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1.  LEARNING OBJECTIVES:  

    A.  TERMINAL LEARNING OBJECTIVE: 

        (1) Given financial source documents, access to an automated system with applicable software and internet connectivity, access to an automated accounting system, and the references.  Monitor the processing of financial source documents to record accurate and timely financial data into the official accounting system per the references. (3404-FMGT-1014)


   (2) Given source documents, required accounting reports, access to an automated system, access to automated accounting system, and the references.  Monitor the processing of financial transactions to ensure the accurate and timely recording of accounting documents per the references.  (3404-FMGT-1018)

    B.  ENABLING LEARNING OBJECTIVES:

        (1) Without the aid of references and given written questions concerning the terms, concepts and principles relating to source documents, and a list of responses, select the response that answers the question, in accordance with the references.  (3404-FMGT-1014a) 
        (2) With the aid of references and given a written scenario and source documents, correct discrepancies in the financial information on the source document to fulfill the requirement in the scenario, in accordance with the references.  (3404-FMGT-1014b)  

        (3) With the aid of references and given a written scenario, completed source documents, access to an automated system with applicable software, internet connectivity, and access to an automated accounting system, input financial data from the source documents, in accordance with the references.  (3404-FMGT-1014c)

        (4) Without the aid of references and given written questions concerning the terms, concepts and principles relating to processing financial transactions, and a list of responses, select the response that answers the question, in accordance with the references. (3404-FMGT-1018a)

        (5) With the aid of references and given required reports, required financial source documents, access to an automated system with applicable software and internet connectivity, access to an automated accounting system, and the references process financial transactions per the references.    
(3404-FMGT-1018b))

PROCESS SPENDING TRANSACTIONS AND SOURCE DOCUMENTS

1.  OVERVIEW OF THE PROCUREMENT CYCLE:                  

    A.  In order to purchase materials and/or services needed to sustain daily operations or complete mission requirements, accounting source documents must be created and processed.  In a simple business practice, a requisitioner (purchaser) creates a requisition form to start the procurement process.  The requisitioner then forwards the requisition form through a processing chain until the actual materials and/or services are received and payment is complete.  Once the documents have been created and approved and the purchase is complete, they become “source documents”.  These source documents are maintained by the BEA/BESA and are the foundation for every spending transaction recorded into SABRS.  An overview of a simple procurement business practice is outlined below:










    B. What is important to understand is that, in many cases, the initial requisition is just the beginning of the documents that must be prepared to complete a singular procurement transaction.  As a requisition is forwarded through the processing chain, other accounting source documents are prepared to continue the process.  For example, an initial requisition document cannot be the actual contract between the government and a commercial vendor.  The purchasing agent will receive the requisition, analyze the requirement, call vendors and make the purchase.  This agreement between the vendor and the government (purchasing agent) is documented on a separate form other than the initial requisition form.  In cases of payments, the government has other standard government forms for that particular part in the procurement process.  As you can see, many different government forms are used during the procurement process for one item. 

     C. Source documents can be created two ways: manually (supply clerk) or computer generated transactions passed electronically into SABRS from external computer systems (DSSC receipts).  All accounting source documents require a unique document number to track the transaction, an Accounting Classification Code or appropriation data, and other data elements required by SABRS to charge the appropriate account and categorize the accounting transaction.  As these source documents pass through the procurement process, they represent different stages of spending in the spending process. 

2.  TRANSACTION CYCLE:                                  

    A.  In order to understand the transaction cycle, you must relate it to the procurement process.  In all cases, the purchase of goods/services follows the same process:  Order, receipt and payment.   Once a requisition form is generated and approved, an official accounting record is established in SABRS citing the document number of the requisitioner and other pertinent information.  As the procurement process continues, additional government forms are generated.  These forms represent the movement along the procurement process.  The initial accounting record is then amended to reflect the current status of the order.  All source documents processed into SABRS that requisition material/ services enter through a five-phase process called the "transaction cycle".  These five steps are referred to as Initiation, Commitment, Obligation, Expense and Liquidation.  

