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1.  LEARNING OBJECTIVES:  


A. TERMINAL LEARNING OBJECTIVE: 


1. Given financial data elements, a requirement and the reference, process source documentation to ensure 100% accuracy of financial data on a source document.

B. ENABLING LEARNING OBJECTIVES:

1. With the aid of the reference, identify the key terms related to processing source documentation to ensure 100% accuracy of financial data on a source document. 


2. With the aid of the reference, identify the key concepts related to processing source documentation to ensure 100% accuracy of financial data on a source document. 


3. Given financial data elements, the reference and a requirement, determine financial data elements for the source document to ensure 100% accuracy of financial data on a source document.

4. Given financial data elements, the reference and a requirement, apply financial data elements to source documents to ensure 100% accuracy of financial data on a source document. 

2.  MATERIALS AND SERVICES ACQUISITION PROCESS:                  


A.  In order to purchase materials and services (M&S) required to support Marine Air Ground Task Force (MAGTF) operations, the unit’s supply, logistics and financial management teams must work together to respond to the needs of the unit and the Marines deployed to the battlefield.  The acquisition management team will work with several agencies to provide an effective and efficient acquisition environment that is streamlined to be reliable and immediately responsive to the needs of the operating forces.  In order to maintain oversight of materials and services purchased, commands must account for all transactions posted in the official accounting system.  This is accomplished by having a source document associated with each transaction.  


B. Source documents provide a detailed account of each transaction that has posted in the official accounting system.  Sources documents should be examined to ensure proper funds usage, appropriate financial coding structures, and the validity and timely posting of transactions.  The examination of source documents is an ongoing process that begins with the initial request for materials and services and continues until the goods have been purchased, received, paid for, and the accounting record is closed. 


C. All fund managers (BEA/BESA) receive funding to support their organization and mission needs. This ranges from obtaining supplies, fuel, service support contracts, training, and sending personnel on temporary duty to attend conferences, working groups, etc. The steps for obtaining all this support is basically the same. These steps are:


1. Requirements Generation. Managers and users determine the need for materials, services, training, conference attendance, etc. to support their functions and overall mission accomplishment.



2. Requirements are approved and authorized by management within the organization.



3. Once the requirement is approved, a request for travel, training, contracting action, supply order, etc. is placed.



4. The order placed is accepted by the providing organization or activity.



5. The materials and contract services are received, the travel is accomplished, or the training occurs.



6. The goods, services, travel, or training is paid for.

3.  TRANSACTION CYCLE

A. The basic steps that occur to obtain goods and services are closely followed by financial transaction actions and follow a five step process called the transaction cycle; initiation, commitment, obligation, expense and liquidation. All individual requests for goods, services, training, and travel pass through the transaction cycle.


1. Initiation. (DIC INT) An initiation is the administrative reservation of funds based upon procurement directives or equivalent instruments, which authorizes preliminary negotiations looking toward the creation of obligations, but providing for recourse to the official responsible for administrative control of funds prior to incurrence of the obligations. 


2. Commitment. (DIC CMT) A commitment is a firm administrative reservation of funds, based upon firm procurement directives, orders, requisitions, authorizations to issue travel orders, or requests which authorize the recipient to create obligations without further recourse to the official responsible for certifying the availability of funds. The act of entering into a commitment is usually the first step in the process of spending available funds. The effect of entering into a commitment and the recording of that commitment on the records is to reserve funds for future obligations. A commitment is subject to cancellation by the approving authority to the extent that it is not already obligated.


3. Obligation. (DIC OBL) An obligation is a firm, legally binding agreement between parties 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 fund manager’s account is decreased. Commands creating obligations in excess of authorizations could cause an official violation at the level where the funding limitation is held. An obligation may be de-obligated when both parties agree and supporting documentation is provided to update the accounting system.


4. Expense. (DIC EXP) An expense occurs when material and services ordered are received and accepted by a designated authorized receiving point. The expense amount creates the accounts payable amount in the accounting system and controls the amount billed for reimbursable transactions.



5. Liquidation. 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.


B. The transaction cycle is directly related to the procurement process. In all cases, the purchase of goods and services follows the same process: order, receipt and payment. Once a requisition form is generated and approved, an official accounting record is established in the accounting system citing the document number of the requisitioner. 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 transactions are processed through the same 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 the accounting system as a simultaneous commitment, obligation and expense (DIC COE).

4. Document Identifier Codes
    Document identifier codes (DIC) are 3-digit alphanumeric codes that posts transactions in SABRS.  The DIC defines what type of transaction that is being recorded in SABRS.  Simply put, they are an abbreviated way to describe what will happen to the transaction when inducted into SABRS.  The more common DIC’s are:

INT – Initiation

OBL – Obligation

CMT – Commitment

EXP – Expenditure

COB – Commitment and obligation

COE – Commitment, obligation and expenditure

ADJ – Amend/modify (adjustment)
5. Source Documents



A. Now that we 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.  Many of them can be generated manually and electronically. All forms that create a financial impact must be recorded in SABRS.


