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SUMMARY OF CHANGES

This revision incorporates the following changes. The office of primary responsibility (OPR)
changed from SAF/FMP (AFAFO) to SAF/FMFC (AFAFO). The authority to waiver
requirements is added throughout the publication. Made the following additions to: Appendix 1,
Abbreviations and Acronyms; Appendix 6, optional footnote for MIPR amendments; and
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allowed for acceptance of DD 448 by intra-agencies on other than a DD 448-2 throughout the
publication.

Chapter 1— AIR FORCE PURCHASES USING MILITARY INTERDEPARTMENTAL

PURCHASE REQUESTS POLICY 5

1.1 PUIDIOSE. ..ttt r e r e e r e e 5

1.2. AIr FOrce MIPR POLICY. ...ouoiviiiiieieeee e 5
Chapter 2— GENERAL GUIDANCE 8
2.1. PUICNASE OPLIONS. ..viivieiiieiie ettt st et sre et et e esresrae e 8

2.2. T = O 1 (=T (o [T SO 9

2.3. IMIPR REVIBW. ...ttt bbb 9

2.4, MIPR ACCEPIANCE. ... teiiiiiee ettt ettt et e et e sbe e sba e e snreeesnnee e 9

2.5. DOCUMENTE RELENTION. ...ttt 9

2.6. LI UL TSRS 9

2.7. Trading Partner Information. ...........cccoeiiii i 10
Chapter 3— SERVICE CONTRACT REQUIREMENTS 11
3.1. Planning and RESEAICN. ..........oiiriiiiiiieie s 11

3.2. Performance-Based ACQUISITION. ........ccoiiiiiiiieieieee s 11

3.3. Services Designated Official APProval. ... 11

3.4. QUANTEY ASSUANCE. ...ttt 11

3.5. SEVEIADIE SEIVICES. ....cveeiiiiiciieiee e 11

3.6. NON-SEVErabIE SEIVICES. ..o s 12
Chapter 4— AUTHORITIES 13
41. OVEBIVIBW. ...tttk bbbttt bt 13

4.2. SEALULOTY AUTNOTIEY. .ecveeiicic e 13

43. ECONOMY ACL. ..ottt b et saneene e 14
Chapter 5— ROLES AND RESPONSIBILITIES 15
5.1. Program Manager (PIM). .....o.ee oottt s sne e 15

5.2. Unit or Organization Resource Advisor/Manager (RA/RM)........cccooovvviiniviinnne 17

5.3. Financial Management Analysis (FMA).......ccoco i 19



AFI165-118 4 OCTOBER 2016

5.4.
5.5.
5.6.

Defense Finance and Accounting Service (DFAS).......ccccvviveieieiii v
Supporting Air Force Contracting OffiCe. ..o,
IMIPR INITIAEOT. 1. st st

Chapter 6— ADVANCE PAYMENT/ADVANCE BILLING AND ACCOUNTING

6.1.
6.2.
6.3.
6.4.
6.5.
6.6.
6.7.

PROCEDURES

AAVANCE PAYMENT PIOCESS. ....c.viveieiieiieiisiisies et
Partial Advance of MIPR.........ccooiii s
Full Advance of MIPR. ..o
Recording of Contract Award for Direct Cite MIPR. ..........cccccovvviiviiiiic e
Recording of Obligation for Reimbursable MIPRS. ..........ccccoociiiiiviic e
Monthly Validation PrOCESS.........cceiviiieieiieie et se et sre sttt

Stages of Accounting for Requesting ACHIVItY. ........ccccocevieiieivie e,

Chapter 7— AIR FORCE PROCEDURES WHEN RECEIVING MIPRS

7.1.
7.2.
7.3.
7.4.
7.5.
7.6.
7.7.

Performing Air FOrce ACHIVILY. .....cooii i
Performing agency FMA responsibilities. ..........cccccovviveiiiie i
ACCEPLING MIPRS. ...ttt st sre e
Accepting Reimbursable MIPRS, CAT L. ..o
Accepting Direct Cite MIPRS, CAT 1. ..oooiiiiiiiieee e
Year ENA PrOCEAUIES. ......c.oiuiiiiieiieieeeeeee st

Stages of Accounting for Performing ACHVILY. .........cccceoeininiininine e

20
20
21

22
22
22
23
23
24
24
24
25
25
25
25
25
25
26
26



4 AFI165-118 4 OCTOBER 2016

Attachment 1— GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION
Attachment 2— PROCESS FLOWCHART FOR REQUESTING ACTIVITY

Attachment 3— CHECKLIST FOR DD FORM 448 AND REQUIREMENTS PACKAGE
REVIEW

Attachment 4— MIPR FOOTNOTES

Attachment 5— BUSINESS RULES FOR USE WITH FOOTNOTES 2A AND 2B
Attachment 6— INTERAGENCY AGREEMENT FOR USE WITH FOOTNOTE 2A
Attachment 7— INTERAGENCY ACQUISITION DETERMINATIONS AND FINDINGS

Attachment 8— EXAMPLE—ECONOMY ACT DETERMINATIONS AND FINDINGS
FOR USE WITH FOOTNOTE 9

Attachment 9— DD FORM 448 AND INTERAGENCY AGREEMENT CONTINUATION
PAGE

Attachment 10— EXAMPLE—DD FORM 448-2

Attachment 11— INITIAL REQUEST FOR DD FORM 448-2 FOR DEOBLIGATION OF
REMAINING FUNDS

Attachment 12— EXAMPLE--FINAL REQUEST FOR DD FORM 448-2 FOR
DEOBLIGATION OF REMAINING FUNDS

Attachment 13— EXAMPLE--DEOBLIGATION MEMORANDUM

27
36

42
45
47
49
50

52

53
55

56

57
58



AF165-118 4 OCTOBER 2016 5

Chapter 1

AIR FORCE PURCHASES USING MILITARY INTERDEPARTMENTAL PURCHASE
REQUESTS POLICY

1.1. Purpose. This instruction provides Air Force guidance and procedures for purchases using
MIPRs, DD Form 448 and Acceptance of MIPR, DD Form 448-2. This instruction supersedes all
Air Force MIPR guidance and applies to all Air Force organizations including Air Force Reserve
Command and Air National Guard.

1.2. Air Force MIPR Policy. The policies, procedures, reviews, and approvals put forth in this
instruction apply to all DD Forms 448 and MIPR requirements packages regardless of dollar
value, purpose, and operating/contingency locations.

1.2.1. Acquisition planning includes developing the overall strategy for managing the
acquisition. Therefore, before requesting the assistance of a servicing agency to perform
acquisition activities, the Air Force requesting agency shall determine that an assisted
acquisition is needed (e.g., expertise or acquisition resources are not readily available within
the agency) and a servicing agency can provide the assistance required. (T-1). The decision
to use an interagency agreement is supported by a best interest determination. Refer to
Attachment 7, Interagency Acquisition Determination and Findings.

1.2.2. MIPRs are supported by a written and signed agreement between the requesting and
the performing agencies. The MIPR and Acceptance attached in FMSuite Open Document
Analysis (ODA) Module and attached to the MIPR when processed in DEAMS until Invoice
Processing Platform (IPP) or G-Invoicing is fully deployed.

1.2.3. MIPRs may not be used to violate provisions of law or to circumvent conditions and
limitations imposed on the use of funds. For example, MIPRs may not be used to extend the
period of availability of the cited funds.

1.2.4. MIPRs cannot be written based on another MIPR funding (‘MIPR-on-MIPR’). A
MIPR is a request for a service or item. If your office has been designated as a primary
office for a specific product, then the actual funding MIPR should go through your
designated office. The key is having the requesting organization directly linked to the
providing agency. If your office receives a MIPR and it is determined that your organization
cannot perform or provide the requested goods or services, reject it via a DD 448-2.

1.2.5. Air Force funds that expire in a given fiscal year must be awarded to a contract or task
order within 90 days of acceptance of the MIPR or by 30 September of the given fiscal year,
whichever occurs first. If a contract or task order is not awarded by September 15th, for
funds that expire in the given year, the requiring activity should reevaluate their requirements
and deobligate funds as appropriate, to allow use of the funds prior to expiration. For goods,
delivery may not be specified to occur in the year subsequent to funds availability unless a
lead-time or stock-level exception applies.

1.2.6. The requiring activity program manager (PM) must ensure that purchases ordered
using a DD Form 448/448-2, comply with all DoD acquisition and financial regulations as
well as DFAS and Air Force policies. (T-0).
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1.2.7. The requiring activity PM must include DoD-unique clauses and comply with all DoD
regulations, directives, and other OMB and public law requirements for all interagency (non-
DoD) purchase agreements. (T-0).

1.2.8. The requiring activity PM must use the Automated Business Services System (ABSS),
another automated system that interfaces with ABSS, or Defense Enterprise Accounting and
Management System (DEAMS) to create the DD Form 448. (T-0). Once created, the DD
Form 448 flows through ABSS or DEAMS for the required policy coordination and reviews
implemented in this instruction.

1.2.9. Funds certifiers will not certify nor will contracting officials perform reviews on
manually created MIPRs. (T-0). Manual preparations of MIPRs are only authorized when
the use of ABSS or DEAMS are unavailable to produce a compliant requirement or
disconnected environment

1.2.10. An Air Force financial analyst must review and certify funds for every MIPR before
the requiring activity program manager releases it to a DoD or non-DoD agency for
acceptance. (T-1).

1.2.11. All MIPRs leaving the installation will be reviewed by the local contracting office.
(T-1).

1.2.11.1. For any MIPR that will result in a contracting action, including unfunded
planning MIPRs, the supporting Air Force contracting office must review the MIPR and
the attached requirements package before the requiring activity program or program
manager releases it to a DOD or non-DoD agency for acceptance. (T-1). Specifically,
warranted contracting officers are required to review all MIPR packages for compliance
on requirements greater than $500,000 that will result in a contracting action (DoD FMR,
Volume 11A, Chapter 18). Contracting specialists are authorized to review MIPR
packages below that threshold.

1.2.11.2. For those MIPRs that do not result in a new contracting action or additional
contracting actions, review by the contracting office is optional.

1.2.11.3. Contracting review for Air National Guard MIPRs will be conducted by their
applicable (Air Force, Army, etc.) contracting office.

1.2.12. For MIPRs that do not leave the installation and do not result in a contract action
(e.g., host-tenant support reimbursements), contracting review is not required. If a
contracting specialist receives these types of MIPRs they should select the appropriate button
in ABSS or DEAMS to flow the MIPR to FMA (Budget Office) for review and funds
certification.

1.2.13. The requiring activity PM is responsible for managing the MIPR order process, for
managing all goods and services procured by the MIPR or resulting contract, and for tracking
funding through all stages of accounting until the order is complete and remaining funds are
deobligated.

1.2.14. The requiring activity PM will not approve advance payments or advance billings for
goods or services orders unless explicitly required to do so by an appropriation or other law.
(T-0). The specific appropriation or law authorizing the advance must be cited on the
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obligation and interagency agreement documents for those few exceptions where advances
are authorized.