        (1) INITIATION:  An Initiation is the first phase in the transaction cycle.  An Initiation does just what the name implies.  It administratively sets aside or "reserves" money in expectation of a procurement action. It can be used for both current and future year purchases.  Entering an Initiation into SABRS does not impact or effect any of the General Ledger accounts.

        (2) COMMITMENT: A Commitment is the second phase in the transaction cycle.  Commitments are an informal obligation that sets aside funds for a future purchase.  A commitment reduces a BEA/BESA’s uncommitted available balance in SABRS based on a requisition or other source document that has been created but not officially approved.  The command intends to spend the money but there is no legal binding agreement between parties until the approval process is complete.  A commitment entered into SABRS does impact the General Ledger accounts. A commitment can be cancelled anytime before the transaction enters the obligation phase without any recourse or penalties. An example of a commitment is when the “Gunny” plans on purchasing a copier.

        (3) OBLIGATION:  An Obligation is the third phase in the transaction cycle.  An obligation is a firm, legally binding agreement between a commercial vendor and the government for the acquisition of goods or services.  This phase is important in that when an official document describing a financial transaction exists, the government is legally and contractually liable for the amount shown on the source document.  Once funds are obligated, the official unobligated available balance of the BEA/BESA’s account is decreased.  Obligations are tracked extensively because a command whose obligations exceed their authorization could be legally responsible and consequently have a USC 1517 violation.  An obligation may be de-obligated when both parties agree and supporting documentation is provided to update the accounting system. An example of an obligation is when the government purchasing agent enters into a contract to purchase the copier for the “Gunny”.

        (4) EXPENSE:  An Expense is the forth phase in the transaction cycle.  An expense occurs after receipt and acceptance of the material and services by the purchasing party. An example is when the “Gunny” receives and accepts the copier. 

        (5) LIQUIDATION:  A Liquidation is the fifth and last phase in the transaction cycle.  A Liquidation is the payment for goods or services that were ordered and received.  Liquidations or payments are made after the finance officer receives an invoice from a vendor or government agency requesting payment.  Once the finance officer receives and validates the claim against the government, payment will be made. An example of a liquidation is when the Finance Office makes the payment to the vendor for the copier that the “Gunny” ordered and received.

    B.  All transactions are processed through the same five phases, however, some transactions can be processed through combined phases.  For example, when a local procurement is made via credit card and the items are receipted for at the time of purchase, the transaction will be recorded into SABRS as a simultaneous Commitment, Obligation and Expense (COE).

3.  SABRS SPENDING TRANSACTION PROCESS:                   
     A.  Purpose:  The Spending Transaction Process is the data entry process in SABRS that allows all authorized users to create and update official accounting records (remember, in your previous class, SABRS can also accept mechanized financial transactions from external computer systems). Official accounting records are maintained by SABRS to capture the procurement of materials (such as supplies, furniture and equipment) and services (such as janitorial services and vehicle rental).  In all cases, source documents are the key and any document that has a financial impact will be entered into SABRS. 


     B.  SABRS Spending Transaction Processing: As previously discussed, a requisition document that has been generated and approved will be entered into SABRS, creating a new official accounting record.  As the transaction phase changes (i.e. from commitment to obligation), the BEA/BESA must amend or update the official accounting record in SABRS.  It is important to note that each accounting record in SABRS must accurately reflect the proper spending stage (initiation, commitment, obligation, expense, liquidation or a combination thereof) for each unique document number.  

