DEPARTMENT OF THE AIR FORCE

MEMORANDUM FOR ALL MAJCOMS/BASES

FROM: HO AFSVASVE
10100 Reunion Place, Suite 304
San Antonio TX 78216-4188

SUBJECT: Nonappropriated Funds (NAF) Mandatory Contracting and IBPS Guidance

1. We need your immediate assistance in the Prime Vendor Program that supplies a number of
the activities with their food and related items. We have identified systemic non-compliance
issues with AFMAN 64-302 mandatory requirements on the proper establishment of contractual
agreements, particularly the establishment of Blanket Delivery Orders (BDO). AFNAFPO has
created Monappropriated Fund Purchasing Apreements (NPAs) that establish the primary terms
and conditions. These agreements are not the authorizing documents for your bases to request
delivery of goods/services. Your base NAF CO must establish a BDO in IBPS against our NPA
for each ordering activily. The attached document contains the procedures to establish a BDO.
Once the B0 is established at your base, the activities will ereate a call in [BPS that will
interface to the Air Force Services Financial Management System (AFSFMS). There are a few
critical actions required by the activity, They are as follows:

a. Before contacting the vendor, the call number must be obtained from IBPS. This applies
to all calls with vendors, whether ordering through the vendor’s order entry system or
placing a call verbally. All calls must have an award number. This award number is the
B0 number with the IBPS call number,

b. Enter the call into IBPS and ensurce it is signed. As previously advised, the activity does
not have to enter each item ordered. However, they must break the entries down by Cost
Center and GLAC.

c.  Enter the recciving against the respective call into IBPS and ensure the receiving report
is signed.

Regardless whether or not the base has deployed AFSFMS, all contractual agreements, including
BDOs must be executed by a NAF Contracting Officer (CO) and entered into IBPS. This is a
mandatory process. Contracting Officers in turn, delegate authority to activities (o place calls.
Calls placed without an agreement in place result in ratifications.

2. Auached is 1 Memorandum for all Prime Vendors that is being sent to our vendors. By
complying with the above guidance we can ensure the NAFI will continue to receive their
requiremenis to operaie their activities and the vendor will be able to submit a proper invoice and

be paid in a timely manner.



3. We appreciate your assistance in ensuring your bases are in compliance. The parinership
betwesn the MAJCOMSs, Bases, and the Agency for the procure-to-pay processes has
dramatically reduced interface/process errors from 30% in Oct 07 1o 8% in Dec 07, If you have
any questions, please contact my POC, Ms, Diana Runkle, HQ AFSVA/SVCKI, DSN 487-6931,

W&Gzﬁ’%‘

WILLIAM A, FORAN, YC-03, DAF
Director of AF NAF Purchasing

Attachment:
1. B Guidange

2. Memorandum for all Prime Vendors



A Blanket Delivery Order (BOOY is an order against an established MNonappropriated
Funds Purchasing Agreement (NPA) or an Essential Products Program (EPF) or GSA

cantract. If you are using a GSA contract, check IBPS to ensure it exists. For
assistance with creating GSA contracts, referance the 1IBPS Training Manual.

Recommend you read the entire document before beginning.
PR Preparation for a BDO

- Ensure Purchase Requests (PR's) are CREATED for each Actvity/Organizational
Unit {OU) and or cost centar and NAFI code, This ulimately will result in ane PR
per BDO,

- PR's will contain & ling item, guantity, unit of issue and a dollar value (in some
cases the dollar value may ba estimatad).

- Mo attachments are necessary (i.e. Templates) when preparing a PR for a BDO,

On the address tab we recommend you SEARCH by CONTRACT # for the vendaor
associated with the NPAJEPP/GSA contract,

‘Select a Vendor Address ./
Click @m the ¥endor index tab Ffor o vendor

# ABCDEEGHIJKLMNDE

Enter the information below to For & wemnsdor:
vardor Name: | S

Conkract Mumber:  F4190006 01234

Contact Last Name: |

Contact First Name: |

zocode: [
 earh |

.- el |
e e - | -:r!f—r.ﬂd—'.

Search results will display the vendor attached to that contract. Select the link and the
vendor will be added to your Purchase Request vendor address.

Dnce the PR has been signed, approved and cerified, issue the FR.



PRE-AWARD Stage
- Line ltems Tab
-- Ensure the NPA/EPP vendor is attached to the applicable line items

- To Award the PR salect
-- Award to - Salect the vendor from the drop down
- Award type — BDO
-- AWARD button

Thia PENDING Contract will populate the screen

- Verify that it is a BDO type contract

- Verify the vendor is correct

- Enter a COMMODITY (Important). If multiple BDO's will be created for various
activities, recommend incorporating the activity name in this box, (Example: Golf
Course - Prime Vendor).