1.2.15. The requiring activity PM with responsibility for the MIPR funds and mission
requirement must date and sign the DD Form 448 hard copy before sending the package to
the performing agency. (T-1).

1.2.16. The requiring activity program manager, or designated resource manager is
responsible for providing the MIPR package from ABSS or other automated system to the
performing agency.

1.2.17. Air Force MIPRs must adhere to the government-wide business rules set forth by the
Office of Management and Budget. (T-0). The specific business rule requirements are
incorporated in the requirements of this instruction at Attachment 5.

1.2.18. Air Force will not issue or accept a MIPR from North Atlantic Treaty Organization
or any foreign country.

1.2.19. Air Force will not issue or accept a MIPR from any organization unless that
organization receives appropriated funds from the US Congress.
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Chapter 2
GENERAL GUIDANCE

2.1. Purchase Options. There are various contract vehicles utilized to purchase goods and
services. MIPRs are not the only purchase option.

2.1.1. Local Purchases Using the Government Purchase Card (GPC). Organizational GPC
cardholders may purchase authorized supplies, equipment up to the current micro-purchase
limit, non-personal services up to $3,000 and construction up $2,000. Purchases up to
$25,000 are also allowed in limited circumstances. Program managers (PMs) should see the
requiring activity Agency/Organization Program Coordinator (A/OPC) for assistance.
Organizations should look to GPC first as this is our most efficient and economical means for
making small purchases.

2.1.2. Purchase Using an AF Form 9, Request for Purchase. The supporting Air Force
contracting office can purchase authorized supplies, equipment, and non-personal services at
any dollar amount. Always discuss, your procurement needs with contracting office
personnel before beginning the MIPR process. The contracting office personnel can provide
in-person assistance throughout the award and performance of your requirement.

2.1.3. Intra-Air Force Acquisition Using a DD Form 448, AF Form 185, Project Order or
AF Form 9. Other Air Force organizations may be able to provide available supplies and
services or can procure supplies and services on a contract. When intra-Air Force support is
available, Financial Management Analysis (FMA) or your Resource Advisor/Resource
Manager (RA/RM) can provide assistance/guidance on using a DD Form 448, AF Form 185,
or AF Form 9. The preferred method for an Air Force to Air Force purchase
request/customer order is the DD Form 448 or AF Form 9.

2.1.4. MORDs and AF Forms 616.

2.1.4.1. MORDs. The requesting entity will no longer send MORDs off the installation
to fund direct cite or reimbursable customer orders, nor will the performing organization
accept MORD:s as a valid customer order. (T-1).

2.1.4.2. AF Forms 616. The requesting entity will no longer use 616s to fund
reimbursable customer orders nor will the performing organization accept 616s as a valid
reimbursable customer order. (T-1).

2.1.4.3. Acceptance of Reimbursable Customer Orders. All off installation reimbursable
customer orders from an Air Force, Air National Guard, or Air Force Reserve unit to
another will be made on a DD Form 448 or AF Form 185 and accepted on a DD Form
448-2 or AF Form 185, respectively. (T-1).

2.1.5. Assisting Agencies. There are two categories of assisting agencies, intra-agency and
interagency. Both are key purchase options using DD Form 448.

2.1.5.1. Intra-Agency Acquisition Using a DD Form 448. Requirements are obtained
from an agency/organization outside of the Air Force but within DoD. These
agencies/organizations may be able to provide military-related supplies and services or
can procure supplies and services on behalf of the Air Force. For example, an Air Force
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unit sends a MIPR to the Army and an order is placed for supplies/services for the Air
Force from an existing contract. The Army is the intra-agency performing agency.

2.1.5.2. Interagency (Non-DoD) Acquisition using a DD Form 448. Requirements are
obtained from an agency outside DoD, a Federal agency. Interagency acquisitions may
be used only when an interagency acquisition is in the best interest of the Air Force.
Interagency Acquisition on a DD 448 may be accepted on a DD 448-2 or on other
documented evidence of acceptance.

2.2. MIPR Categories. There are two categories of MIPRs, reimbursable and direct cite. Both
categories can be used on one MIPR. Generally the performing agency and the PM negotiate
whether the order will be reimbursable or direct cite. (T-0).

2.2.1. Reimbursable Order (Category 1): The performing agency uses the additional
spending authority created by the Unfilled Customer Order (UFCO) recorded in the
accounting system to fill the order or perform the service. The Defense Finance and
Accounting Service (DFAS) will process billings to reimburse the assisting/servicing agency
using the requiring activity’s funds cited on the MIPR. The MIPR number is the source
document number throughout the life of the acquisition.

2.2.2. Direct Cite Order (Category II): The performing agency directly cites the PM’s fund
cite on the resulting contract, travel order, etc. DFAS pays the performing contractors
directly from the requiring activity’s fund cite. The contract number is the source document
number throughout the life of the acquisition.

2.3. MIPR Review. See Paragraphs 1.2.11., 1.2.12., and 1.2.13. (T-0).

2.4. MIPR Acceptance. Once a performing agency receives a MIPR, it must formally accept or
reject the order represented by the MIPR. (T-0). The performing agencies will accept the order
by completing the DD Form 448-2 and returning it to the PM within 30 days. The performing
agency and PM may use the 30 day period to correct any weaknesses in the MIPR package
before accepting the order. (T-0).

2.4.1. Air Force performing activity accepting a MIPR will complete the DD Form 448-2
using the requesting activities document number for CAT | MIPRs, include the performing
organization’s line of accounting (LOA), sign and forward to the local FMA for review. (T-

0).

2.4.2. The local FMA will verify the performing organizations LOA and forward on to their
servicing DFAS site to record the unfilled customer order in accounting system. (T-0).

2.5. Document Retention. Organizations must comply with Air Force Manual 33-363,
Management of Records, and Disposition Schedule (RDS) regarding the retention of MIPRs and
all supporting documentation. (T-1). Per DoD FMR, Volume 1, Chapter 9, Financial Records
Retention, retention is to be ten years after the final invoice or Intra-Government Payment and
Collection or other similar documentation. This is an increase over the NARA six year minimum
retention standards for these record types.

2.6. Training. With the constant flux of personnel, whether civilian or military, training is the
key to keeping the accounting business processes current within the organizations. FMA offices
will provide training to units supported by their office. (T-1). This would include tenant and
medical units. Training should include but not limited to local business process and document



10 AF165-118 4 OCTOBER 2016

retention requirements. Keeping abreast of current policies and procedure has become an even
bigger issue as Financial Improvement and Audit Readiness (FIAR) continue to drive change in
our long standing accounting policies and processes.

2.7. Trading Partner Information. A Trading Partner IS either the
customer/requiring/requesting organization or the providing/performing organization of a
support agreement for goods or services. This information is crucial to assist in data mining and
intragovernmental elimination processes and is needed when trading occurs with a federal entity,
to include transactions through service contracts. At a minimum, trading partner information
should include (1) Treasury Account Symbol (TAS), (2) Business Partner Number (BPN) and (3)
Agency Location Code (ALC). If your trading partner does not provide this necessary and
critical information, recommend elevation up the chain of command which could include
MAJCOM or SAF/FMFC assistance.
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Chapter 3
SERVICE CONTRACT REQUIREMENTS

3.1. Planning and Research. It is critical for the PM to contact the supporting Air Force
contracting office for advice on management and oversight requirements for service contracts.

3.2. Performance-Based Acquisition. In accordance with the Federal Acquisition Regulation
(FAR) Part 37, Services Contracting, service acquisitions are performance-based. The PM must
ensure the Performance Work Statement (PWS) is written in performance-based terms and is
approved by the Services Designated Official (SDO) in accordance with Air Force Management
and Oversight of Acquisition of Services Process. See your supporting Air Force contracting
office for assistance. (T-0).

3.3. Services Designated Official Approval. The supporting Air Force contracting office will
assist in processing the request for SDO approval. (T-0). For interagency acquisitions, the PM
will need to obtain one or two approvals from the SDO:

3.3.1. Approval to acquire services by a contract or task order awarded by a non-DoD
agency. (T-0).

3.3.2. Approval to use a non-performance based Performance Work Statement (very rare).
(T-0).

3.4. Quality Assurance. MIPRs for services above $2,500 must address quality assurance
requirements (FAR 46.102, Quality Assurance Policy and 46.202, Types of Contract Quality
Requirements) to ensure the services rendered meet contract requirements. (T-0). The PM must
develop a plan outlining how he/she is going to assess contractor performance based on the
particular acquisition. The outline should contain details on what standards the contractor will be
held to, as well as detailed plans for oversight and management of the contract. The supporting
Air Force contracting office can provide advice for quality assurance planning.

3.5. Severable Services. Severable services are those that are continuing and recurring in
nature and provide the Department a benefit each time the service is performed (e.g.,
maintenance and repair services, scientific, engineering, and technical services). (T-0).

3.5.1. Title 10 U.S.C. 2410a permits the performance of severable services to begin in one
fiscal year and end in the next provided the period of performance does not exceed one year.
Thus the performance of severable services may begin during funds period of availability and
may not exceed one year. Therefore, annual appropriations provided to a performing agency
that have expired shall be deobligated unless the performance of the services requested began
during the funds period of availability and the period of performance does not exceed one
year. (T-0).

3.5.2. The annual appropriation from the earlier fiscal year may be used to fund the entire
cost of the one-year period of performance; however, an annual appropriation may not be
used to enter into a severable services agreement where the period of performance for
services requested is entirely in the following fiscal year. In no instance may the period of
performance extend beyond September 30 of the subsequent year for services funded with
annual appropriations. (T-0).
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3.6. Non-Severable Services. Non-severable services are funded with appropriations available
for new obligations at the time the contract is awarded. The period of performance may extend
across fiscal years. Funds provided to a performing agency that become excess are deobligated
when identified. Refer to Attachment 11, Example—Initial Request for DD Form 448-2 for

Deobligation of Remaining Funds. (T-0).
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Chapter 4
AUTHORITIES

4.1. Overview. The Economy Act authorizes federal agencies to assist each other under certain
circumstances, when the performing agency does not have a specific authority but agrees to
accept your order. Assisting agencies are authorized to provide support services either under the
Economy Act or under a more specific statutory authority. Some agencies outside of DoD are
authorized by statute to provide acquisition support or other services to Federal agencies. This
specific authority allows the performing agency to accept your MIPR and to provide the support
you need. Your first choice for contract support should always be your supporting Air Force
contracting office. Some other agencies charge a fee-for-service. For example, some agencies
fulfill customer orders by ordering off GSA schedule contracts. When this happens, the Air
Force pays a fee-for-service to both the performing agency and GSA.

4.2. Statutory Authority. Some agencies have a specific authority to assist other agencies. The
PM must call the performing agency to determine if the agency has a statutory authority to
accept the order. (T-1). The Non-Economy Act authorities include, but are not limited to, the
following.

4.2.1. Acquisition Services Fund. The Acquisition Service Fund was established by the
General Service Administration Modernization Act that merged the General Supply Fund
and the Information Technology Fund to carry out functions related to the use of the
Acquisition Services Fund including any functions previously carried out by the Federal
Supply Service and the Federal Technology Service managed by General Service
Administration.