     C.  Document Identifier Codes: The Spending process in SABRS is facilitated through the use of Document Identifier Codes (DIC).  DIC’s are 3-digit alphanumeric codes that post transactions as initiations, commitments, obligations, expenses, liquidations or a combination thereof.  The DIC defines how the transaction is recorded to the Ledger Accounts and the Fund Control File.  The most common DIC's are listed below: 

INT  Initiations            (records initiations)

CMT  Commitments            (records commitments)

OBL  Obligations            (Records Obligations and TAD orders)

EXP  Expense                (records expenses)

COB  Commitment/            (records commitment/obligation  
     Obligation              simultaneously)

COE  Commitment/Obligation/ (records commitment/obligation and 
     Expense                 expense simultaneously)

ADJ  Adjustment             (adjusts the commitment/obligation/ 
      and expense to equal the liquidation)
    

4.  SABRS SPENDING TRANSACTION RECORDING:               

    A. For security reasons, before a user can access the Process Spending Transactions Menu, the USER ID must be loaded to SABRS table 204.  Once loaded to the proper tables, a user can input transactions into SABRS.  After you log on to SABRS via your local procedures, you will reach the SABRS main menu screen below.  From there, you will record or adjust spending transactions, as needed, based on your source documents.  The first screen in SABRS you will encounter is the SABRS Main Menu (shown below).

	09:35:15


SABRS
             DFMS0000

01 Oct  2002
    MAIN MENU            DFPS0000

SELECT AN OPTION:

1. AUTHORIZATION PROCESSING                          

2. BUDGET EXECUTION ACTIVITY AUTHORIZATION PROCESSING

3. INITIATIONS/COMMITMENTS/OBLIGATIONS/EXPENSES      

4. CORRECTION PROCESSING                             

5. REPORTS INQUIRY                                   

6. TABLE MANAGEMENT                                  

7. ONLINE ALLOCATIONS                                

8. REIMBURSABLES                                     

9. O&M TRVL/ALLOCATIONS                              




     B.  After entering option 3, you will reach the transaction recording screen below where you will enter all required information.  This information is available on the source document.  The most important information needed is the Document Number and FIP. 

08:00:00                 
    SABRS         

         DFMS0003 

01 Oct 2004 
        TRANSACTION RECORDING                      DFPS0003

-----------------------------------------------------------------------------

PLEASE ENTER ALL REQUIRED FIELDS

LEAVE SCREEN BLANK AND HIT ENTER FOR A LIST OF VALID DOC-ID-CODE/BASIC SYMBOL COMBINATIONS FOR YOUR USER-ID.

DOC NO:               M9925506PT00001       

DOC ID CODE:          CMT                   

BASIC SYMBOL:         1106                  

FY FULL:              2005                  

RTNG ID CODE:         ___                   

ACRN:                 AA                    

PRCRMNT INSTR ID NO:  ______________________

REIM ORDER NO:        ___                   
FASTPATH>> _________________________________________

PF1=HELP, PF3=PREV, PF4-MAIN, PF6-EXIT
C.  When keying in the Document Number, the system automatically checks to see if that document number has been previously entered into SABRS by checking the Active File.  If the DOC NO keyed is not found on the Active File, the SABRS Recording Screen will be displayed as shown below for Commitment (CMT).  (NOTE: The display screen will be identical for RECORDING INITIATION, RECORDING COMMITMENT, RECORDING COMMIT/OBL/EXP, AND RECORDING OBLIGATION)

08:00:00                             SABRS                          DFMOCMTC

01 Oct 2004                  RECORDING COMMITMENT                   DFPOCMTA

----------------------------------------------------------------------------

DIC:               CMT   SDN: M9925506PT00001    RON:                         

BSYM:             1106   FY FULL:        2006    ACRN:                     AA 

                         RIC:                    PIIN:                        

SUBH:             27A0   BCN:           20133    FUND FUNC:          1A1A____ 

WCI:           M99255    BEA:              01    BESA:                     CO 

FC:                 BF   SOCC:           2310    OCC:                     ___ 

CAC:              G178   SIC:             ___    JNLU:                   ____ 

RBC:                 _                                                        

AMT:$ 50000___________                NOTE:  IMPLIED DECIMAL POINT:                                        

QTY:      1___________                                                        

U/P:$ 50000___________                                                        

NSN:   _______________   U/I:              __                                 

SPEC FUNC INDIC:     _   PURPOSE CODE:      _    NEXT MONTH BUSINESS:   ( N ) 