- Payment Terms defaults to the parent contract — DO NOT CHANGE.

- Select desired FOB-ensure it does not conflict with parent contract.

- Enter an EFFECTIVE and EXPIRATION date for the BDO. Ensure it does not
exceed parent contract expiration date.

- Add an attachment - BDO Authonzation Call letter

- You DO NOT need to add General Provisions—they are contained in the
parent contract.

- Select the ADDRESS TAB
— Verify the vendor address
- |ssued by address should be your Address
-- BILL TO - Deployed bases should have the HO AFSVA addrass
-- Non-deployed bases should have local NAF accounting address

- Select the Distribution List Tab
- Add users 1o be notified when this order is executed
--- For example--activity manager

- Select the Signatures Tab
- DO NOT ENTER the AFNAFPO contract number in the contract number block.
Allow the system to assign the contract number.
- If you are authorized, select the CO Sign Button, if not
-~ Expand the PROXY box and enter the CO's signature and date the CO
provided you the written authorization to do so and APPLY PROXY
INFORMATION.,
-- Keep in mind, a BDO does NOT require a Contactor(s) Signature
- A print preview should reflect the:
-- BDO AWARD - NPA or EPP contract # in block 2.
-- Authorized call letter

- Print these and send to the vendor.



Select the PRICE LISTS Tab, then the CREATE PRICE LIST button

Contract Detail

Select the spurce for the pricelist.
Ta saEct a0 axiding proaksl, selact tha pricelst you want,
wWhan you ana finished, cide the Apphy button

--Flease Salect— :J

=Pleage Select-
GML (Opan M arked) (121,203 -

- Select the current NFA/EPP pricelist from the drop down and APPLY. If an NFAERPP
price list does not exist, contact the AFNAFPO contract administrator.

- SAVE
Select the CALL REGISTER tab
Select the £, e ! button and the following is displayed.



Cal Register Information | :‘;5 el i i :'-. il - T

o
.

Flesge resvin e infiormation beles snd dhargs as neadad,

Drop-down menu allows you o

Select Contract: Coriract #: [waco-F-o7o000: )+ select & confract as applicable
: AT o i
R LER L e Wt .
Effactnn Daba:
Expirstion Cusbe: BASIC BDOY data is
Vencke: ALCeth TECHNOLOGIES (IEDFORD ™) | fisplaved (Read only)
Srahrs:  Asanced
Enter an effective date
Effective Date: .
I Dewyoorrrm Enter an expiration date of the
Enpiration Date: | T ewamovren * | register. not 10 exceed Fiscal

Year or end of contract

Cost Center: |BI0Z - 5% MAF Purchasing Offce

y whichewer oocirs first

s FIRECTORATE OF WtF PURCHASING, POLICY, PROCEDURES, TRAG B 8PS *

Before entering any other data,
first select the ACTIVITY

WAFL | —ase Selact--

Curremcy: |—Hem5ﬂed:— _d-*

- Enter the appropriale Cost center
- Enter the appropriate NAF| code and Currency.

SAVE CALL REGI

TTTCRITICAL - What activity is the
reqgister being created for.

= select the applicable PR

The call register is created and the activities can now anter applicable calls.




DEPARTMENT OF THE AIR FORCE
HEADGLARTERS AR FORCE BEAVICES AGENCY

February 25, 2008
MEMORANDIUM FOR ALL PRIME VENDORS

FROM: HOQ AFSVASVOKH
10100 Reurnon Place, Suite 304
San Antonw TX TH216-4 188

SUBJECT: Nonappropriated Fund {(NAF) Invoice Guidance

1. This letter is 1o provide mformation and guidance to assist you with proper inveice
procedures o cnsure prompt payment 1o your company. The Air Force Services Agency has
implemenied a new MAF accounting svstemn and formed a Shared Service Center (S5C) in San
Antonio TX where afl NAF payments are to be processed, A phased approach is being used to
deploy the new systern at all of our bases, see Atachment 1, and transfer this responsibility from
base level NAF Accounting Offices to the S5C by the end of 2009,

2. The implementation of the S5C and automation of eur sccounting processes has brought to
our attention instances of non-compliance with contractual terms pertaining to the submission of
invoices thal have occurred in the past and cannot continue under the new system, These
practices will prevent timely processing for payment under this new accounting system.
Examples of pon-compliance are;

