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                                 APPENDIX E-24





                      AWARD DATA INPUT FOR PURCHASE ORDERS








1.  GENERAL 





  Purchase Orders may be prepared manually or may be printed by the computer as a by-product of award data input.  Regardless of the method of preparation, contract award data must be submitted to the system for each purchase order as follows:  





  a.  Input For Award Data, DIC YPA, appendix B-1.  One basic input and when applicable, one supplemental input transaction in this format is required for each purchase order.  





  b.  Input For CLIN Award Data, DIC YPB, appendix B-2.  One input transaction in this format is required for each line item on the purchase order.  





  c.  Input Of CLIN Exception Data, DIC YPC, appendix B-3.  A transaction in this format is required under certain circumstances, subsequently detailed in this appendix.  When it is required, exception data must be submitted on a line item basis.  





  d.  Input Of Part Number Data, DIC YPD, appendix B-4.  A transaction in this format is required under certain circumstances, subsequently detailed in this appendix.  When it is required, part number data must be submitted on a line item basis.   This input transaction is never required for manually prepared purchase orders.  





  e.  Additive CLIN Input, appendix E-115.  A transaction in this format is required for each additive CLIN that applies to the award.





  f.  Remit-To-Address process, appendix E-117.  A SAMMSTEL program to establish, change or delete a vendor's payment address at contract level during the ACF award process.





2.  DETERMINATION OF MANUAL/COMPUTER PREPARATION OF HARD COPY PURCHASE ORDER 





  a.  Criteria 





    (1)  Manual preparation is required if the PR Trailer for one of the line items to be covered by the purchase order contains the legend, EXCEPTION INFORMATION REQUIRED FOR THE PR, and such information must be perpetuated onto award documents.  





    (2)  Manual preparation is required if purchase order involves award of a MIPR, use of imprest funds, applicability of additives, more than two trade discounts, multiple DCMRs, or Government Furnished Material.  


�
    (3)  Manual preparation is required if special notations and references are to be indicated on the purchase order or if the purchase order is to contain a clause not included in the DSCs cutsheet of clauses distributed to vendors.  





    (4)  Manual preparation is authorized under any circumstances as determined by the Director of the DSCs Contracting and Production Directorate.  





  b.  Indication of Method on Input.  The system is notified of the action to be taken when processing award input transactions by the Contract Action Code appearing in the Input For Award Data transaction.  





    (1)  Contract Action Code field in the Basic Input For Award Data transaction must indicate one of the following codes:


  


CODE                    MEANING 





0                       Purchase Order document to be manually prepared.


                        System will post award data to applicable files 


                        but not print a hard copy purchase order.  





1                       Purchase Order document to be system printed.  


                        System will post award data to applicable files 


                        and print a hard copy purchase order.  





3                       Purchase Order document to be manually prepared. 


                        Supplemental Input For Award Data is required.  


                        System will post award data to applicable files 


                        but not print a hard copy purchase order.  





4                       Purchase Order document to be system printed.  


                        Supplemental Input For Award Data is required.  


                        System will post award data to applicable files 


                        and print a hard copy purchase order.  





    (2) When the Contract Action Code entered in the Basic Input For Award Data transaction is 3 or 4 a Supplemental Input For Award Data transaction with Contract Action Code 5 is required.  System will post Supplemental Award Data to applicable files.  





3.  GENERAL ASPECTS OF SYSTEM PREPARATION OF PURCHASE ORDERS 





  a.  When Contract Action Code 1 or 4 is entered on the Basic Input For Award Data transaction, the system will print a purchase order on a DD Form 1155 and SF 36, and prepare appropriate mailing labels and a final shipment card.   When the Basic Input For Award Data transaction contains a Contract Action Code 4, a Supplemental Input For Award Data transaction is required with a Contract Action Code 5.  See appendix B-1.  


�
  b.  The system will perpetuate the PIIN set forth on the award documents.  The award date entered in DIC YPA, which must be between 30 days before and 30 days after the cycle date, will be printed in block 3 of DD Form 1155, Date of Order.





  c.  If so indicated by the input transaction, the system will suppress the description contained in the PID file and substitute a stated manufacturer's code and part number on the system printed purchase order.