FASTPATH===>________________________________________________________________

PF1=HELP,PF3=PREV,PF4=MAIN,PF6=EXIT
REQUIRED
OPTIONAL

BUD EXEC ACTY                           NSN (required field for MILSTRIP 

BUD EXEC SUBACTY                        records)

FUND CODE                               UNIT OF ISSUE (required field for
OBJECT CLASS                            MILSTRIP records)

SUBOBJECT CLASS                         SPECIAL INTEREST CODE  

COST ACCT CODE                          JOB NO LOCAL USE CODE

AMOUNT (Amount cannot be zero)          SABRS RON (required for reimbursable
NEXT MONTH BUSINESS (defaults to N)     record)

COST ACCT CODE                          REIM BILL CODE (required for

                                        reimbursable record)

                                        QTY (required field for MILSTRIP
                                        records)

                                        UNIT PRICE (required field for

                                        MILSTRIP records)

                                        SPECIAL FUNCTION INDICATOR

NOTE:  Funds Availability must exist on the Fund Control Spend File.  The BEA/BESA must have funds in their account before SABRS will accept the spending record.

    D.  After entering all appropriate fields, press <ENTER>.  The Active-File View popup screen as shown below will be displayed.  The QTY, UNIT PRICE, and CMT-AMT will be displayed.  If these fields are not valid press <PF3> and the Recording Commitment screen will be displayed allowing for changes.  If fields on the Active-File View are correct press <ENTER>.  The screen returns to the SABRS Transaction Recording Screen.  The RECORD ADDED message will be displayed in the top left corner of the screen, and all previously keyed fields will still be present allowing the next document number to be keyed.  All fields will remain modifiable.

ACTIVE-FILE VIEW

QTY            UNIT PRICE          CMT-AMT

1              $500.00                 $500.00    

PRESS ENTER TO ACCEPT OR PF3 TO EXIT.

 In our above example, the BEA/BESA recorded a commitment.  We will enter transactions into SABRS using these screens during our practical application exercises at the end of the class.

5.  COMMON SOURCE DOCUMENTS:  

     A.  Now that we have covered the data entry process and have discussed the importance of source documents as the basis for recording official accounting transactions, we must now learn what forms are used extensively throughout the government for accounting and procurement purposes.  Many of the forms used to order goods and services are standard throughout the Marine Corps, Navy, and the Department of Defense.  


     B.  Government forms are nothing more than paper or electronic instruments used to accomplish a particular purpose.  They may look different but some have the exact same purpose.  In fact, different units within the Marine Corps use different forms for the same purposes.  Each form has a purpose and once you learn their purposes, selecting the proper form for various situations will be easy.   

     C.  Many of these forms are represented by form titles and form numbers.  You will notice that most form numbers start with a particular code.  For example, forms that are used throughout the Department of Defense start with a “DD”.  Other codes are “SF” (standard form. and “NavCompt” (Navy Comptroller).  The NavCompt Forms are only used exclusively within the Department of the Navy.

     D.  You must become familiar with each form and understand its purpose.  Once you learn a forms particular purpose, you can easily identify its corresponding transaction phase in SABRS.  When you receive or create a form that has a financial impact, the transaction must be recorded in SABRS.  Which phase in the transaction cycle is it?  Is it an obligation document, commitment document or an expense form?  These are the questions you must answer when we discuss the various forms. 

     E.  PROCUREMENT FORMS:  Procurement forms are used for initiating the purchase of goods or services required by Marine Corps units from commercial vendors. They also document the contractual agreement/obligation between the commercial vendor and the government.  The one item that almost all these forms have in common is the requirement to contain the following items:  
______________________________    _____________________________


______________________________    _____________________________


______________________________    _____________________________


______________________________    _____________________________

______________________________    ______________________________

______________________________    ______________________________

(1) COMMITMENT FORMS:            

            (a) DD 1149 REQUISITION AND INVOICE/SHIPPING DOCUMENT: The DD Form 1149 is used as a commitment document to initiate the requisition of materials or services on the open market (open purchase).  BEA/BESA’s (requisitioner) will normally submit this form to the Regional Contracting Office (RCO) for follow-on contracting action.  The document will normally use a Standard Document Number (SDN) that is 15-characters long (ACC/ Fiscal Year/ Document type Code/ Serial number) and has fields for a complete line of accounting data.  