4.2.2. Franchise Fund. Franchise Funds were first established by P.L. 103-356, Title IV,
Section 403 to provide common administrative support services on a competitive and fee
basis. Franchise fund programs originated within the Environmental Protection Agency
(EPA), Department of Commerce, Department of Veterans Affairs (VA), Department of
Health and Human Services (HHS), Department of Interior, and Department of Treasury.
The current authority to cite Treasury Franchise Fund is 31 U.S.C. 322, Note.

4.2.3. Authority of Administrator of General Services, Services for executive agencies, (40
U.S.C. § 501). In general the Administrator of General Services shall take action under this
subchapter for an executive agency to the extent that the Administrator of General Services
determines that the action is advantageous to the Federal Government in terms of economy,
efficiency, or service; and with due regard to the program activities of the agency. The
Secretary of Defense may exempt the Department of Defense from an action taken by the
Administrator of General Services under this subchapter, unless the President directs
otherwise, whenever the Secretary determines that an exemption is in the best interests of
national security.

4.2.4. Initiating a Statutory Authority order. Non-economy Act Orders in excess of the
simplified acquisition threshold of $150,000 shall comply with Federal Acquisition
Regulation part 7, “Acquisition Planning,” for the “proper Use of Non-DoD Contracts.”
(T-0).
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4.2.5. When using a specific statutory authority a Determinations and Findings (D&F) is not
required, unless the specific statue requires one.

4.3. Economy Act. Title 31 U.S.C. 1535, Economy Act Authority. Cite this authority using
Footnote 8 or 9 of Attachment 4 if the agency does not have a specific statutory authority and,
when required, prepare a D&F refer to Attachment 8.

4.3.1. DoD Economy Act Orders. Performance of a requirement must be supported by
documented evidence of a formal agreement between the buyer and seller. (T1). When there
IS no support agreement in place, the PM must work with the agreement manager to negotiate
an agreement for the required support. (T-3). (See DoDI 4000.19, Support Agreements, and
current G-Invoicing guidance for additional information.) No agreement is necessary for
provision of intragovernmental sales specifically directed or authorized by law.

4.3.2. Determinations and Findings (D&F) Requirement. Economy Act orders sent to a non-
DoD agency require written approval in the form of a D&F signed by a Senior Executive
Service (SES) or General Officer (DoD FMR, Volume 11A, Chapter 3, paragraph 030304).
A D&F is always required for Economy Act MIPRs going outside of the DoD (FAR 17.502-
2, “The Economy Act”). (T-0). This authority may be delegated, although designees may not
be lower than a SES, Flag, or General Officer. The supporting Air Force contracting office
can advise the PM on the proper staffing of the D&F. See Attachment 8, Example—
Economy Act Determinations and Findings for Use with Footnote 9, for a sample Economy
Act D&F. (T-0).
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Chapter 5
ROLES AND RESPONSIBILITIES

5.1. Program Manager (PM). Although requiring activities may use different terms, for the
purpose of this instruction, the term “PM” refers to the individual in the requiring activity with
budget authority that needs the support, services, or goods procured on the MIPR.  For the
purposes of the instruction, PM will represent other names performing the same function. (T-0).
PMs can be designated by the member’s chain of command or work center chain of command.
The PM shall ensure all MIPRs are properly prepared and coordinated in accordance with this
instruction and manage the requirement throughout the MIPR life cycle. (T-0). Specifically:

5.1.1. PM is responsible for preparing and ensuring the MIPR is properly prepared and
processed. The PM must:

5.1.1.1. Before preparing a MIPR, ensure the requirement is valid. Consult with
Financial Management Analysis (FMA, see paragraph 5.3) and the Resource
Advisor/Manager (RA/RM) see paragraph 5.2) to determine bona fide need in terms of
purpose, time and amount. Unlawful obligation and expenditure of appropriated funds
can result in a violation of the Anti-Deficiency Act (31 U.S.C. 1241). (T-1).

5.1.1.2. If a MIPR is going to result in contract action, consult with the supporting Air
Force contracting office as soon as the requirement is identified to ensure an inter/intra-
agency MIPR is in the best interest of the government. (T-1).

5.1.1.3. Create the DD Form 448 in ABSS, DEAMS, or an approved automated system
that interfaces with ABSS or DEAMS, to ensure proper coordination and tracking of
funds. Forms created in an automated system are distinguished by marking in the bottom
right corner of DD Form 448 example: “Generated by DEAMS”. (T-1).

5.1.1.4. Include on the DD Form 448, a specific and definite description of the goods or
service required, period of performance, or estimated delivered date, and expiration date
of the funding source. (T-0).

5.1.1.5. Ensure footnotes in Attachment 4, MIPR Footnotes (required footnotes),
Attachment 5, Intra-governmental Business Rules For Use With Footnotes 2A and 2B,
and Attachment 6, Interagency Agreement For Use With Footnote 2A, are in block 9b of
the DD Form 448 are attached as required. (T-0).

5.1.1.6. Prepare a requirements package in compliance with Attachment 3, Checklist for
DD Form 448 and Requirements Package Review, Attachment 7, Interagency
Acquisition Determinations and Findings, Attachment 8, Example—Economy Act
Determinations and findings for Use With Footnote 9, and Attachment 9, Example—DD
Form 448, of this instruction. The documents in the package must be attached to the DD
Form 448 in ABSS or DEAMS and be reviewed by contracting and finance. (T-0).

5.1.1.7. Flow MIPR and requirements package through ABSS or DEAMS for required
reviews. (T-1).
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5.1.1.8. Sign and send MIPR and complete requirements package to DoD or non-DoD
agency via email, fax, or mail. The PM signature must be on Footnote 1 and included in
the MIPR package sent to the performing activity. (T-1).

5.1.1.9. When requested by the performing agency, approve or deny any requests for
advance payment or advance billing IAW specific appropriation or law authorizing the
advance and notify the performing agency in writing of your decision. Retain request
and approval/denial with MIPR file documentation. (T-0).

5.1.1.10. Receive DD Form 448-2, within 30 days of issuance. Review for correctness
and note additions from the performing agency. Verify appropriate advance payment or
advance billing approvals are annotated in block 13. (T-1).

5.1.1.10.1. For CAT I, Reimbursable MIPR provide copy of DD Form 448-2 to the
RA/RM and FMA. (T-1).

5.1.1.10.2. For CAT II, Direct Cite MIPR, provide a copy of the DD Form 448-2 and
contract to the RA/RM and FMA. (T-1).

5.1.1.11. Review and follow-up on MIPRs where the DD Form 448-2, has not been
received within 30 days of DD Form 448, MIPR issuance. (T-0). Also, follow-up on
contract award documents that have not been received from the performing agency within
90 days, or by 20 September, whichever occurs first. (T-1).

5.1.1.12. Participate in technical evaluation of offers and review cost related information
as required by the cognizant contracting officer. (T-2).

5.1.1.13. Obtain a copy of the contract for direct cite orders from the performing agency.
The PM will submit a copy to the RA/RM and FMA. (T-1).

5.1.2. Reconciling.

5.1.2.1. For CAT | Reimbursable MIPRs, the PM is responsible for tracking and
reconciling MIPRs. (T-1).

5.1.2.2. For CAT Il Direct Cite MIPRs the PM is responsible for tracking and
reconciling both the MIPR and any resulting contracts until they are closed. (T-1).

5.1.2.3. Trading Partner Reconciliation must occur on a quarterly basis per Treasury
Financial Manual, Vol. |, Part 2, Ch. 4700, Appendix 10, Intragovernmental Transaction
Guide. Where available, this reconciliation should be annotated within FMSuite Open
Document Analysis (ODA) Module - Remarks and Attachments Tab. Attachments can be
documents and e-mails (pdf format). (T-0).

5.1.2.4. The PM shall:

5.1.2.4.1. Ensure MIPR number is referenced on all documents received from the
performing agency. (T-0).

5.1.2.4.2. Ensure proper payment procedures are used for accounting of MIPR
expenditures. See Chapter 6, PM and RA/RM Advance Payment/Advance Billing
and Accounting Procedures. (T-0).
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5.1.2.4.3. Ensure the COR will be designated and trained IAW AFFARS
MP5301.62-2(d), Designation, Assignment, and Responsibilities of a Contracting
Officer’s Representative (COR). (T-0).

5.1.2.4.4. Promptly process, or ensure the designated RA or COR processes receiving
reports and invoices in accordance with procedures established by the PM and the
performing agency contracting officer. (T-0).

5.1.2.4.5. Obtain reports on open MIPR commitments, obligations, and expenditures
from the RA/RM. The RA/RM can utilize the Commander’s Resource information
System (CRIS), or DEAMS to provide management reports such as the Open
Document Listing (ODL), Selective Transaction History Listing, and Purchase Order
Summary to help follow-up and monitor MIPRs. Using the reports, (1) reconcile
current progress of contract performance; (2) monitor expenditure rate of obligated
funds; (3) deobligate or add funds as necessary during contract performance using a
DD Form 448-2. The RA/RM and FMA are available to help reconcile MIPR funds.
(T-1).

5.1.2.4.6. If an obligation balance still exists at the end of contract performance for a
Category |, Reimbursable MIPR, submit a memorandum to the performing agency
and request a DD Form 448-2, or other documentation be provided to the PM for
deobligation of excess funds (reference Attachment 11, Example—Initial Request
for DD Form 448-2 for Deobligation of Remaining Funds). (T-1). If the PM requests
a DD Form 448-2, or other deobligation documentation and the performing agency
does not provide it within 30 days, the PM will send a memorandum to the
performing agency informing that the funds remaining on the order will be
deobligated in 30 days (reference Attachment 12, Example—final request for DD
Form 448-2 for Deobligation of Remaining Funds). (T-1). After 60 days (30 days for
original request and 30 days for final deobligation notification) complete a
deobligation memorandum, attach copies of the two memorandums notifying the
performing agency of the deobligation requests and forward to FMA (reference
Attachment 13);. (T-1).

5.1.2.4.7. If an obligation balance still exists at the end of contract performance for
Category II, Direct Cite MIPRs, prepare, coordinate with assisting contracting office
and submit a deobligation memorandum to FMA. Note: MOCAS contracts require a
modification or DD 1594 (Contract Completion Statement) to close. (T-0).

5.1.2.4.8. Maintain copies of all documentation in accordance with Air Force Manual
33-363, Management of Records, and Disposition Schedule (RDS). Maintain copies
of all documentation within FMSuite Open Document Analysis (ODA) Module -
Remarks and Attachments Tab. (T-1).

5.2. Unit or Organization Resource Advisor/Manager (RA/RM). The RA/RM assists the
unit commander or organization manager in planning and executing annual budgets by managing
the organization’s finances. Specific RA/RM duties in assisting PMs to execute a MIPR will be
to:

5.2.1. Serve as unit primary point of contact with FMA. (T-0).



18

AFI165-118 4 OCTOBER 2016

5.2.2. Ensure source of funds is correct and funding is available to support the purchase.
(T-0).

5.2.3. Ensure footnotes in Attachment 4, MIPR Footnotes, Attachment 5, and Business
Rules for Use with Footnotes 2A and 2B, and Attachment 6, Interagency Agreement for use
with Footnote 2A, are in block 9b of the DD Form 448 or attached as required. (T-0).

