SECTION 3 - MODIFICATIONS

FOLLOW CURRENT PROCEDURES CONTAINED IN CONTRACT ADMINISTRATION MANUAL TO ASSIST IN THE PREPARATION OF MODIFICATIONS.

PART 1 - COMMITTMENTS ON EXISTING PR&C

1.  Choose Option (1) - Financial Management Functions, Menu ID:  AA

2.  Choose Option (3) - Financial Management – Menu ID:  AAC

3.  Choose Option (2) - Requests for Goods and Services – Menu ID:  AACB

4.  Choose Option (1) - Create Purchase Requests (PR) – Menu ID:  AACBA

5.  Choose Option (1) - Contractual Purchase Request

6.  This brings you to Purchase Request Create/Update - Screen 2.34.
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7.  F2 to query on the existing Purchase Request

8.  F3 to pull in purchase request.

CD Personnel should take care to use the correct contract/contingency work item (IF IN DOUBT - DON’T DO IT).  CEFMS requires that originators of the contractual PRAC also be originators for the S&A work item in addition to all other work items which are linked to the PRAC. Therefore, if caution is not exercised, it is possible to use the S&A work item rather than the contingency work item.  Also, always check that the requesting organization code is the organization code for the office receiving placement.  If it is incorrect, contact your PM budget analyst to have it corrected.
9.  Cursor is in the Queried/New Amendment No. field. 

10.  Add new amendment number and press enter.  This will populate the amendment date with the current date.  Click on Save.

11.  Page Down twice or Click on “Next Page” twice to enter remarks.  Enter one carriage return before typing to allow one blank line to separate remarks.  Remarks must be entered for each change order.  These remarks must include the following:   Example:

INSCOPE CD-34  ORIG FUNDS:  2162020 EXP: 30 SEP 96   $3,500.00  INCREASE  (002QC6)

MISC CHGS TO REPLACE DETERIORATED WOOD, FASCIA, SOFFITT, AND DECKING.

NOTES:  

(1)  The information on line 1 of the remarks must be entered in the order shown above  for every PRAC Amendment. (Inscope or Out of Scope, COR #, Original Source of Funds and expiration date, amount of COR, Increase.)  Adding the work item number is of benefit especially if there is more than one work item on the PRAC.  The source of funds and expiration date are entered on the PRAC by PM.  Printing of PRAC and using information provided by PM is recommended due to funding changes that occur when funds are moved to carrier account(s).

(2) The information on lines 2-4 of the remarks must include title of change for  work to be performed.  

(3) The remarks shall include the above information as a minimum for each change order.  Insert a  blank line for separation between COR’s.  

(4) The maximum lines for Remarks per PRAC use to be 200 lines, but is now unknown. Print screen of PRAC willl NOT be accepted.  A new PRAC will have to be initiated if the number of Remarks lines are exceeded.

 12.  Click on Save.

 13.  Click on “PR Line Items.”  Use the down arrow key until the correct line item appears on the screen.  NOTE:  CD is responsible for creating new line item(s) to the PRAC for modifications involving new funded work items during the life of the project.  These work items will be provided by PM.  Use instructions in “Commitments on New PRAC” for creating new line item and pulling in of funds.
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14.  Page Down or click on “Next Page” to view funded work item, Screen 2.36.1.
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15.  Page Down or click on “US Dollar Amount” to access Screen 2.36.2 and press enter to NEW amount field.
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16. For Increase Modifications, add the amount of the change order to the previous amount and enter the amount in the NEW field.  Available funds must populate in block “Amount Available for Request”.  If no funds are indicated, contact PM to request additional funding.  If the amount has been entered correctly the INCREASE/DECREASE field will contain the exact amount that the PRAC is being amended for.  If the amounts are equal, Click on Save.

17.  Only funds that increase the contract must be committed on the PRAC.  DO NOT DECREASE THE FUNDS ON THE PRAC FOR A DECREASE MOD.  The funding on a decrease modification is adjusted under the contract obligation.  Once the ACO has signed the obligation in CEFMS, the funds then go back to funds available for future commitments on the PRAC.

18.  Notify your Project Manager/Budget Analyst by e-mail/fax/etc. giving the PRAC number and amendment number to be approved.  From the first page of the PRAC, page down once to obtain names of PM/Budget Analyst 

 Commitments funded with money (usually O&M), which has already expired or will expire at the end of the fiscal year MUST BE OBLIGATED IN CEFMS NLT MIDNIGHT ON 30 SEP. The CEFMS data manager runs a program on 1 OCT which cancels all committments funded with expired money.  Unobligated PRAC’s for committments funded with expired money will be canceled. This program actually removes the funds from the database, but the money is not returned to the customer. PM must send a request to RM-B to restore the funds in CEFMS before CD can re-enter the PRAC. Appropriate action should be taken to ensure the modifications are posted/obligated in CEFMS NLT 30 SEP.
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