            (b) LOCAL PURCHASE REQUEST FORMS: Units who desire to have additional information contained on a request document can use locally generated purchase request forms.  The form must contain all the required information that normally appears on the standard requisitioning forms.  These locally produced forms are used extensively to initiate a requisition of materials and services with the government charge card program. Each command has different procedures.  In many cases, a Standard Document Number is used on the requisition; however, commands may choose to use a MILSTRIP document number.

             (c)  PROCUREMENT REQUEST BUILDER:  PR Builder is the Marine Corps web-based enterprise-wide Electronic Procurement Generator (EPG) system. PR Builder makes it easier to generate, track, and process Purchase Requests (PR) from anywhere in the world where Internet access is available and Internet Explorer is installed.  PR Builder has the ability to interface with the Marine Corps accounting system, SABRS, to automate the commitment process for all goods and services that will be purchased utilizing a contract.
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There are two fiscal roles in PR Builder; Fiscal Users and Financial Approvers.

Fiscal User – The Fiscal User role in PR Builder is typically filled by a Fiscal Clerk and is responsible for creating and adding FIPs and ACRNs to purchase requests. They approve, disapprove, and comment on purchase requests, and work SABRS rejections when the commitment requests with their FIPs fail to process thru the SABRS interface.  
The Fiscal User will receive any error messages returned from SABRS and is responsible for taking corrective action

Financial Approver – The Financial Approver role in PR Builder is typically filled by the Fund Holder who may be the Supply Officer or Section Supervisor. It is the Financial Approver's responsibility to check the FIP and Suggested LOA provided by the Fiscal User and inform them if either of these are incorrect or unauthorized.  The Financial Approver also may approve, disapprove, and comment on purchase requests. Their approval triggers the interface to send the commitment request to SABRS.  This automation eliminates the need to manually commit funds except in the case when the funding authority exists (on paper), but is not loaded into SABRS yet.

The Financial Approver is ultimately responsible for the funding authorization and the financial data that is provided to the Contracting Office. In order to have the ability to change the FIP or Suggested LOA, the Financial Approver should also be assigned the Fiscal User role by the Workflow Manager.
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KEY INTERFACE INFORMATION :

· Financial Approver role was created to trigger the SABRS interface

· The FIP is key to establishing commitments in SABRS

· SABRS returns a Commitment LOA to the PR if the commitment was successful or an error message to the Fiscal User if the FIP data entered in PR Builder is not consistent with the data in SABRS

        (2) OBLIGATION FORMS:        

            (a) SF 1449 SOLICITATION/CONTRACT/ORDER FOR COMMERCIAL ITEMS: The SF Form 1449 is a multi-purpose used throughout the Department of Defense to document the legal, binding contract issued to a private business for providing goods/services to the government.  This form is created by the RCO based on a requisition submitted by a supply unit (DD 1348-6 or DD 1149).  The document cites the document number and the appropriation data directly from the requisition document.

            (b) SF 30 AMENDMENT OF SOLICITATION/MODIFICATION OF CONTRACT: The Standard Form 30 is used to amend or modify an existing DD 1155 or SF 1449 (obligating document).  This form is commonly used to change price, quantity, color, etc. on the original contract.  It is also used to cancel a contract in its entirety.  Some changes, such as color or size, may not have a financial impact, while other modifications, or even a cancellation, will greatly affect a BEA/BESA’s account.  You must carefully read the entire document to determine its financial impact.  If you determine the document does have a financial impact, it becomes an obligation document.  

            (3) EXPENSE FORMS:
            (a) DD 1149 REQUISITION AND INVOICE/SHIPPING DOCUMENT: The DD Form 1149 can be used not only as a commitment form but also as an expense form to document the receipt of materials and/or services. More commonly, it is used to document the receipt of services such as rental charges, communication charges and the like. The requisition number (document number) cited will be the same as the obligation document.  