5.2.4. Ensure DD Form 448 is properly prepared, including a specific and definite
description of the goods or services required and the required start date, end date, and date of
expiration of the funding source. See Attachment 9, Example—DD Form 448. (T-0).

5.2.5. For reimbursable MIPRs ensure DD Form 448-2 is received from the performing
activity and submit a copy to FMA for obligation by DFAS. (T-0).

5.2.6. For direct cite MIPRs, submit a copy of the contract award document to FMA for
obligation by DFAS. Verify the contract number is recorded in the obligation. If not, notifies
FMA to request a correction. (T-0).

5.2.7. Ensure advance payments or advance billings are properly posted, aged, and
liquidated in the accounting system and works with FMA/DFAS to correct any discrepancies.
Refer to Chapter 6 for further clarification of procedures. (T-0).

5.2.8. Review unobligated commitments monthly to confirm if requirements are still needed.
(T-0).

5.2.9. Perform follow-up on outstanding invoices and receiving reports. (T-2).

5.2.10. Assist the PM in monitoring MIPR status through the entire MIPR life cycle and
stages of accounting, including ensuring proper aging and liquidation, and return of funds for
erroneously disbursed transactions. (T-0).

5.2.11. Promptly process receiving reports and invoices in accordance with procedures
established between the PM and the performing activity. (T-0).

5.2.12. Coordinate with PM, any DD Form 448-2, MIPR amendments generated for
increases/decreases. (T-1). Attach supporting documentation for the MIPR/amendment in
FMSuite ODA module. (T-1). If supporting documentation is already available in
electronic format, RA/RM can reference where the particular documents are located. Once
coordinated, provide to FMA for submission to DFAS. Verifies accounting transaction is
complete and accurate. (T-0).

5.2.13. Assist the PM in close-out of contracts, Category I, Reimbursable MIPRs. If an
obligation balance exists at the end of contract performance for Category I, Reimbursable
MIPRs, submit a memorandum to the performing activity to request a DD Form 448-2 be
provided to the PM for deobligation of excess funds (reference Attachment 11). (T-1). Ifa
DD Form 448-2 is requested by the PM and is not received within 30 days, assist the PM in
sending a memorandum to the performing activity informing them that funds remaining on
the order are deobligated in 30 days (reference Attachment 12). After 60 days (30 days for
original request and 30 days for final deobligation) notification assist the PM in completing a
deobligation memorandum; attach copies of the two memorandums notifying the performing
agency of the deobligation requests and forward to FMA (reference Attachment 13).
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5.2.14. Assist the PM in close-out of contracts, Category Il, Direct Cite MIPRs. If an
obligation balance exists at the end of contract performance for Category IlI, Direct Cite
MIPRs, prepare, coordinate with assisting contracting office and submit a deobligation
memorandum to FMA. Note: MOCAS contracts require a modification or DD 1594
(Contract Completion Statement) to close. Verify that DFAS updates the transaction. (T-1).

5.3. Financial Management Analysis (FMA). FMA is a part of the Comptroller organization.
The FMA will:

5.3.1. Ensure required footnotes in Attachment 4 of this instruction are loaded into the
system that generates the MIPR. (T-1).

5.3.2. Provide training to new users on creating MIPRs. Establish the proper document flow
for the requesting activity PM. (T-1).

5.3.3. Advise PM in determining bona fide need in terms of purpose, time, and amount. (T-
2).

5.3.4. Ensure Attachment 5, Intragovernmental Business Rules for use with Footnotes 2a
and 2b, is attached and filled in. (T-0).

5.3.5. Ensure funds are available and the accounting appropriation is correct. (T-1).

5.3.6. Certify funds and input commitment transactions for MIPRs into the accounting
system. Note: Before certifying funds on commitment documents such as MIPRs, the funds
certifier must complete funds certifying official training, have a training certificate,
Delegation of Authority Letter on file by the Comptroller. (T-1).

5.3.6.1. When a pseudo Treasury Account Symbol (TAS) is used and a MIPR is issued
to a non-Air Force or a DEAMS performing activity, create the MIPR or amendment in
an approved automated system such as ABSS. Cite the pseudo TAS in Block 14 and the
"true” TAS in Block 9 (b) of the MIPR. Pseudo account symbols can be determine in FM
DQS (Data Quality Service), Fund Code (Legacy). (T-1).

5.3.6.2. Before certifying the MIPR in ABSS, create a manual MIPR citing the “true”
TAS in Block 14. This is the ‘Companion” MIPR which will be submitted to the non-Air
Force Performing Agency for acceptance. Include the pseudo TAS in Block 9 (b). All
other information contained in the ‘Companion’” MIPR will mirror the original MIPR
generated through ABSS. Upload the manually created “companion™ MIPR in ABSS as
a supplemental file prior to certification in ABSS.

5.3.6.3. An additional signature block will be included on the ‘Companion’ MIPR. The
FMF, FMA, or FMAL Chief will review and approve the citation of the “true” TAS
before funds are certified.

5.3.6.4. Copies of the ‘Companion’ MIPR, ABSS or an approved automated system
created MIPR, amendment and all acceptances (DD 448-2) will be uploaded to FMSuite
ODA.

5.3.6.5. For Category I, Reimbursable MIPRs, submit the ABSS-generated MIPR,
‘Companion’ MIPR, and acceptances to DFAS for obligation/de-obligation. Category I,
Direct Citation MIPR obligations will be processed automatically through DFAS-
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managed tables which will change the appropriation from the “true” TAS to the pseudo
TAS for execution in GAFS/BQ.

5.3.7. Perform follow-up actions with RA/RM on outstanding receiving reports. (T-2).
5.3.8. Ensure DD Form 448-2 is received from the PM or RA/RM. (T-1).
5.3.9. Submit DD Form 448-2 to DFAS on reimbursable MIPRs to record obligation. (T-1).

5.3.10. For direct cite MIPRs, submit a copy of the contract award document to DFAS to
record the obligation. (T-1).

5.3.11. Monitor MIPRs for opportunities to decommit or deobligate remaining balances and
work with RAs to obtain proper deobligation documentation and forward to DFAS for input.
(T-2).

5.3.12. Assist RA/RM with their review of unobligated commitments. (T-1).

5.3.13. Assist RA/RM with correcting any accounting transactions (i.e., charging expensed
transactions to an advance, proper aging and liquidation and decommit funds). (T-1).

5.4. Defense Finance and Accounting Service (DFAS). DFAS is the DoD accounting firm
and works closely with the FMA to ensure the propriety of payments and the accuracy of
accounting records. The DFAS will:

5.4.1. Obligate Funds.

5.4.1.1. Obligate funds in the accounting system using the DD Form 448-2, MIPR
Acceptance for reimbursable (CAT I) MIPRs.

5.4.1.2. Obligate funds in the accounting system using the contract for direct cite (CAT
1) MIPRs.

5.4.2. Review DD Form 448-2, Block 13, Remarks, for PM approval of advance payment or
advance billing to ensure proper identification of type of vendor and BPAC.

5.4.3. Work with the FMA to ensure propriety of payments and accuracy of accounting
records. Process increases in funding requirements and deobligates remaining balances upon
receipt of DD Form 448-2 or deobligation memorandum. Note: MOCAS contracts require a
modification or DD 1594 (Contract Completion Statement) to close.

5.4.4. Receive invoices and receiving reports and makes payments.

5.4.5. For Reimbursable, Category I MIPRs make payment to non-DoD agency for
interagency acquisitions and reimbursement to DoD agency for intra-agency MIPRs.

5.4.6. Make payment directly to company listed in contract for Direct Cite, Category Il
MIPRs.

5.5. Supporting Air Force Contracting Office. The supporting Air Force contracting office
provides business advice and acquisition support. Contracting office review is required on all
MIPRs that will result in a contract action. (T-1). Specifically, Warranted Contracting Officers
are required to review all MIPR packages for compliance on requirements greater than $500,000
that will result in a contracting action (DoD FMR, Volume 11A, Chapter 18). (T-1). Contract
specialists are authorized to review MIPR packages below that threshold. If you do not have an
assigned contracting office, your FMA can add a contracting office to your ABSS flow to
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facilitate electronic review. DEAMS users can select the appropriate contracting office to flow
the document to during the submission process. Required contracting office responsibilities for
MIPRs that will result in a contract action include the following:

5.5.1. Provide business advice on an interagency or intra-agency acquisition decision to
ensure it reflects an appropriate business approach. Encourage customers to seek advice prior
to DD Form 448 initiation. (T-1).

5.5.2. Review MIPR and the attached requirements package for completeness. (T-0).

5.5.3. Verify the adequacy of the PM’s description of the supplies to be acquired, or of the
Performance Work Statement (PWS) describing the services required. (T-0).

5.5.4. Advise on assisting activity fees versus in-house procurement. (T-1).

5.5.5. Advise on other required documentation (sole source justifications, applicable DoD or
Air Force terms and conditions, etc.) and other approvals as required. (T-0).

5.5.6. Advise on Determinations & Findings (D&Fs) for Economy Act requirements,
reference Attachment 8, Example—Economy Act Determinations and Findings for Use with
Footnote 9. (T-0).

5.5.7. Ensure non-DoD/Services Designated Official (SDO) D&F is completed; reference
Attachment 7, Interagency Acquisition Determinations and Findings. (T-0).

5.5.8. Ensure footnotes in Attachment 4 (required footnotes), Attachment 5 (business
rules), and Attachment 6 (interagency agreement) are in block 9b of the DD Form 448 or
attached as required. (T-0).

5.6. MIPR Initiator. Any military or civilian can initiate a DD Form 448 to request purchase
of goods or services at the request of a PM; however, the PM is always responsible and
accountable for the MIPR.

5.6.1. The MIPR initiator must attend required training and receive access from FMA for the
applicable system(s). (T-0).

5.6.2. The MIPR initiator’s name appears in Block 9b of the DD Form 448. However, this
person does not have overall responsibility for the MIPR. (Note: for separation of duties the
MIPR initiator, MIPR approver and fund certifier will be three separate people). (T-0).
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Chapter 6
ADVANCE PAYMENT/ADVANCE BILLING AND ACCOUNTING PROCEDURES

6.1. Advance Payment Process. Advance payments are a transfer of funds to the performing
agency from the requiring activity prior to service being rendered, and must be authorized by
specific statutory authority (reference general prohibition of advance payments per 31 U.S.C.
Section 3324, and as explained further in DoD FMR Volume 4, Chapter 5). When authorized,
the performing agency can request advance payment for services from the requiring agency.
Advance payments to non-DoD agencies must be approved by the PM prior to acceptance of the
MIPR by the performing agency. (T-0). Upon receipt of the MIPR acceptance, Block 13 is
reviewed to ensure any statements inserted by the assisting activity are accurate to include
verifying any advance payment/billing information and money amount is authorized.

