STANDARD OPERATION PROCEDURES FOR COMFISCS

REQUESTS FOR CONTRACTUAL PROCUREMENT (RCP)

Subject:  SOP for RCP Process  

From:  COMFISCS, Comptroller, Director of Financial Services 

Encl: (1) RCP Cover Sheet Instructions/RCP Coversheet

      (2) RCP Process for Contracting Officers

      (3) Search Direct RCP Documents

1. Purpose:   This SOP describes the general operating procedures for managing the process of conducting financial reviews and approvals of Direct Cite Request for Contracting Procurement (RCP) received by NAVSUP field activities and provides instructions on how to process your documents.  

2. Concept of Operations:  The key to performing timely reviews is to minimize the manual steps required and automate the procedures wherever possible.  Additionally, the global nature of the process and the diverse customer basis of submitting activities require the need for simplicity.  The RCP database is utilizing and building on the capabilities of e. POWER software, which require RCP requests to be forwarded by FAX to a designated phone number, emailed to a designated email address listed and/or electronically through the Internet to the applicable email address which is listed on the coversheet.

Once the coversheet, and supporting documents are processed into WebOTF, an intelligent agent will automatically take incoming requests, create electronic folder for each request in e.POWER, index data as appropriate, insert the documents into the folder and process the request into the workflow process.  The electronic folder will be established for a specific queue basket depending on the contracting office (identified on the coversheet).  The designated financial analysts will retrieve the folder from this specific queue basket and perform the financial review of the RCP request.  

Because of the various queue baskets, this provides management personnel the capability to view documents and assign workload and provides a great tool for planning work and more importantly, allows us to meet your RCP requirements in a most timely manner.

The financial review will be prioritized based on the geographic work schedules of the contracting office based on applicable time zones, such as, east coast requirements are worked prior to west coast time zones from 0600-0730 each day.  The financial reviewers have the capability to annotate comments, perform additional indexing if needed, direct the routing to any of the included NAVSUP Contracting activities as indicated on the coversheet and/or funding document, and other functions as may be identified.  When approved, an acceptance copy (with electronic signature applied) will automatically be generated and returned to the submitting activity.  An email or FAX notification will be sent advising of the action taken.  Action taken, time/date and reviewer will be automatically documented in the folder and it will be routed to the appropriate contracting activity for action.  Re-routing paths will provide the ability to pass RCP folders from one Contracting Activity to another if initial routing is not correct. 

All folders will remain resident on the NAVSUP WebOTF database for audit purposes and analysis of workload, processing timeframes to ensure your requirements are being processed in a timely manner.  

3.  System Functions:  System data back-ups shall be performed to allow system restore and disaster recovery.  Several incremental back-ups will be performed daily Monday through Friday, except Federal holidays, to capture changes in the data from intra-day transactions.  Full system tape back-ups will be done nightly, weekly and monthly to allow full system recovery in the event of a catastrophic failure. The weekly and monthly back-ups will be housed securely off-site.

With the exception of normal system maintenance, it is anticipated that the Direct Cite RCP Review and Acceptance process will be operational 24/7.  If the system becomes unavailable, the system will be restored within 8 hours.  

In the case of a failure that requires hardware replacement or repair, NAVSUP will be notified within one business day of determination of the problem, and provided the recommended action to resolve the problem.

For emergent documents that require immediate action or cannot be processed through the normal WebOTF process, the FISC Liaison Staff located at each FISC will have the authority to accept Direct Cite documents.  At the most convenient time, these documents will be archived to the WebOTF database.

4. This SOP is effective as of 14 November 04 until superseded.   

RCP Cover Sheet Instructions

Do not handwrite on the RCP Cover Sheet - Because an electronic OCR reader is reading this document into a fax server.  All fields should be populated.

1.  Document Directive Number: Do not put any spaces or dashes in between document numbers.  Example:  N0002404RCAB001

2.  Amendment Number: Do not write any words in this field.  It must be a five digit numeric number.  Example:  Basic Document – 00000  Amendment Document – 00001.

3. Document/Directive Type:  Must select one of the options from the drop down menu.  All computer-generated forms that are electronically approved must be approved by FMR.  If you have a computer-generated form that was approved and replaces the NAVCOMPT 2276 and NAVCOMPT 2276A, you must choose NC 2276 on the drop down menu.