  


  d.  On system printed purchase orders, pertinent clauses will be incorporated by reference to clause numbers contained on a DSC cutsheet or form.  Specific clauses to be incorporated are indicated on the input.


  


  e.  Presently, the system only prints one original of each CGPO/CGDO.  In order to reduce PALT, as a center option, DSCs may request Office of Data Systems to run the SCM Tape of USPA1801 (DD Form 1155) and USPA1803 (SF 36) three times in lieu of once to produce three originals.  After review and signature, one original (PO/DO) will be mailed immediately to the contractor, one will be placed in the contract file and one will be sent to print for reproduction and ultimate distribution.  





4.  SPECIAL INSTRUCTIONS FOR PREPARING CONTRACT AWARD INPUT FOR MANUALLY PREPARED PURCHASE ORDERS 





  a.  Basic Input For Award Data 





    (1) PIIN Field.  Enter the number assigned to manual purchase orders in accordance with DoD FAR Supplement 4.70.  A 13-position alpha/numeric entry is mandatory.  





    (2) NGOC Status Code.  Enter code N when the NGOC/DLVC field contains a new code recently assigned by DLSC which does not appear in the NGOC (H8) File and  the order is being administered by DCMR; otherwise, leave blank.  





    (3) Contract Total Value.  Enter the aggregate value of all line items.  If unpriced purchase order, enter the maximum dollar value limit.  If purchase order involves trade discounts, this field may reflect either the gross value or the net value dependent upon whether the unit price field in the Input For CLIN Award Data contains the net unit price or gross unit price.  If this is a No-Charge purchase, the entire field must be zero-filled.  





    (4) Discount Period/Discount Percent Code Field.  Enter discount terms from appendix A-4 for any prompt payment discount offered.  Enter zeros if no discount offered or if a No-Charge purchase. 





    (5) Contract Action Code Field.  Enter 0 or 3 in Basic Input For Award Data transaction to denote that purchase order is to be manually prepared.  When the Basic Input For Award Data contains a Contract Action Code 3, a Supplemental Input For Award Data is required with a Contract Action Code 5.  


�
    (6) Other Fields.  Complete in accordance with appendix B-1.  





  b.  Supplemental Input For Award Data 





    (1) PIIN Field.  Same as Basic Input For Award Data.  





    (2) MDN Field.  Enter the manufacturing directive number assigned to the PIIN when GFM is involved.  See appendix A-13.  





    (3) Bailment Code Field.  Enter the bailment code from appendix A-2 when an MDN is assigned.


  


    (4) Contract Action Code Field.  Enter 5 to denote presence of supplemental award data.  When the Supplemental Input For Award Data contain a Contract Action Code 5, the Basic Input For Award Data transaction must contain a Contract Action Code 3.  





    (5) Other Fields.  Complete in accordance with appendix B-1.  





  c.  Input For CLIN Award Data 





    (1) PIIN Field.  Same as Basic Input For Award Data.  





    (2) Contract Delivery Days Field.  Enter number of days for delivery after the award date for each CLIN.  





    (3) PR Number Field.  Enter the PR/MIPR number being awarded by CLIN.  At DPSC, when a PR requires GFM, onlyone  PR per PIIN will be accepted; otherwise, any attempt to award multiple PRs of which at least one requires GFM, will cause the transaction to reject to the F-5, Award Reject Report.  





    (4) Procurement Method Code Field.  





      (a) MIPR.  If the Input For CLIN Award Data is for the awarding of a MIPR for either an NSN or NNSN (part numbered) item, the field must always be blank.





      (b) Part Numbered Requisition.  If the Input For CLIN Award Data is for the awarding of a part numbered (NNSN) item, the field must always be blank. 





      (c) NSN.  If awarding an NSN item, the field will be coded using the codes listed in appendix A-16.  If the actual method of contracting is the same as the method of contracting indicated by the code on the PR trailer and this code is one of the codes listed in appendix A, enter the code from the PR trailer.  If the actual method of contracting is different from the method of contracting indicated by the code on the PR trailer, enter the actual code from appendix A.  This action affects the preparation of the Replenishment Parts Acquisition Report (appendix F-45).  


�
    (5) Unit Price Field 





      (a) Unpriced Order.  Enter a pro rata price based on contract total value (maximum dollar value limit) divided by total award quantity.  