6.1.1. Advance Payment Approved. The requiring activity will submit required
documentation to DFAS for an advance payment. (T-1). For legacy process the advance
payment is recorded in the accounting system as a negative Undelivered Order Outstanding
(UOO) and a positive Accrued Expenditure Paid (AEP) transaction under a type vendor “2”
Program Summary Record/Funds Summary Record (PSR/FSR) and a Budget Program
Activity Code (BPAC) of "9910" or "9940". Specific processing and coding requirements
are provided in DFAS-DE 7077.2-M, USAF Standard Base-Level General Accounting and
Finance System: H069/BQ Software User Manual, Section 19, paragraphs 19.20 and 19.21.
(T-0).

6.1.2. Accounting for the Advance Payment. For legacy Processing, as performance occurs,
receiving reports and invoices must be forwarded to the applicable DFAS operating location
for processing to draw down the advance amount from the type vendor “2” Detail Summary
Record (DSR)/PSR and charge the type vendor “4” or "5" DSR/PSR in the accounting
system. (T-0). When the action procured by the MIPR is complete and/or the entire advance
has been settled by performance, there should be no remaining UOO and AEP balances in the
type vendor "2" DSR/PSR. Note: Upon contract award or obligation of the MIPR action,
the entire amount of the obligation must be established in the accounting system as a positive
UOO balance under a type vendor “4” or "5" PSR/FSR, as applicable.

6.2. Partial Advance of MIPR. If a partial advance payment/billing is authorized, the requiring
activity will forward a copy of the DD Form 448-2 to the DFAS operating location for
processing. (T-0).

6.2.1. Accounting for the Partial Advance Payment. For Legacy processing the DFAS
operating location will process the DD Form 448-2 advance as a negative UOO and a
positive AEP transaction using a type vendor “2” PSR/FSR and BPAC of "9910" or "9940".
The UOO balance set up for the contract award or obligation of the MIPR action is not
adjusted based on the advance payment. The entire amount of this obligation is reflected in
the accounting system as a positive UOO balance under a type vendor “4” or "5" PSR/FSR,
as applicable. These transactions show up as separate line items on the Open Document L.ist;
the advance under a type vendor “2” DSR/PSR and a BPAC of "9910" or "9940", and the
contract award or obligation of the MIPR under a type vendor “4" or "5" DSR/PSR, as
applicable, without the BPAC of "9910" or "9940".
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6.2.2. Actions during Contract Performance. Trading Partners will establish a process on
validating performance and invoice accuracy. As performance occurs, the requiring activity
forwards receiving reports and invoices to the applicable DFAS operating location for
processing to draw down the advance amount from the type vendor “2” DSR/PSR and charge
the type vendor “4” or "5" DSR/PSR in the accounting system.

6.2.3. Entire Advance is settled. When the partial advance has been settled by performance,
there should be no remaining UOO and AEP balances in the type vendor "2" DSR/PSR, and
the AEP balance should now be reflected in the type vendor “4” or "5" DSR/PSR. The
remaining unexpended UOO balance in the type vendor “4” or "5" DSR/PSR is to support
the additional payment(s) required to complete the MIPR action. DFAS operating locations
process the payment(s) against the “4” or "5" DSR/PSR through the final invoice.

6.2.4. Final Invoice. Once payment for the final invoice has been processed against the type
vendor “4” or "5" DSR/PSR, any remaining balance on the MIPR must be deobligated from
the type vendor “4” or "5" DSR/PSR upon receipt of an amended DD Form 448-2 from the
performing agency. When the action procured by the MIPR is complete, and any remaining
balance on the MIPR deobligated, there should be no remaining UOO and AEP balances in
the type vendor "2" DSR/PSR and only an AEP balance in the "4" or "5" PSR/FSR.

6.3. Full Advance of MIPR. If a full advance payment/billing is authorized, the requiring
activity will forward a copy of the DD Form 448-2 to the DFAS operating location for
processing. (T-0). The DFAS operating location will process the DD Form 448-2 advance as a
negative UOO and a positive AEP transaction using a type vendor “2” PSR/FSR and BPAC of
"9910" or "9940". The UOO balance set up for the contract award or obligation of the MIPR
action is not adjusted based on the advance payment. The entire amount of this obligation is
reflected in the accounting system as a positive UOO balance under a type vendor “4” or "5"
PSR/FSR, as applicable. These transactions show up as separate line items on the Open
Document List; the advance under a type vendor “2” DSR/PSR and a BPAC of "9910" or
"9940", and the contract award or obligation of the MIPR under a type vendor “4" or "5"
DSR/PSR, as applicable, without the BPAC of "9910" or "9940".

6.3.1. Actions during Contract Performance. As performance occurs through the final
invoice, the requiring activity forwards receiving reports and invoices to the applicable
DFAS operating location for processing to draw down the advance amount from the type
vendor “2” DSR/PSR and charge the type vendor “4” or "5" DSR/PSR in the accounting
system.

6.3.2. Final Invoice. Once the final invoice has been processed, any remaining balance on
the advance must be collected back from the performing agency and then any remaining
balance on the MIPR must be deobligated from the type vendor “4” or "5" DSR/PSR upon
receipt of an amended DD Form 448-2 from the performing agency. When the action
procured by the MIPR is complete, and any excess advance collected back from the
performing agency and any remaining balance on the MIPR deobligated, there should be no
remaining UOO and AEP balances in the type vendor "2" DSR/PSR and only an AEP
balance in the "4" or "5" PSR/FSR.

6.4. Recording of Contract Award for Direct Cite MIPR. The FMA office sends the contract
award document for Category Il direct cite MIPRs, to the applicable DFAS operating location
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for processing the obligation in the requiring activity's accounting records. The funds are
obligated in the accounting system using the document ID of the contract award document.

6.5. Recording of Obligation for Reimbursable MIPRs. The funds are obligated in the
accounting system using DD Form 448-2, MIPR Acceptance. The document ID must utilize the
Standard Document Number (SDN) format for reimbursable MIPRs. For Legacy the entire
amount is established in the accounting system as a positive UOO balance under a type vendor
“4” PSR/FSR, as applicable, without the BPAC of "9910" or "9940".

6.6. Monthly Validation Process. The PM or RA/RM must validate all outstanding MIPRs on
a monthly basis to ensure timely processing of invoices and timely deobligation of excess funds.
(T-0). Where available, this validation should be annotated in the applicable system via note
areas or attachments. The PM or RA/RM should run a query at the end of each month using the
Commander’s Resource Information System (CRIS) and/or DEAMS. (Contact your base FMA
on procedures to acquire access to CRIS and/or DEAMS). The CRIS and/or DEAMS query for
an ODL should include at a minimum the following “data elements” and “account balances” to
ensure all outstanding MIPRs are retrieved:

6.6.1. For advances: Type Vendor Code “2”, Commitment Balance “COM”, Undelivered
Orders Outstanding “UQO” (obligation), Accrued Expenditure Unpaid “AEU”, Accrued
Expenditure Paid “AEP”.

6.6.2. For Category I MIPRs. Utilize the SDN which should contain a “G” in position 11.
Commitment Balance “COM?”, Undelivered Orders Outstanding “UOQO” (obligation),
Accrued Expenditure Unpaid “AEU”, Accrued Expenditure Paid “AEP”.

6.6.3. For Category Il MIPRs (recorded under the contract number): Type Vendor Code
“4”ictector_"'5", Commitment Balance “COM?”, Undelivered Orders Outstanding “U0Q”
(obligation), Accrued Expenditure Unpaid “AEU”, Accrued Expenditure Paid “AEP”, but
consult assisting DFAS operating location for criteria to narrow scope of CRIS query, if
required.

6.6.4. Monthly Validation. When performing the monthly outstanding MIPR validation, it is
important for the PM or RA/RM to work with their base FMA office to confirm their
balances and work any discrepancies with the DFAS operating location. Also work with the
performing agency to correct any billing discrepancies or adjustments that require an
amended DD Form 448-2. This ensures invoices are processed in a timely manner and also
allow for the timely obligation/deobligation of funds. Note: Data elements “Type Vendor
Code” (2) should only be used in the CRIS query when an advance payment has been
authorized for the MIPR.

6.7. Stages of Accounting for Requesting Activity.
6.7.1. Commitment Balance (COM) - Initial reservation of funds prior to MIPR acceptance.

6.7.2. Undelivered Orders Outstanding (UOO) — Funds are obligated via MIPR acceptance
or awarded contract.

6.7.3. Accrued Expenditures Unpaid (AEU) — Services or goods have been received, but not
paid.

6.7.4. Accrued Expenditures Paid (AEP) — Services or goods have been received, invoiced
and paid.
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Chapter 7
AIR FORCE PROCEDURES WHEN RECEIVING MIPRS

7.1. Performing Air Force Activity. An organization that has agreed to either perform work in
house or acquire services or goods from another government agency or public source.

7.2. Performing agency FMA responsibilities.
7.2.1. Review all incoming MIPRs.
7.2.2. Ensure proper funds are utilized for the project. (Purpose, Time, Amount).
7.2.3. Ensure that authorizations for the MIPR are referenced.
7.2.4. Trading Partner information is provided.

7.3. Accepting MIPRs. The performing agency must accept in writing utilizing DD Form 448-
2, or other documented evidence of acceptance that has all required data elements per DoD FMR
Vol. 11A, Chapter 1, using the requesting activities document number before the expiration of
funds cited. (T-0). Record the requesting activity’s line(s) of accounting and the performing
agency’s line(s) of accounting in block 13 of the DD Form 448-2 or on other documented
evidence of acceptance. (T-1). NOTE: Whoever accepts the MIPR on behalf of the Air Force
performing activity must have a designation of authority letter on file, signed by the performing
activity commander or director, granting that individual the authority to accept orders for goods
or services. (T-1).

7.4. Accepting Reimbursable MIPRs, CAT I.

7.4.1. Send copy of DD Form 448-2 or other documented evidence of acceptance to
requesting activity (they will use to record UOO).

7.4.2. Send copy of DD Form 448-2 or other documented evidence of acceptance to the
servicing DFAS field site to record the unfilled customer order (UFCO).

7.4.3. Records commitment and obligation against the reimbursable program as it performs
against the MIPR.

7.4.4. Bill customers promptly as terms of MIPRs are met.

7.4.5. As terms of the MIPRs are met, update the accounting system to reflect the proper
balance ID of filled customer order uncollected.

7.4.6. . Record collections immediately when the billing is to DoD components and the
billing is a 1080 no check drawn or 1081 IPAC (Intra-Governmental Payment and Collection
System).

7.4.7. Reimbursement procedures. For billing, collection and follow up procedures see the
SAF/FMP AFAFO Reimbursement Accounting Guidance & Standard Operating Procedures.

7.5. Accepting Direct Cite MIPRs, CAT 1l. Send a copy of the contract to the requiring
activity for proper posting to accounting records.
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7.6. Year End Procedures. The performing agency will review all MIPRs to include expiring
appropriations; provide the amount for deobligation purposes to the requiring activity utilizing
the 448-2. (T-0).