            (b) SF 1449 SOLICITATION/CONTRACT/ORDER FOR COMMERCIAL ITEMS: is a multi-purpose used throughout the Department of Defense to document the legal, binding contract issued to a private business for providing goods/services to the government.  The SF 1449 can also be used as a receipt document if the bottom left-hand blocks are completed.  If the bottom left-hand blocks are complete, the document has passed the obligation stage and has entered the expense phase.  If the bottom left-hand blocks are completed, this form is an expense form.  If the bottom right-hand blocks are competed, it is a liquidation document( voucher).  
            (c) DD 250 MATERIAL INSPECTION AND RECEIVING REPORT: The DD Form 250 is commonly used to record the receipt of goods shipped by a commercial vendor to a government receiving point.  For example, when a vendor ships goods to the government, the receiving point will verify receipt, inspect the goods to ensure they conform to the specifics of the contract and complete the DD 250 when goods are determined acceptable for government standards.  Since this form has no other purpose than to document the receipt of materials, it will always be an expense document. 

4. COMMITMENT/OBLIGATION/EXPENSE FORMS  

        (1) DD 282 DOD PRINTING REQUISITION/ORDER: The DD Form 282 is used to request printing/publication orders from the Navy or other DoD components. This form is not used when publications are maintained through various supply systems.  In those cases, the DD 1348 is used to requisition the publication or manual. This form will require a 15-digit document number (AAC/FY/DTC/Serial#) with the DTC being PT.  Instructions for completing the DD From 282 are contained in NAVPUBINST 5605.20.

This form, when created but not approved, is a commitment document.  After the document has been approved, and subsequently delivered to the printing office, it becomes an obligation document. This document could also become an expense document if the total amount of the order (actual cost) is written on the form after it has been returned with the order from the printing office.  

        (2) SF 1164 CLAIM FOR REIMBURSEMENT FOR EXPENDITURES ON OFFICIAL BUSINESS: The Standard Form 1164 is used to reimburse government employees for expenses they have incurred during the conduct of official government business.  This form is usually used to reimburse employees for mileage when authorized to use a Privately Owned Vehicle (POV) for official government business.  Since this form authorizes reimbursement, it is classified as a commitment, obligation and expense in one transaction.  This form will require a Standard Document Number (15-digit)(AAC/FY/ DTC/ Serial#) with the Document Type Code (DTC) of RV.

        (3) DSSC RECEIPTS: This computer-generated form is issued by DSSC showing receipt of goods bought by a purchaser.  The form is considered an obligation form however, it s truly a commitment/ obligation/expense since items were bought and receipted for at the checkout counter.  The 14-digit document numbers are system generated by DSSC and the appropriation data is converted from the Job Order Number (JON) imprinted on the DSSC credit card.  The Fund Code is the key and the elements in the Job Order Number are converted into the appropriate data elements via a SABRS table. 

F.  INTER/INTRA SERVICE WORK REQUEST FORMS:

        (1)  DD 448  MILITARY INTERDEPARTMENTAL PURCHASE REQUEST (MIPR):  This Department of Defense form authorizes funds for an external command , outside the Department of the Navy, to perform work or services for the requesting command.  For example, a Marine unit is training at an Army base.  The Marine unit will send funds to the Army comptroller to fund work or services required by the Marine unit.  This example is commonly used by all the services when the training unit is incapable of providing the services for themselves. This form cites a 15-digit document number (AAC/FY/DTC/Serial#) with a Document type Code (DTC) MP.  This document is always a commitment document because it documents the request to the external command to perform the services required.  The external command has the option of accepting or declining the work request. 

        (2) DD 448-2 ACCEPTANCE OF MIPR: The DD Form 448-2 is the formal acceptance to the DD 448 used with other government agencies outside the Department of the Navy.  If the external agency decides to perform the requested work or services, the external agency will complete the DD 448-2 and forward the document to the requesting activity.  Receipt of this document from the performing activity constitutes an obligation of funds from the requesting units accounts. The performing activity can choose whether to accept the funds on a direct cite or reimbursable basis by checking Block 6a or 6b.  