      (b) No-Charge Purchase.  Zero-fill entire field.  





      (c) Other.  Enter the unit price in dollars, cents, and mills.  Unit price may contain up to five decimal places; if more than five decimal places, it will be necessary to round unit price to a maximum of five decimals.  If unit price is rounded, ensure CONTRACT TOTAL VALUE on Basic Input For Award Data transaction is determined, based on the extended values of the rounded unit prices.  





    (6) CLIN Action Code Field.  If an Input of CLIN Exception Data is required for the line item, enter the appropriate code from appendix A-3; otherwise, leave blank.  If this line item is being canceled from a suspended or incomplete contract or pertains to a NO-CHARGE purchase, enter the appropriate code from appendix A-3.


  


    (7) Other Fields.  Complete in accordance with appendix B-2.


  


  d.  Input of CLIN Exception Data 





    (1) Exception Data.  Introductory paragraphs of appendix B-3 set forth the conditions requiring preparation of an Input of CLIN Exception Data.  





    (2) Stock Quantity Field.  Enter the quantity, expressed in stock unit of issue, covered by the CLIN if the CLIN does not cover the total PRLI quantity or the CLIN unit differs from the PRLI unit.  If none of the foregoing conditions are applicable, leave the field blank.  When used, field will be justified right with unused space to the left being filled with zeros.  





    (3) Contract Unit Field.  Enter the unit of the CLIN.  This is the unit on which the unit price is based.  An entry is required only when the CLIN unit differs from the PRLI unit or the PRLI unit was changed after PR preparation; otherwise, leave blank.  





    (4) Contract Quantity Field.  Enter the quantity expressed in contract units.   Entry is required only when there is an entry in the CONTRACT UNIT field; otherwise, leave blank.  





    (5) Stock/Part Number Field.  Entry is required when the NSN or manufacturer's code and part number which appear on the contract are different from the NSN or manufacturer's code and part number which appear on the PR.  (Mandatory when awarding a PR/PRLI for an SSC 5 NSN.) Otherwise, leave this field blank.  The processing of a change to the manufacturer's code and part number for NNSN is identical to processing of an NSN change in that the new manufacturer's code and part number is reflected in the system files and transactions to other subsystems.  


�
    (6) Stock/Part Number Code Field.  If the Stock/Part Number field contains an entry, enter the applicable code from appendix A-19.  If the entry in the Stock/Part Number Field is an NSN, this field must be blank or 9.  If this field contains a 9 or blank, the entry in the Stock/Part Number field must be all numerics.  Enter the code 1 through 4 in this field, as appropriate, if the entry in the Stock/Part Number Field is a manufacturer's code and part number.  If this field contains a 1, 2, 3 or 4, the Stock/Part Number field must contain, as a minimum, alpha/numerics in the first 6 positions.





    (7) Cancellation Reason Code (CRC).  Enter the applicable code from appendix A-3.  The system will validate the Stock Quantity field for a quantity less than the APRF PRLI quantity and cancel the remainder if a CRC is present.  If the Stock Quantity field is greater than the APRF PRLI quantity or the CRC is erroneous, the transaction will reject to the F-5, Award Reject Report, with an appropriate error message.  Leave blank if cancellation action is not to be accomplished.  





    (8) Assured Delivery Price Code.  Enter a P when award price is predicated on obtaining a CDD which will meet or come as close as possible to meeting the Required Delivery Date.  The code, when entered, will be passed to the ACF and perpetuated on applicable post award reports.  





    (9) Warranty Code.  Enter a W when a standard Government warranty, nonstandard Government warranty, or commercial warranty applies to the line item.


  


    (10) Other Fields.  Complete in accordance with appendix B-3.


  


  e.  Input of Part Number Data.  This transaction is not required when hard copy purchase order is manually prepared.  





  f.  Additive CLIN Input.  Elements will be prepared in accordance with appendix E-115.





5.  SPECIAL INSTRUCTIONS FOR PREPARING CONTRACT AWARD INPUT FOR SYSTEM PRINTED PURCHASE ORDERS 





  a.  Basic Input For Award Data 





    (1) PIIN Field.  Enter the number assigned to the purchase order in accordance with DoD FAR Supplement 4.70.  A 13-position alpha/numeric entry is mandatory.  