7.7. Stages of Accounting for Performing Activity.

7.7.1. Unfilled Customer Order (UFCQO) — Orders received, must be recorded with SC (Sales
Code).

7.7.2. Filled Customer Order Uncollected (FCOU) — Goods or services provided, bill issued
but not collected.

7.7.3. Filled Customer Order Collected (FCOC) — Bill issued and funds collected.

RICARDO A. AGUILERA
Assistant Secretary of the Air Force
(Financial Management and Comptroller)
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BPAC—Budget Program Activity Code

CIO—=Chief Information Office

CLC—Computing Learning Center
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COM—Commitment Balance

COR—Contracting Officer Representative
CRIS—Commander’s Resource Information System
D&F—Determinations and Findings

DEAMS—-Defense Enterprise Accounting and Management System
DFAR—Defense Federal Acquisition Regulation
DFAS—Defense Finance Accounting Service
DOD—Department of Defense

DOD FMR—Department of Defense Financial Management Regulation
DODIG—Department of Defense Inspector General
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FCA—Fund Cite Authorization

FFRDC—Federally Funded Research and Development Center
FM—TFinancial Management

FMA—Financial Management Analysis
FPDS-NG-CAR—Federal Procurement Data System-Next Generation-Contract Action Report
FSC—Federal Supply Classification

FSR—Funds Summary Record

GAO—General Accountability Office

GPC—Government Purchase Card

GSA—General Services Administration

IAW—In Accordance With

IGE—Independent Government Estimate
IPAC—Intra-Governmental Payment and Collection System
IPP—Invoice Processing Platform

IT—Information Technology

J&A—Justification and Approval

MIPR—Military Interdepartmental Purchase Request
MOA—Memorandum of Agreement

MORD—Miscellaneous Obligation Reimbursement Document
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MOU—Memorandum of Understanding
NDAA—National Defense Authorization Act
Non-DOD—Non-Department of Defense
O&M—Operations and Maintenance
ODL—Open Document Listing
OMB—Office of Management and Budget
OPR—Office of Primary Responsibility
PBSA—Performance-Based Services Acquisition
PM—Program Manager

POC—Point of Contact

PSR—Program Summary Record
PWS—Performance Work Statement
R&D—Research and Development
RA/RM—Resource Advisor/Resource Manager
RDS—Records Disposition Schedule
SC—Sales Code

SDN—Standard Document Number
SDO—Services Designated Official
SES—Senior Executive Service
SOO—Statement of Objectives
SOW-—Statement of Work

SRAN—Stock Record Account Number
TAS—Treasury Account Symbol
UOO—Undelivered Order Outstanding
USC—United States Code

WCF—Working Capital Fund

Terms

29

Acquisition—The acquiring by contract with appropriated funds of supplies or services
(including construction) by and for the use of the Federal Government through purchase or lease,

whether the supplies or services are already in existence or must be created, developed,

demonstrated, and evaluated. Acquisition begins at the point when agency needs are established
and includes the description of requirements to satisfy agency needs, solicitation and selection of
sources, award of contracts, contract financing, contract performance, contract administration,
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and those technical and management functions directly related to the process of fulfilling agency
needs by contract.

Acquisition Planning—The process by which the efforts of all personnel responsible for an
acquisition are coordinated and integrated through a comprehensive plan for fulfilling the
minimum agency need in a timely manner and at a reasonable cost. It includes developing the
overall strategy for managing the acquisition.

Advisory and Assistance Services (A&AS)—Services provided under contract by non-
governmental sources to support or improve: organizational policy development; decision-
making; management and administration; program and/or project management and
administration; or R&D activities. It can also mean the furnishing of professional advice or
assistance rendered to improve the effectiveness of federal management processes or procedures
(including those of an engineering and technical nature). In rendering the foregoing services,
outputs may take the form of information, advice, opinions, alternatives, analyses, evaluations,
recommendations, training, and the day-to-day aid of support personnel needed for the successful
performance of ongoing Federal operations. All advisory and assistance services are classified in
one of the following definitional subdivisions: management and professional support services;
studies, analyses and evaluations, or engineering and technical services. A definition on these
subdivisions are listed in the Terms.

Anti-Deficiency Act—Consists of several statutes that authorize administrative and
criminal sanctions for the unlawful obligation and expenditure of appropriated funds
consisting of: obligation and expense of appropriations for an improper purpose;
obligation of funds outside the time limits applicable to the appropriation (e.g. O & M
funds are available for obligation for only one fiscal year); use of funds where there is no
bona fide need of the appropriation period of availability; and obligating more than the
amount appropriated by Congress.

Assisted Acquisition—Contract awarded or a task or delivery order placed on behalf of an
agency by another agency whether or not subject to the Economy Act.

Automated Business Services System (ABSS)—An FM system that automates the creation of
financial documents (e.g., Purchase Requests, MIPRs, MORDS, etc.) and electronically routes
those documents through the approval process. It provides electronic interfaces to the Air Force
standard accounting systems, as well as the Air Force standard contracting systems, to cut down
on the occurrence of data input errors.

Business Event Transaction Code (BETC)—Indicates the type of activity being reported
(payments, collections, borrowings, etc.) in the Government wide Accounting System (IPAC).

Bona fide Need Rule—States that a fiscal year’s (or period’s) appropriation may only be
obligated to meet a legitimate need arising in, or in some cases arising prior to but continuing to
exist in, the fiscal year (or period) for which the appropriation was made. This rule has a
statutory basis in 31 U.S.C. Sec 1502.

Business Partner Number (BPN)—Identifies a government entity for the purpose of intra-
governmental transactions. Air Force uses the BPN in a number of different circumstances and
systems. It replaces the Stock Record Account Number (SRAN) in the first six positions of
accounting documents (example: AF Form 9 and MIPRS).
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Commitment—A specified amount of available funds reserved in the accounting system to fund
an identified requirement. Once committed, funds are not available for other funding needs. The
three most commonly used commitment documents are the AF Form 9, AF Form 616, Fund Cite
Authorization and, prior to its acceptance by the performing agency, DD Form 448.

Contracting Office—For the purposes of this instruction the contracting office is the office
designated to support the requiring activity for contracting actions and business advice.

Contracting Officer Representative (COR)—An individual designated by the commander or
director and authorized in writing by the contracting officer to perform specific technical or
administrative functions. CORs must be designated in writing and provided to the contractor by
the contracting officer. The contracting officer will specify the extent of the COR’s authority to
act on behalf of the contracting officer. The COR is not authorized to make any commitments or
changes that will affect price, quality, quantity, delivery, or any other term or condition of the
contract.

Commanders’ Resource Integration System (CRIS—)—is a relational, read only, data
warehouse containing financial data for Air Staff, MAJCOM, DRU, FOA, and base-level
reporting functions.

Defense Enterprise Accounting and Management System (DEAMS)—An Enterprise
Resource Planning solution that is transforming business and financial management processes
and systems to improve financial accountability and accuracy. It automates the creation of
financial documents (e.g., Purchase Requests, MIPRs, MORDS, etc.) and electronically routes
those documents through the approval process.

Defense Finance and Accounting Service (DFAS)—Accounting agency for DoD and is also
responsible for the payment of all DoD contracts.

Delivery Order—A delivery order is an order for supplies placed against an established
contract.

Determinations and Findings (D&F)—An approved document that is required by statute or
regulation as a prerequisite to taking certain contract actions. The “determination” is a
conclusion or decision supported by the “findings”. The findings are statements of fact or
rationale essential to support the determination and must cover each requirement of the
applicable statutes or regulations. A D&F for an Economy Act order has findings that support the
determination that an interagency order is in the best interests of the government. The Economy
Act D&F Statement must be signed by a General Officer or SES.

Direct Acquisition—A task or delivery order placed by an Air Force contracting officer against
a contract established outside DoD.

Direct Cite Order—An order that provides direct funding authority to the performing agency to
“cite directly” the line of accounting of the requiring activity. Also known as a Category 1l
MIPR.

Economy Act Order (Title 31, U.S.C. Section 1535, FAR Part 17.5)—Per the DoDFMR
Volume 11A Chapter 3, Paragraph 030102. The Economy Act provides authority for federal
agencies to order goods and services from major organizations within the same agency or other
federal agencies and to pay the actual costs of those goods and services. Within the Department,
an activity within a DoD Component may place an order for goods or services with (1) another
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activity within the same DoD Component, (2) another DoD Component, or (3) with another
federal agency.

Engineering and technical services—contractual services used to support the program office
during the acquisition cycle. As defined in OMB Circular A-109, provides such services as
systems engineering and technical direction to ensure the effective operation and maintenance of
a weapon system or major system and provides direct support of a weapon system that is
essential to research, development, production, operation or maintenance of the system.

Fund Certifying Official—The individual in Financial Management Analysis (FMA) who
executes the funds authorization portion of a DD Form 448, blocks 14-17, or other equivalent
forms. This official is responsible for the execution and oversight of funding to a non-DoD
organization in support of an order for supplies or services, certifying that funds for the
procurement are properly chargeable to the allotment(s) provided, and that the available balances
are sufficient to cover the estimated price of the order.

Independent Government Estimate (IGE)—An estimate of the cost or price of an acquisition
developed by the requiring activity. Used for establishing the amount of funding required to
begin an acquisition and to establish a basis for negotiation of price proposals received.

Interagency Agreement—A written agreement between an Air Force requiring activity and a
federal performing agency for the Air Force to purchase specific goods or services under agreed
terms and conditions. The interagency agreement must be signed by the requiring activity
program manager with budget authority and bona fide need for the support, services, or goods
procured on the MIPR.

Interagency MIPR—AnN acquisition in which an Air Force activity obtains supplies/services
from an agency outside the DoD using a DD Form 448 to order and fund the requirement.

Intra-agency MIPR—AnN acquisition in which an Air Force activity obtains supplies/services
from an agency within DoD using a DD Form 448 to order and fund the requirement.

Justification and Approval (J&A)—Justification and Approvals for the use of other than full
and open competition. Explains the rationale and documents higher level approval for sole
source or limited competitions as required by the Competition in Contracting Act. Reference
FAR Part 6.3, Other than Full and Open Competition.

Management and professional support services—contractual services that provide assistance,
advice or training for the efficient and effective management and operation of organizations,
activities (including management and support services for R&D activities), or systems. These
services are normally closely related to the basic responsibilities and mission of the agency
originating the requirement for the acquisition of services by contract. Included are efforts that
support or contribute to improved organization of program management, logistics management,
project monitoring and reporting, data collection, budgeting, accounting, performance auditing,
and administrative technical support for conferences and training programs.

Military Interdepartmental Purchase Request (MIPR)—The primary document used by the
Department of Defense to order goods or services from other DoD Services or Components, as
well as other Government activities outside the DoD. The goods or services may be provided
from in-house resources or may be procured from commercial sources.
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Military Interdepartmental Purchase Request (MIPR) Acceptance—Once a performing
agency receives a MIPR, it must formally accept or reject the order represented by the MIPR.
Agencies accept the order by completing the DD Form 448-2 or other documented evidence of
acceptance and returning it to the requiring unit within 30 days to the Program Manager.

Non-severable—A deliverable item that is a single end product or undertaking, entire in nature
that cannot be feasibly subdivided without losing its identity. A non-severable service is one that
goes toward a defined end result. For example, a contract to re-carpet or paint an office is non-
severable—the customer needs the whole thing done, i.e., the end result of the service. Also,
performance of a research study with a final report would be a non-severable service.