        (3) NAVCOMPT 2275 ORDER FOR WORK AND SERVICES: The NavCompt Form 2275 is used to request reimbursable work or services from any components within the Department of the Navy.  The form authorizes funds for an external command to perform work or services for the requesting command.  For example, a Marine unit is training at a different Navy or Marine Corps base other than their own (EX. Camp Lejeune, NC goes to Camp Pendleton, CA for training).  The training unit will send funds to the external fiscal office or comptroller to perform work or services for the unit that is conducting the training.  This form uses a 15-digit document number (AAC/FY/DTC/Serial#) with a Document type Code (DTC) WR.  This form can be a commitment or obligation depending on the presence of one or two signatures (block’s 15 and 16).  Block 15 is a commitment whereas Block 16 is the formal acceptance and constitutes an obligation.  This form must be accepted on a reimbursable basis.  A basic definition of a reimbursable is such that the performing activity will expend their own funds to support the requesting activity and will bill the unit for reimbursement. 

    G.  MISCELLANEOUS GOVERNMENT FORMS:  Other important government forms are used for various purposes.  Although not used often, in some cases, you will probably encounter them within your command.


         (1) NAVCOMPT 2276 REQUEST FOR CONTRACTUAL PROCUREMENT: The NavCompt Form 2276 is used for requesting contractual procurement or local purchase of material or services.  This form will not be used for requesting work and /or services for requisitioning material from existing Government stocks.  This form is commonly used to pass funds to other Naval commands in order to have materials, material or services, that are known and specific in nature, contractually procured (i.e. Large computer buys, laundry service contracts).  The use of this form authorizes the accepting activity to direct cite your appropriation.  Amounts authorized by this document have been reserved and / or committed by the requesting activity and will be obligated upon receipt of contracts or purchase or delivery orders awarded.  This form will require a 15-digit document number (AAC/FY/ DTC/ Serial#) with the Document Type Code (DTC) of RC.

        (2) DD 1556 REQUEST AND AUTHORIZATION FOR TRAINING: The DD Form 1556 is used to request and authorize payment or reimbursement for training classes for both civilians and military personnel.  Instructions are contained on the first page of the form package.  This form will require a 15-digit document number (AAC/FY/DTC/Serial#) with the DTC being TG. This form, when created but not approved, is a commitment document.  After the document has been approved, it becomes an obligation document. 

REFERENCES:

1.  SABRS Data Dictionary

2.  MCO P4200.15

3.  NAVSO P-1000-1

4.  MCO P7300.21

5.  DOD FMR 7000.14R
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DISBURSING MAKES PAYMENT CITING DOCUMENT NUMBER AND APPROPRIATION DATA CONTAINED ON ORIGINAL CONTRACT.  VENDOR RECEIVES PAYMENT. CONTRACT COMPLETE.





BEA/BESA CERTIFIES INVOICE FOR PAYMENT BASED ON GOODS OR SERVICES RECEIVED.  SUMBITS INVOICE TO DISBURSING/FINANCE OFFICE FOR PAYMENT.





COMMERCIAL VENDOR SHIPS GOODS TO AUTHORIZED RECEIVING AGENT WHO VERIFIES GOODS AGAINST CONTRACT AND DELIVERS GOODS TO BEA/BESA.  VENDOR SUBMITS INVOICE TO BEA/BESA FOR PAYMENT.





REGIONAL CONTRACTING OFFICE (RCO) RECEIVES REQUEST.  RCO FINDS LOWEST BIDDER.  ACCEPTS BID AND PRODUCES A CONTRACT TO PURCHASE ITEM OR SERVICE FROM COMMERCIAL VENDOR.





THE REQUISTIONER PREPARES APPROPRIATE DOCUMENTS AND FORWARDS THEM TO CONTRACTING OFFICE FOR FURTHER ACTION.  BEA/BESA’S RECORD THE SPENDING TRANSACTION INTO SABRS.
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