    (2) State/Country Code Field.  Enter code of state or country where contractor will perform.  





    (3) Fast Pay/Unpriced Order Field.  Assure the unpriced order code will result in the NOTICE TO SUPPLIER clause in FAR 52.213-3 being printed on unpriced orders.  


�
    (4) Type of Quotation Code Field.  Enter the one position code from appendix A-20 to indicate the type of quotation applicable.  





    (5) Provision Designator Code Fields.  Enter the provision designator code(s) identifying the clause numbers which are to be incorporated by reference into the purchase order.  These two fields may be left blank.  Refer to appendix E-29 for a further explanation of provision designator codes and their relationship to clause numbers in the POCF.  If designator entered does not match the POCF, hard copy award will contain ***.  





    (6) Contract Action Code Field.  Enter 1 or 4 in the Basic Input For Award Data transaction to denote that purchase order is to be system prepared.  When the Basic Input For Award Data transaction contains a Contract Action Code 4, a Supplemental Input For Award Data transaction is required with Contract Action Code 5.  





    (7) Other Fields.  Complete in accordance with appendix B-1.  





  b.  Supplemental Input For Award Data.  Refer to instructions for manually prepared purchase orders.  System will not prepare a purchase order when GFM is involved.  





  c.  Input for CLIN Award Data - Unit Price Field 





    The unit price field must contain either the gross unit price or net unit price after discount.  If the field contains a gross unit price and a trade discount applies, the applicable trade discount percentage(s) must be entered on the Input of CLIN Exception Data transaction.  The contract total dollar value field in the Basic Input for Award Data transaction will reflect either the gross or net value dependent on the unit price entered.  





  d.  Input of CLIN Exception Data 





    (1) Refer to instructions for manually prepared purchase orders.


  


    (2) Stock/Part Number Field.  The system will print the new stock number or manufacturer's code and part number in the NSN/PN field.  





    (3) Trade Discount Fields.  Entry is required only when the unit price in the Input For CLIN Award Data is a gross unit price (without trade discount subtracted).   Either one or both fields may be completed.  If one trade discount applies, e.g., $1 less 40 percent, complete trade discount percent field number  1 and leave the other field blank.  If two trade discount percentages apply, e.g., $1 less 50 percent and 40 percent, complete both fields by entering the initial percentage in field number 1.  If no trade discount applies or if the unit price in the Input For CLIN Award Data is the new unit price after trade discount(s) have been taken, leave the fields blank. Each of the trade discount percentage fields consist of two whole numbers and two decimal places.  





NOTE:  Trade Discount is not  Prompt Payment Discount.  


�
  e.  Input of Part Number Data 





    (1) This input is prepared for each CLIN on an exception basis.  This input is used to change or add to the PID/exception descriptive data and to change the packaging print routine on system printed purchase orders.  It may also be used to change the packaging print routine without changing the descriptive data.  





    (2) Elements will be entered in accordance with appendix B-4.  





  f.  Additive CLIN Input.  Elements will be prepared in accordance with appendix E-115.





6.  SIGNATURE, REPRODUCTION, AND DISTRIBUTION OF SYSTEM PREPARED PURCHASE ORDERS 





  a.  The O/DS will furnish DD Form 1155, SF 36, not to exceed 999 pages, Mailing Labels, and Final Shipment Card to the D/PP in sequence by PIIN.  As a center option, DSCs may request O/DS to run the SCM Tape of USPA1801 (DD Form 1155) and USPA1803 (SF 36) three times in lieu of once to produce three originals.  One original (PO/DO) will be mailed immediately to the contractor, one will be placed in the original contract file and one will be sent to print for reproduction and ultimate distribution.  





  b.  The D/PP is responsible for:  





    (1) Signature of purchase orders.  





    (2) Assembling DD Form 1155/SF 36/Final Shipment Card/Mailing Label with the official folder.  





    (3) Reproduction of copies.  





    (4) Distribution of copies.  





    (5) Assure that hard copy purchase orders showing *** as the purchase order clause numbers are changed to include reference to appropriate clause numbers.  (*** is printed as the clause numbers when an erroneous provision designator code entered on the Award Data Input transaction fails to match the POCF).  
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