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.  Each form requires a unique tracking number (DOC #), appropriation data, and FIP in order to charge the correct account in SABRS 


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:

Document Number
Quantity required


Accounting Classification Code
Unit Price


Financial Information Pointer
Total Price
(Organiz. Fin. Data Elements)

Descriptive data
Requisitioner address & POC
Required delivery date
Suggested Source of supply

Delivery address    

1. COMMITMENT FORMS (DIC CMT):            


a. DD 1149 REQUISITION AND INVOICE/SHIPPING DOCUMENT: The DD Form 1149 is used as a commitment (DIC CMT) 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 a MILSTRIP document number.  It will also contain fields for a complete line of accounting data.  This form can also be used as a receipt/

receiving report once goods and services are delivered and becomes your evidence for recording an expense in SABRS.

b. DD 1348-6 DOD Single Line Item Requisition System Document: (DIC CMT) used to initiate (start) the requisition of materials/services from the GSA or from other Federal Sources. The DD 1348 can be used to commit and obligate funds. A

Fund Code is used to identify the appropriation to be charged. The document uses a MILSTRIP document number.

c. 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 also use a MILSTRIP document number to identify each line item requested.


d. PROCUREMENT REQUEST BUILDER(PR Builder): PR Builder is the Marine Corps web-based enterprise-wide Electronic Procurement Generator (EPG) system. This program automates the process by which a purchase request and reimbursable funding documents (NAVCOMPT 2275 and DD 448) will be generated and routed between the originator, approver, contracting communities and selling activities for a reimbursable. PR Builder makes it easier to generate, track, and process purchase requests from anywhere in the world where Internet access is available and Internet Explorer is installed. It also 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. Instruction will be given on your responsibilities as a Financial Manager with this system at a later time.

e. Fiscal Roles in PR Builder:



1. Fiscal User – i.e. Fiscal Clerk., 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. 



2. Financial Approver – i.e. Fund Holder (Supply Officer), responsible to check the FIP’s and suggested LOA to purchase requests. They also may approve, disapprove, and comment on purchase requests. Their approval triggers the interface to send the commitment request to SABRS.  



2. OBLIGATION FORMS:        


a. SF 1449 SOLICITATION/CONTRACT/ORDER FOR COMMERCIAL ITEMS: The SF 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 1149).  The document cites the document number and the appropriation data directly from the requisition document.  The SF 1449 can also be used as a receipt or liquidation voucher if the bottom left-hand blocks or right-hand blocks are completed.  If the bottom left-hand blocks are complete, it is an expense document.  If the bottom right-hand blocks are competed, it is a liquidation document (voucher).  If neither of these blocks were completed, it is always an obligation document.  


b. SF 30 AMENDMENT OF SOLICITATION/MODIFICATION OF CONTRACT: The Standard Form 30 is used to amend or modify (DIC ADJ) an existing 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 from the modification or amendment, it becomes an obligation document.  


c. 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 is truly a commitment/ obligation/expense (DIC COE) 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 JON are converted into the appropriate data elements via a SABRS table. 


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 (DIC EXP) 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 (MILSTRIP document number) cited will be the same as the obligation document.
            


b. SF 1449 SOLICITATION/CONTRACT/ORDER FOR COMMERCIAL ITEMS: The SF 1449 is a multi-purpose form 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 (DIC EXP).  


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 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, it will always be an expense document (DIC EXP).  


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 not capable 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 (DD 448): 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 unit’s 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 organization element within the Department of the Navy. The form authorizes funds for an external command to perform work or services for the requesting command.  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 (outside of the Marine Corps)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 acceptance from the external command.  This form will require a 15-digit standard document number (AAC/FY/DTC/ Serial#) with the Document Type Code (DTC) of WR. 


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 2276 is used to request contracting action for work or

services from a Navy contracting office or office in support of the command such as a facility maintenance contract (2276 is used to request contracting support from Navy Public Works). This form is a commitment when accepted. The obligation is created once the actual contract (SF1449) is issued. This form requires a SDN with a DTC of RC.


2. 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. This form will require a 15-digit standard document number (AAC/FY/DTC/Serial#) with the DTC being PT. 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 a commitment/obligation (DIC COB) document. This document could also become an expense document (DIC COE) 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.  


3. SF 182 AUTHORIZATION, AGREEMENT, AND CERTIFICATION OF

TRAINING: The SF 182 is used to request and authorize payment or reimbursement for training classes for both civilians and military personnel. (Note: DOD memorandum of 25 September 1998 directs that the purchase card be used as the method of payment for all training requests valued at or below $25,000) This form is considered a commitment form (DIC CMT) when it has been created but not approved. After the document has been approved, it becomes an obligation document (DIC OBL).


4. 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 (DIC COE) 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.  

6. SABRS REPORTS:  


A. SABRS produces accounting reports after each daily cycle that BEA/BESA’s, Work Centers and other financial managers use to validate transactions recorded in SABRS.  These reports are snap shots of balances, files, errors, records, etc. that must be reviewed and validated to ensure the accuracy of the official accounting records.  Source documents are the key to validating SABRS and they are reconciled against SABRS reports to ensure the information in SABRS matches the information on the source documents.  When there is an error, the BEA/BESA must correct SABRS to match the source document. 


REFERENCE:
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