4. Amount:  Do not use any parenthesis, dollar signs in amount.  Example:  123,111.00  For Negative amounts, type the following:  -123,111.00

5.  Route to FISC Contracting Office:  Do not type in this field.  Choose a contracting office from the drop down menu.  Ensure you choose the FISC who will be issuing your contract.  

6. Urgency:  Select from the drop down menu.  Only select 

   urgent, when you need a item and/or service within four (4) 

   hours.  Example:  Ship will be deploying and they need a  

   item and/or service to deploy. 

7. NMCI Related:  Click in the box.  You will only check yes,  

   when it is a NMCI requirement.

Activity Information:

8.  Activity Name:  Type Activities name on funding document.  

    Example:  Navy Region.

9.  Activity Address:  Type Activity address located on 

    funding document. 

10. Financial Point of Contact (POC):  Type name of financial    

    POC activity

11. POC E-mail Address:  Type Financial POC’s email address. 

           RCP Cover Sheet Instructions (Continued)

 12. POC Fax Number:  Type Financial POC’s fax number.  Must 

     be commercial phone number.  Do not use parenthesis.

     Example:  312-238-8888

 13. POC Phone Number:  Type Financial POC’s phone number. 

     Please type your DSN number, if available.  Example:  

     522-2324  Do not type DSN in front of number.

 14. Sent Acceptance/Rejection to:  Select either fax or email 

     address from drop down menu.

FAX Instructions:

1. Fax RCP Cover Sheet, funding document, statement of work, 

    and justification to (703) 378-2879.  Please ensure the 

    description is adequate for us to make a determination if 

    all complies with Time, Purpose, and Amount.

2. If you have received and OK from your fax machine, the 

    document has been confirmed.  Please don’t resubmit 

    document if you have received an OK from the fax machine.

EMAIL Instructions:

1. Email RCP Cover Sheet, Funding document, statement of work and justification to RCP@WebOTF.org.  On your subject line, type “RCP Cover Sheet”.

Encl (1)

RCP Process for Contracting Officers

1.  Log into WebOTF through the Internet.  URL is:   

    http://www.webotf.org
2.  Click on RCP Contract Queue.

3.  Find your funding document, if you know what was assigned

    to you.  Click on funding document (It will be highlighted

    in Blue).  This will open the document and bring you to

    the RCP coversheet.

4.  Click on related docs.

5.  This will bring another area with a list of documents. 

    The RCP cover sheet is usually the last document listed. 

    Click in the box on the document you want to view.

6.  Scroll down and click view.  This will open the document 

    in Acrobat.

7.  Select Print.  To close out Acrobat, click the x at the

    top and it will close it out.

8.  Click on In basket.

9.  Find your document.  Scroll down to the right and find the 

 Workflow path.  Under that box, click on Approve and check 

 the box next to the right. 

10. Click on process.  This will exit the document out the

    workflow.

You need to ensure you clear out your baskets daily.  If any amendment comes in while you have the basic or any other amendment still in the workflow, this will cause this document to go into Triage or put on hold until the prior document has exited out of the workflow.

Encl (2)

Search Direct RCP Documents

In WebOTF, you need to select the search capability from the top menus.

1. Click on Document (Gray Tab at the top of the screen).

2. Scroll down to Search Direct RCP.  Type in what you want to search.  You can search by document number, dollar amount, etc.  You can search on one field or many fields.   Once you type in your field, click search.

3. This will bring you a list of documents of what was found.  To view a document, click the box next to the document number.

4. Click on Workflow History, if you want to see where your document is in processing.

5. Click on View to review the cover sheet. 

6. Click on Related documents, if you want to pull up a copy of the cover sheet, funding document, or acceptance.

If your document is in triage, you will not be able to search by document number.  You can try to search by dollar amount or location if these areas are populated through the system. 

If you can’t locate your file through the search capability within 1 hour, please contact the following personnel:

Lead Financial Analyst:

Ms. Yolanda Gapunay  (619) 532-2254 or DSN 522-2254

Email:  Yolanda.Gapunay@navy.mil
Supervisor, Financial Analyst:

Ms. Joleen Robinson   (619) 532-2975 or DSN 522-2975

Email:  Joleen.robinson@navy.mil
Division Director:

Sandy Johnson    (619) 532-1345 or DSN 522-1345

Email:  Sandra.k.Johnson@navy.mil
Encl (3)
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