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INSTRUCTIONS FOR COMPLETING DLA FORM 1962
 
Overview
This document will serve as supplemental guidance to the Funding Document Request (FDR) Standard Operating Procedure. The FDR is used to request funding for requirements, to obtain necessary approvals, signatures, and to supply Finance with the necessary data to build the Purchase Request (PR), Funds Reservation (FR), or Purchase Order (PO) in EBS. The FDR will also serve as the record for approval and funding. Adherence to this guidance will ensure execution of funding is completed in an accurate and timely manner and provides appropriate Evidential Matter for Audit Sustainment.  
 
Fields To Be Completed By Funds Holder:
 
SECTION I.  DOCUMENT TYPE 
 
MIPR Basic: New MIPR.MIPR TYPE:  Select appropriate type from dropdown menu.MIPR Amendment:  If an existing MIPR is to be amended.  Provide the original MIPR number and the original PR number. o         Amendments require an unsigned FDR amending the original FDR. 
·         MIPR TYPE:
·         Contract Basic: New contract.
·         Contract MOD: If an existing contract is to be modified (Option Year contracts, adding additional funding, etc.). Provide contract number and PR number. 
o         When exercising an Option Year, review the Base contract for the breakout of the Option Year CLIN structure. If the contract states the Option Year CLIN structure, annotate the PR used to fund the Base or the previous Option. If the contract does not break out the Option Year CLIN structure, a new PR will be required (state “NEW PR” after contract number).
o         Contract MODs that take place within the same FY require an unsigned FDR amending the original FDR. 
o         Contract MODs that take place in a different FY, a new FDR (and a new document/tracking number) is required.
·         Other: This space can be utilized for Miscellaneous Obligation Documents (MODs), etc.  (MODs are used to obligate funds when a MIPR/Contract cannot be used.  MODs are used mostly for utilities (i.e. Telephone Bills, Cable Services, etc.).
 
SECTION II.  FUNDING CATEGORY
 
·         Appropriations Year: Indicate the Fiscal Year (s) funds to be utilized.
·         Type of Funding:  Check appropriate box. 
·         Type: If `Other” is checked, annotate type.
 
SECTION III.  REQUESTOR INFORMATION
 
·         Date: The date the originator requested the FDR.
·         Requesting Office/Org: Organization or Office of originator. 
·         POC Name: Name of originator/Project Leader. 
·         Phone/Fax/email: Commercial telephone number/E-mail address of the originator.
 
SECTION IV.  PURPOSE
 
·         Provide a brief description: This section should provide sufficient detail, so as to fully describe the requested item/service. Include sufficient detail that will allow the supporting  Fund Holder to identify and track the request back to the original, budgeted requirement and fund category. If the request is for a MIPR, this section should identify if the funding will be reimbursable or direct and breakout that funding. For eProcurement actions, Finance will provide one line PRs and the KO can breakout as needed. 
·         Period of Performance: Indicate start date through completion date.
·         Option Year: Check appropriate box.
·         CLIN Structure: Breakout of any funding (reimbursable/direct, etc.), if requested.
·         Other Instructions: If applicable 
  
SECTION V.  SERVICES/GOODS PROVIDER INFORMATION
 
·         POC Name:  If this is for a contract, provide the Contracting Officer's name.  If this is for a MIPR, provide the person who will be accepting it.
·         Purchase Group (PGr): Code that identifies the KO assigned to the request.
·         Phone/Fax/E-Mail:  Commercial telephone number/E-mail address of the originator. 
·         Final Invoice Copy to: 
o         COR: Provide a Contracting Officer Representative (COR).  When no COR is assigned, provide the invoice Certifying Official (i.e., Miscellaneous Obligating Document). 
o         ARO: Provide Accountable Receipt Official (ARO) for MIPRs.
 
SECTION VI.  FUNDING REQUIREMENTS
 
·         Amount Required (Basic/Amend): If Basic, enter the amount.  If amending the funding, enter the Basic amount (obligated amount) and the amount of every amendment in the respective “Amend” block. Then, list new total (cumulative of the basic + the amends) in the “Total” block. 
·         Cost Center: Valid cost center where funds availability will be identified.
·         Object Class: Valid Object Class to be identified based on the types of services and/or goods being requested.
 
INSTRUCTIONS CONTINUED
 
 
·         Internal Order Number: Provide, if applicable (required for all Capital Requirements).
·         Project #: Provide, if applicable.
·         Work Breakdown Structure (WBS) Element: Provide, if applicable.  
·         Vendor Code or DoDAAC: (ECC Terms: Vendor Code for Outbound MIPRs; Facility Cage Code for eProcurement PRs). 
o         If MIPR, provide DODAAC (Vendor Code) for MIPR Recipient. 
o         If eProcurement requirement, provide `Ship To' DODAAC (Facility CAGE Code). 
§         Hardware/equipment purchases (ship-to location).
§         Service contract (where invoices are sent).
·         Complete LOA: Indicate the line of accounting to be used to fund the requirement.
·         Product and Service Code (PSC): This element mandated in an OSD AT&L memorandum that all PRs must have a PSC code for each line item prior to submitting the funding request to Contracting. The PSC enables end-to-end tracking of costs through the accounting system. A complete list of PSCs can be found at http://acq.osd.mil/dpap/ss/taxonomy.html
·         North American Industry Classification System (NAICS): A unique system that classifies business establishments and used in the procurement process. You can locate NAICS in EBS by launching MM03 transaction.
·         Reimbursable Funded: Is there an Inbound Reimbursable Order associated? Check appropriate box.
·         Inbound MIPR #: From original Inbound Reimbursable Order.
·         Reimbursable ION: Consult with applicable Fund Holder to retrieve ION created during acceptance process.
 
For J6 Only Section
 
·         Project Name/Program Category:  Program Program name, if applicable.  *Note the Program name should also match the associated Cost Center.
·         Investment Review  Board (IRB)/Defense Business System Management Committee (DBSMC) Cert Approval Date: Provide Certification Date, if applicable.
·         Approved By:  Signature required for Contract tracking purposes only.
·         IT43 line:  Provide IT43 line at the lowest level that J6 would like to track.
·         Portfolio Manager Approval:  Signature required.
 
SECTION VII.  APPROVALS/CERTIFICATION OF FUNDS AVAILABILITY: 
 
·         Provide electronic signatures with dates from the Requestor and Funds Holder. 
 
SECTION VIII.  EBS TRANSACTION VALIDATION: 
 
·         FDR Number:  FDR Number/tracking number in standard format. 
 
Fields to Be Completed by J8
 
SECTION I.  DOCUMENT TYPE:
 
·         MIPR Basic:  If applicable, list the number of the MIPR created.
 
SECTION VII.  APPROVALS/CERTIFICATION OF FUNDS AVAILABILITY:
 
·         Provide electronic signatures with dates from the Resource Manager.
 
SECTION VIII.  EBS TRANSACTION VALIDATION:
 
·         Initials: Analyst executing FR/PR and/or processing the document.
·         Date: Date document processing is completed.
·         FDR Number: FDR Number/tracking number in standard format (if not already provided):
·         Assigned FR number: System generated from ECC.
·         Assigned PR number: System generated from ECC.
·         Assigned PO number: System generated from ECC.
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