4. Improper mvpices: The majority of the improper invoices received are due to cither
missing Blanket Delivery Onder (BDE) call numbers or mvalid BDO numbers cited o the
invoice. IF you are not provided with a BDO award number and call number, you do not have
sufficient data to submit a proper invoice for payment in aceordance with the contract,
Attachment 1 describes the procedures for a proper invoice, Improper mvotces will be
returned unpaid,

h. Invoices not submitted to the disi ] It 14 eritical thar you bt
imvaices fo the correct paving office as indicated in your BDO., BDOs have been modified o
change the paying office 1o the 550 for bases that have deployed the new accounting system.
We have antached the deployment schedule w assist you in determining if you should send the
imvoice 1o the base or 1o the 35C and included invoice procedures m Anachment 2,

3. To ensure you receive o BDO award and call number, we recommend vou identify to your
customers a field for entry of the award/call mumber in your company's Electranic Ordering
Svstem (EQS).  If vour EOS can require this mandatory data at the time of entry, this will ensure
you are always provided with this information from the base for entry on your invoice. This will
make the matching of your invoice 1o the call and receipt of goods easier at the paying office.



4, An alternative to submitting invaices is vendor acceptance of the NAF Purchase Card (P-
Card) = a VISA card. The Air Force Services Agency is migrating all Prime Vendor contracts
and other eligible Air Force MAF contracts o acoept the NAF P-Card thereby streamlining the
procurc-to-pay process, We are asking cument vendoss o weigh the advaniages of converting to
this method now, Some things to consider are

1.

fii.

Program Benefits
1. Pavment is a two day process versus weeks
1. Reengineers your accounts receivable
3. Mo need to submit an invokce to the 55C. Paymen s based on
inlivicdual invoices (priced delivery tickets) submitied to the
activily with each delivery.

If you accept credit cards, please call your credit card service provider and
artamge for a software upgrade to “Level TIT" to electronically transmit
valuable accounting data with our P-Card, Depending on vour merchant
agrecment with your hank, P-Card acceplance could increase your sales
volume, which may lower your hank discount rate.

Contact our office to change the method of payment to accept the NAF P-
Card as the only form of payment authorized under vour contract,

If wou currently do not accept credil cards, call JPMorgan Chase Supplier Hot
Limee ot 1-B00-619- 1982 10 find out how you can begin saving time and
THTLE

3. Please notify us by 10 March 08, if your EOS is capable of accepiing call numbers or if vour
company will be accepting the NAF P-card. If you have guestions or requine assistance with any
af the sbave, please feel free 1o contact my POC, Mz, Rhonda Good, HQ AFAVA/SVOKH, o

{210 852-693 1 or email her at Rhonda Good @ rapdolph. af. mil.

Attnchments:

1. Deployment Schedule
2. Procedures for 8 proper invoice
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Procedures for a proper invoice must include the following mandatory information:
1. Imvoice date:
2. Vendor name;

3. BDD Award pumber with a call number (with the: last 4 characters indicating the call number (Le.
BASEFORO01260002). This should be provided by each ordering activity. Note: F41999X0NXX is
the basic contract number issued by AFNAFPO and should mot be vsed as the BDO numbser);

4. Description of goods/services provided, as stated in the call;
5 Quantity and Price;
6. Shipping and payment terms;

7. Name. title, phone, & mailing address of & person (o contact in the event of questions regarding the
invoice; and

8. Any other information‘documentation required by the contract provisions. For example, the Pricing
Arrangements provision strongly encourages you to divide your invoice into 4 separate prommpt payment
categories, which is at your diseretion. In any case, your invoice must contain the above listed mandatory
information,

9. For bases that have deploved to the new accounting system, we prefer you submit them electronically
Lo pp-invoices @alev per. Altematively, you can mail your invorce(s) 1o

Mail to: HQ) AFSVA/SVTEA (380)
10100 Reunion Place, Ste 725
San Antonio, Texas TE216-4 188
Accounts Payables at (2100 652-3566

a For bases that have not deploved the new accounting system, you should continue o
submit invoices to the address specified in the BDO.

b. There may be a few cases where you may provide service to more than one base, with
some bases already deployed and some not. Be aware of each base’s stabus and ensure you
submit the invoice properly,

MNolg; Payment date and discount period are calculated based on receipt of 2 proper invoice submitted 1o
the SSC at the designated “Invoice To™ location and a receiving report submitted by the base. Remeinber
for deployed bases; do not mail your invoice to the base NAF Accounting Office. Pleasc leave a delivery
ticketl with the receiving activity; however, this delivery ticket is not considered a proper invoice. If you
have not received payment after submilting a proper invoice, please contact ap.invoices @gfsv pet. If you
are in need of additional assistance please contact AFNAFPO Contracting Officer.

Atch 2