Non-severable Work and Services—Must be delivered whole or to completion to realize any
benefit and fulfill the requirement. A simple example would be a contract for the construction of
a bridge across a river that would start on January 1, 2013 and complete on December 31, 2013.
If the contract was terminated, prior to completion, (June 30, 20013), no benefit would be
realized because only half a bridge would exist and it would not fulfill the original requirement
to move traffic from one side of the river to the other. In general, services tend to be severable
while the construction and/or delivery of goods tend to be non-severable.

Obligation—(related to MIPRs)—A legal liability to pay for the cost of goods and services to be
delivered under a purchase order or contract. The DD Form 448-2 or other documented evidence
of acceptance is the obligating document for Category I, Reimbursable MIPRs and the contract
award document is the obligating document for Category Il, Direct Cite MIPRs.

Open Document Listing (ODL)—A computerized list of open commitments (COM),
obligations (UOQ), and accrued expenditures unpaid (AEU) extracted from the General
Accounting and Finance System. The RA/RM can request a list at any time. The list enables the
PM to monitor and manage open commitments and obligations. The ODL is a useful tool to help
you successfully manage your funds.

Performance-Based Services Acquisition (PBSA)—An acquisition for services that is
structured around the results to be achieved as opposed to the manner by which the work is to be
performed. A PBSA must state measurable performance standards (i.e., in terms of quality,
timeliness, quantity, etc.) and state the method of assessing contractor performance against
performance standards and may have performance incentives where appropriate.

Performing Agency/Activity—Agency or activity authorized to award contracts or orders for
DoD federal agencies/activities. Also referred to as a assisting, supporting, or supplying
agency/activity. Examples are GSA, GovWorks, FedSource, Veteran’s Administration, and
National Aeronautics and Space Administration (NASA).

Period of Availability—The period the funds are available for commitment, obligation, and
execution before they expire and are unusable. Also see Bona Fide Need Rule.

Performance Work Statement (PWS)—Describes the required performance results in clear,
specific and objective terms with measurable outcomes for a performance-based services
acquisition (PBSA).

Project Order—An order issued under the authority contained in 41 U.S.C. 6307. Project orders
are issued by and accepted for performance in a DoD owned and operated establishment. When
placed with, and accepted by a DoD establishment, the project order serves to obligate
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appropriations in the same manner as orders or contracts placed with commercial enterprises.
The activity receiving a project order must be capable of manufacturing the goods or supplying
the services requested on the order and not simply a conduit or middleman for funds used to
procure the goods or services.

Reimbursement—Funding received by a performing agency for the cost of goods or services
furnished to others, for credit to the performing agency’s own appropriation or other fund
account.

Reimbursable Order—The performing agency finances an Air Force purchase of goods and
services and bills the Air Force for reimbursement. Also known as a Category | MIPRs.

Requiring Activity—The unit/activity requiring goods or services, provides funding to fulfill
the requirement, and requests assistance from a performing agency. Also referred to as the
requiring, receiving, or requesting agency/activity.

Sales Code (SC)—A 3-character alphanumeric field to identify sources for appropriation
reimbursement.

Services Designated Official (SDO)—The individual authorized 1AW the FYO02 National
Defense Authorization Act (NDAA), Section 2330(a)(2)(A) to exercise responsibility for the
management and oversight of the acquisition of services. These responsibilities include ensuring
services acquisitions are performance-based; approving, in advance, any acquisition that is not
performance-based; and approving the acquisition of services procured through the use of a
contract or task order being awarded by an agency other than DoD.

Severable—A deliverable item that has an end product or undertaking that if ended suddenly the
government has received the full value of the service up to the time it ended. For example, 24-
hour computer help desk support is severable because complete service is received at the end of
each day. Severable work and services can be stopped prior to the originally planned term and
the requiring activity still received benefit. A simple example would be a contract for weekly
garbage removal from January 1, 2013 to December 31, 2013. If the contract was terminated in
mid-term, (June 30, 2013), the benefit of having the garbage removed from January to June 2013
would still be realized.

Statement of Work (SOW)—A detailed description of the services a contractor is required to
perform, written by the PM or designee, that describes the desired results, performance
measures, and other instructions as necessary. The SOW establishes the bona-fide need of the
government. For assistance in drafting a SOW, see the assisting contracting office.

Studies, analyses and evaluations—contracted services that provide organized, analytical
assessments/evaluations in support of policy development, decision-making, management, or
administration. Included are studies in support of R&D activities. Also included are acquisitions
of models, methodologies, and related software supporting studies, analyses or evaluations.

Support Agreement—A written agreement that establishes the roles and responsibilities for
recurring support between the requiring activity and the performing agency. Support agreements
may be intra-agency (between DoD federal agencies) or interagency (between DoD and non-
DoD federal agencies). Also may be referred to as a Memorandum of Understanding (MOU) or
Memorandum of Agreement (MOA).
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Task Order—A task order is an order for services placed against an established contract.

Type Vendor—A 1-position numeric code that identifies obligations, refunds, and advances
received/paid. Type vendor codes 1 through 6 identify obligations by vendor class, type vendors
8 and 9, identify refunds receivable as being due from the Federal Government or the public.
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Table A2.1. Flowchart Explanations.
Step Title

1

PM ldentifies validated
Requirement (Market
Research)

Obtain RA/RM or FMA
Business Advice

PM Obtains Contracting
Business Advice

Description

Identify needed support, supplies, or services to be
purchased and conduct market research to determine
potential sources. Contact the supporting Air Force
contracting office for assistance. Document your market
research.

The PM should contact the RA/RM or FMA who will
confirm funding availability and if funding is appropriate
for the acquisition (purpose, time, and amount).
Contracting business advice is essential. When the
requirement is identified, the PM should contact the
supporting Air Force contracting office to discuss the



38

4A

4B
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Generate DD Form 448 in
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ABSS, or DEAMS
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requirement. Contracting can advise whether the desired
goods or services can be best purchased by the contracting
office or by another agency using a MIPR. The
contracting office will recommend a sourcing strategy that
considers such factors as satisfying customer
requirements, cost effectiveness and price, delivery
schedule, availability of a suitable existing contract
(within or outside DoD), contract administration, small
business opportunities, compliance with DoD acquisition
regulations and acquisition lead time. If a MIPR is
determined to be the appropriate purchase request vehicle,
the contracting office will help to confirm with a
contracting officer from the performing agency that the
supplies or services to be provided are within scope of the
performing agency contract and any unique Air Force or
DoD contract terms and conditions are incorporated into
the resultant order to comply with applicable statutes,
regulations and directives (e.g., requirement of DFAR
225.7002-1, Authorization Acts, Appropriations Acts, and
Other Statutory Restrictions on Foreign Acquisition —
Restrictions, that certain items procured with DoD funds
be of domestic origin). In addition, the contracting office
will advise the requiring activity of other required
supporting documentation, such as certification of proper
use of non-DoD contracts. See Attachment 2, DD Form
448 and Requirements Package Review Checkilist.
Contact the performing agency to determine if the order is
authorized by a specific statutory authority or if it must be
approved under the Economy Act Authority.

When a specific statutory authority applies, the
performing agency must cite the applicable statute on the
DD Form 448-2 or other documented evidence of
acceptance. See Paragraph B of Attachment 5.

Cite Economy Act (31 U.S.C. 1535) on DD Form 448
using footnote 8 or 9 of Attachment 3. Refer to Chapter
5, Paragraph 5.1.2 regarding the additional requirements
for Economy Act orders.

ABSS and DEAMS are an automated system for creating
and routing financial documents through required reviews
and approvals and then provides financial document
information to accounting and procurement systems.
Users may create MIPRs in either ABSS, other automated
system that interfaces with ABSS, or DEAMS. FMA will
provide ABSS and DEAMS training to new users. FMA
will also establish the proper document flow for your
organization. Anyone with the need to create MIPRs can
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6 Add Attachments to DD
Form 448 in ABSS or
DEAMS as applicable

7 Route to Contracting for
Coordination

39

use either ABSS or DEAMS after completing training.
Regardless of who creates the MIPR, the PM retains
responsibility for procuring the requirement and tracking
the funds spent. . (Note: for separation of duties the MIPR
initiator, MIPR approver and fund certifier will be three
separate people) Once the MIPR has been created and
approved in the requiring activity, the ABSS or DEAMS
flow will send the MIPR and attachments to the
supporting Air Force contracting office. See Attachments
3 for required footnotes and Attachment 5 for the required
interagency agreement.
Required attachments:
e Performance Work Statement (PWS) or description of
goods required
¢ Independent Government Estimate

Market Research
o Appointment of Contracting Officer Representative
(COR) who will oversee contract performance
e DoD Unique Terms and Conditions (includes Berry
Amendment, Buy American Act, electronic payment, etc.)
o Interagency Agreement (See Attachment 5)

e following documents may be needed as attachments to
the MIPR:
e Use of Non-DoD contract D&F (see Attachment 6)
e Economy Act D&F (see Attachment 7)
e SDO Approval
¢ Justification and Approvals for sole source (see FAR
6.303)

tification for Brand Name (see FAR 11.105)
The supporting AF contracting office will determine if the
action results in a contract action. Air Force contracting
official must review the MIPR and the attached
requirements package before the requiring activity
program or program manager releases it to a DoD or non-
DoD agency for acceptance. Warranted contracting
officers are required to review all MIPR packages for
compliance on requirements greater than $500,000 (DoD
FMR, Volume 11A, Chapter 18). The contracting official
may offer advice to improve or complete the MIPR
package. The contracting official does not
approve/disapprove the package. The contracting officer
will not forward the MIPR package if not all documents
are attached. Rather, the PM retains the responsibility for
completeness and compliance. See Attachment 2 for a
review checklist. For MIPRs that do not result in a
contracting action, a contracting office will flow the
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Route to FMA for Review
and Funds Certification
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personnel Fax or E-mail
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Performing Agency

Performing Agency
Requests Advance
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Billing (When Applicable)

PM Receives MIPR
Acceptance DD FORM
448-2 or other documented
evidence of acceptance

PM or RA/RM Delivers
DD Form 448-2 or other
documented evidence of
acceptance or Contract to
FMA

PM Participates in
Technical Evaluation of
Offers (optional)

PM Receives Contract
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MIPR through ABSS or DEAMS to the next reviewing
office.

Once a contracting office has completed their action for
the MIPR, the document is forwarded in ABSS or
DEAMS to the FMA. A financial advisor in the FMA
will review the document to ensure it meets all financial
rules (purpose, time, and amount). If requirements are
met and funds are available, FMA will certify the MIPR
to record the commitment in the accounting system.

After the MIPR is certified, the PM enters ABSS or
DEAMS and prints a copy of the DD Form 448 and
attachments. The PM signs the DD Form 448 in Block
9b, Footnote 1, and sends the entire package to the
performing agency’s point of contact.

