be used to determine why a mod did not pass MOCAS validation.  A hard error is identified on the reports with a single *.  Mods with a hard error will not update MOCAS.  They will need to be researched and input by direct mod input.  
p.  Converting Various Reports to Word Documents:

There will be times when MOCAS will be off line.  During these times, you can export a report from REVEAL and save it to a WORD document to facilitate your data integrity review.


To begin:  Open up report to be extracted in REVEAL

Go to File

Select: Export

Select: Text & All (for Word)  

(Save Report As) Double Click Right Hand Box 

C:/WINNT/PROFILES/budXXXX/PERSONNAL or select the Drive that your Word or Excel documents reside.

Arrow down until you see NTWORK

File Name: In The Box, Type in the name that you want the report to read, Ex: "PPWorkld.doc".   Delete anything else in the Box.  Click on OK

Message should say, "Export in progress..." The screen now reverts back to the report in the original format as if you have just opened it.

To see your report, Go To WORD, open the file to what you have named it.

Select: File         Select: Page Setup

Select: Margins

Change Margins to the following:

Top     

0.5"

Bottom:

0.5"

Left:


0.5"

Right:


0.5"

Gutter:

0.5"

Header:

0.0"

Footer:

0.0"

Select Paper Size: Change to Landscape; Click on OK
Go To File Menu
Select: Edit

Select: All

Font: Courier New

Pitch: 9

When you are finished with any changes or you just want to save it:

Go To Save As:

Click on Use Suggested Format:

Type in File Name:

 In the Box below Select WORD DOC (The Box is the File Type), otherwise it will Save As a Text File. Conversion is completed.
q.     Global Modifications (ARZ /Mass/Transfer Modifications):

When workload realignments and other organizational changes are planned by DCMA and need to be reflected in a contract modification (i.e. mass change in pay office or mass change in administration office), DCMA CMOs are required to coordinate and distribute global modifications as follows:
· Global modifications are reviewed and approved by a Functional Information Resource Management Team (FIRM) member. 
· The ACO advises the FIRM representative of the desired output product. 

· The ACO manually distributes the modification and includes Defense Logistics Information Service in the distribution to ensure that the Commercial and Government Entity (CAGE) code file is updated as necessary. 

r. Example - EDW Workflow Flowchart
Provided is an example, (not mandatory) of an EDW workflow.


In this example, the Procurement Technician (PT) is the designated person, tasked to review 

all incoming contractual documents. This is an incoming contract with a dollar value greater than $100,000.00.  The PT will perform the 'Requirements Review' and 'Data Integrity Review' of the contract, for the purpose of making distribution to the proper specialist(s) in a timely manner.  

In the interim, each of the functional specialists are reviewing the contract for the Requirements review and completing their review by documenting the CRR Check sheet.  Upon completion by the functional specialist, the document is forwarded back to the Procurement clerk.  The intent here is to route the document back to the PT is to ensure the cycle time for contract review is met within the required timeframe.  The document is then routed to the ACO for review and Post Award Determination.

s.  List of Acronyms:

ACAT - Acquisition Category

ACO - Administrative Contracting Officer

AGO - Administrative Grants Officer

ARP - Alternate Release Procedures

BOA - Basic Ordering Agreement

CA - Contract Administrator

CAGE - Commercial & Government Entity

CAS - Contract Administration Services 
CDRL - Contract Data Requirements List

CMA - Contract Management Assistant

CMT - Contract Management Team

CMO - Contract Management Office

COC - Certificate of Conformance

CRR - Contract Receipt & Review

DAU - Defense Acquisition University

DCMA - Defense Contact Management Agency

DD Form 1716 - Contract Data Package Recommendation/Deficiency Report

DFAS - Defense Finance and Accounting Service

DI - Data Integrity Review


DIRAMS - DCMC Information Repository Automated Metrics Systems

DISA - Defense Information Service Agency

DOD - Department of Defense

DOE - Department of Energy

DPAS - Defense Priorities & Allocations Systems

EDA - Electronic Document Access

EDW - Electronic Document Workflow

EFT - Electronic Funds Transfer

ENG - Engineering

EVMS - Earned Value Management System

FMS - Foreign Military Sales

FOB - Free on Board

GFE - Government Furnished Equipment

GFM - Government Furnished Material

GFP - Government Furnished Property

I/A - Inspection / Acceptance point

IDIQ - Indefinite Delivery Indefinite Quantity

IDTC - Indefinite Delivery Type Contract

IS - Industrial Specialist

KR - Contract Requirements Review
MDO – Modifications/Delivery Order eTool

MILSTRIP - Military Standard Requisitioning & Issues Procedures

MOA - Memorandum of Agreement

MOCAS - Mechanization of Contract Administration System

NASA - National Aeronautics & Space Administration

NPI - Non-Procurement Instrument

NSN - National Stock Number

ODO - Other Disbursing Office

OT - Other Transactions

PCO - Procuring Contracting Officer

PAOD - Post Award Orientation Determination

PAOC - Post Award Orientation Conference

PI - Program Integrator

PT - Procurement Technician

PROCAS - Process Oriented Contract Administration Services

QA - Quality Assurance 

QALI - Quality Assurance Letters of Instruction

RAMP - Risk Assessment & Management Program

SCA - Support Contract Administration

SICM - System Integrated Contract Management

SIS - Supplier Information Service

SOP - Standard Operating Procedure

SOW - Statement of Work

TAMS - Terminated Automated Management System

TIA - Technology Investment Agreement

---------------------------------------------------------------------------------------------------------------------------
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appropriate Functional Specialist may document review or use other method to indicate review was completed.
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