Non-DoD federal agency sends a memorandum
requesting advance payment or advance billing to the PM.
The memorandum must include the specific appropriation
or law authorizing the advance payment/advance billing.
The PM approves/disapproves the request for advance
payment/advance billing and returns the memorandum
indicating approval/disapproval. If approved, the
performing agency puts the following information in
Block 13 of the DD Form 448-2, or on other documented
evidence of acceptance “advance payment or advance
billing is approved, specific amount, name of PM
approving the advance, and the specific appropriation or
law authorizing the advance payment or advance billing”.
Once the performing agency agrees to accept the terms
and conditions on the MIPR, they will prepare a DD Form
448-2 and send it to the PM. In addition to the DD Form
448-2, Direct Cite MIPRs (Category I1) require a copy of
a contract award. PMs must follow-up on DD Form 448-
2 if not received within 30 days.

For reimbursable (Category 1) MIPRs, the PM or RA/RM
must provide a copy of the DD Form 448-2, MIPR
acceptance, to FMA. FMA forwards to DFAS for input of
obligation. Retain direct cite (Category Il) DD Form 448-
2 with MIPR files.

For complex acquisitions such as services or studies, the
PM should work together with the performing agency
contracting officer to review all offers received. The PM
should help determine which offer provides the best value
based on the evaluation criteria.

PM receives the contract award document and delivers it
to FMA for direct cite (Category 1) MIPRs. If a Direct
Cite MIPR, use the contract number for all future
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16

RA/RM And PM Validates
Transactions Posted to
Accounting System

PM and RA/RM Provide
Receiving Reports as
Required per Contract
Throughout Life of MIPR.
Follow-up on MIPR Until
Closed
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accounting transactions in lieu of the MIPR number.
FMA forwards a copy of the awarded contract (Category
Il MIPR) to DFAS for input of obligation. Follow-up on
contract award if not received within 90 days of receipt of
the DD Form 448-2 or other documented evidence of
acceptance.

The RA/RM and PM must take actions, in coordination
and assistance of DFAS, to correct improperly recorded
accounting transactions, i.e., changing an expensed
transaction to an advance, ensuring proper aging and
liquidation, and return of funds for erroneously disbursed
payments. For direct cite MIPRs ensure the contract
number rather than the MIPR number is recorded in the
accounting system. See Chapter 6.

The PM is responsible for follow-up/reconciliation of
MIPRs until all supplies and/or services are received and
bills/invoices are posted in the accounting system.
Reviews may also be done via local requirements or in
accordance with the AF Triannual review program.
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Attachment 3
CHECKLIST FOR DD FORM 448 AND REQUIREMENTS PACKAGE REVIEW

A3.1. The PM: is responsible for developing a complete requirements package. All of the
items listed below will be reviewed to ensure a complete requirements package prior to it being
routed for review and funds certification. The supporting Air Force contracting and FMA offices
will use this checklist to review MIPR packages that result in a contract action. (T-1).

Table A3.1. DD Form 448 Checklist.

Agency Requirement Yes | No | N/A

RA/RM/PM Market Research

Acquisition planning

Independent Government Estimate (IGE)

Performance Work Statement (PWS)Statement of Work
(SoW) to include evaluation criteria

Assist in technical evaluation

Supporting Air | Independent Government Estimate

Force Market research performed (FAR 10; FAR 12.101)
Contracting Federal Supply Classification (FSC) or Service Code
Office Brief description of the goods or services required along

with the required start date, end date, and date of
expiration of the funding source. For goods state the
required need date, which must be in the same fiscal year
as the MIPR fund cite

Contact information for the Contracting Officer
Representative (COR) who will oversee contract
performance

Adequate description of the supplies to be acquired, OR
an adequate Performance Work Statement (PWS) or
Statement of Objectives (SOO) describing the requested
services

Specific delivery date or period of performance
Assisting activity’s surcharge amount

DoD Unique Terms and Conditions (includes Berry
Amendment, Buy American Act, electronic payment,
etc.)

MIPR Footnotes (See Attachment 3)

Business Rules attachment (See Attachment 4)
Interagency Agreement (See Attachment 5)

Economy Act D&F Determinations and Findings (See
Attachment 7)

Justification and Approval for Sole Source

Service Designated Official Certification

Use of Non-DoD contract D & F (See Attachment 6)
Justification of Brand Name
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Quality Assurance Plan, if a services contract

Financial Ensures POC name, office symbol, e-mail and telephone

Management number are on the DD Form 448

Analysis Supplies/services meet the Bona Fide Need Rule
Funds availability requirements meet term of purpose,
time, and amount
Fund citation reflects the entire accounting classification,
including correct appropriation, fiscal year, cost center,
and EEIC
Funds have been properly certified by a “certifying
official” appointed in writing
For legacy processing, is the MIPR in the proper
Processing Center — (G, R or B)

RA/RM/PM Quality Assurance Plan

Contracting Officer Representative (COR), (Receiving
Reports/Invoices — Inspection & Acceptance)

Contract Data Requirements List (CDRL)
Procedural/Required Reports/Deliverables
Report/Contract Performance

Property/Equipment management

Perform contract oversight

Funds Management/Record Keeping

Ensure receipt and compliance of MIPR acceptance

Draw Down

Contract Reconciliation

Initiate Deobligation

Oversight of Billing/Reporting

Update all POCs as necessary throughout acquisition
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Non-Economy Act Acquisition Package Checklist
(Reference DoD FMR, Volume 11A, Chapter 18, Figure 1)

Item Item Yes No
1 Documented evidence of market research and acquisition planning

performed.
2 Package includes a specific, definite and concise statement of work

documenting a bona fide need in the fiscal year that the funds are
available for new obligations.

3 Package includes specific performance and/or delivery
requirements

4 Package identifies the statutory authority permitting the performing
agency to support the DoD Component for the goods/services
required.

5 Package includes the purchase request number and the Trading
Partner information (minimum: BPN, BETC, ALC, TAS)

6 Package includes written justification for the Non Economy Act

order in accordance with DFARS Part 217.78 and the DoD
Components procedures

7 Package documents review of fees/surcharges/contract
administration/discounts to ensure the cost is reasonable and
consistent with task to be accomplished by performing agency.

8 Package includes specific statutory authority authorizing advance
payment or billing

9 Package documents evidence that DoD competition requirements
were followed in accordance with DFARS.

10 Order identifies DoD unique terms and conditions to the
performing agency

11 Order identifies unique reporting requirements not otherwise
specified to the performing agency

12 (AF) Contracting Officer’s review has been performed (ref: DoD

FMR, Vol 11A, Chapter 18, 180206)
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Attachment 4
MIPR FOOTNOTES

A4.1. The PM: must include these footnotes, as required, printed on each MIPR using the
footnote feature in an approved automated system to the greatest extent possible. Any additional
footnotes can be attached to the MIPR package. (T-1).

A4.2. The Financial Management Analysis (FMA) office: should ensure all applicable
footnotes are selected.

A4.3. The PM signature: (electronic or wet) must be included in the MIPR Package. (T-1).

Table A4.1. Footnote Requirements.

Footnote

Applicability/Requirement

1

(Mandatory on all MIPRs) “I certify that the goods acquired under this agreement are
legitimate, specific requirements representing a bona fide need of the fiscal year in
which these funds are obligated. Required reviews are complete.”

(PM Signature and Signature Block)

2A

(Mandatory for all MIPRs going outside of DoD) See Attached Business Rules and
Interagency Agreement

2B

(Mandatory for all MIPRs within of DoD) See Attached Business Rules and Intra-
agency Agreement

(Mandatory for all MIPRs) Reference the entire accounting classification and MIPR
number on all obligation documents. Send contract award documents to the address
in Block 8. Complete the FPDS-NG CAR with Funding Agency ID: 5700 (Air
Force) and Funding Office ID/BPN: (fill in Requiring Office BPN)

(Mandatory for all MIPRs except Air Force to Air Force) All reimbursements must
be done through the Intergovernmental Payment and Collection (IPAC) system
whenever possible. State the Seller BPN on the DD Form 448-2 in Block 13 or on
other documented evidence of acceptance, and on each invoice. The performing
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agency shall provide a DD Form 448-2 to deobligate remaining funds at contract end.
If not received, the PM will request a DD Form 448-2 by memorandum. If the form
is not received within 30 days of the written memorandum, another memorandum
will be sent that funds will be deobligated in 30 days without further notice.

(Mandatory for all severable services) “These funds are available for services for a
period not to exceed one year from the date of obligation and acceptance of this
order. All unobligated funds shall be returned to the requiring activity no later than
one year after the acceptance of the order or completion of the order, whichever is
earlier.”

(Mandatory for services over $150K to non-DoD assisting agencies) “The attached
D & F is approved by the Services Designated Official for procurement outside of
DoD. This acquisition has been determined to be in the best interest of the Air
Force.”

(Mandatory for services with a non-performance-based PWS). “IAW Section 801,
10 U.S.C. 2330, the Services Designated Official has approved the attached non-
performance-based work statement. Any contract or task order resulting from this
request is to be acquired using performance-based principles to the maximum extent
practical.”

(Mandatory for recurring Economy Act orders within DoD) “This Economy Act
order is authorized by a support agreement between (DoD ordering activity) and
(DoD assisting activity) dated

(Mandatory for Economy Act orders going outside DoD). “This Economy Act order
is supported by a Determinations & Findings approved by ”(a
contracting officer of the requesting agency with authority to contract for the supplies
or services to be ordered, or by another official designated by the agency head).

10

(Optional for MIPR Amendments) “This is an amendment to increase basic MIPR
by $ for a cumulative Grand Total of

$
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Attachment 5
BUSINESS RULES FOR USE WITH FOOTNOTES 2A AND 2B

Table A5.1. Example of Business Rules for use with Footnotes 2A and 2B.

A

The Air Force anticipates receipt of monthly billing from the performing agency for goods or
services unless notified by the performing agency of an alternate billing schedule. The
performing agency may notify the Air Force of an alternate billing schedule as an attachment
to the DD Form 448-2 or in the contract award document provided to the Air Force.

The Air Force has right to cancel, modify, or terminate the agreement. The Air Force is
responsible for costs incurred prior to cancellation of the order plus any termination cost
subject to negotiation by the parties. The parties, by mutual agreement, may use alternate
disputes resolution to resolve disputes related to this order.

Program Manager Contact info:
PM Name/Title:
Mailing address:
Telephone:

Fax:

Resource Advisor/Manager Contact info:
RA/RM Name/Title
Mailing address:
Telephone:

Fax:

Accounting and Finance Office Contact info:
FMA Office Name/Symbol:
Mailing address:

Telephone:
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Fax:

The Business Event Transaction Code (BETC) for this order is DISB (Disbursement). The
performing agency will provide the BETC on the DD Form 448-2, Block 13, Remarks.

Do not include the following in the notes:

Most transactions by MIPR to assisting agencies will be disbursements. When another code
is appropriate see the RA/RM for assistance and follow instructions at:
https://www.sam.fms.treas.gov/sampublic/
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Attachment 6
INTERAGENCY AGREEMENT FOR USE WITH FOOTNOTE 2A

A6.1. PM must: include this Interagency Agreement on all MIPRs going outside of DoD.

49

A6.2. PM will: attach the interagency agreement at Figure A6.1 as a Word document to the

MIPR in the automated system. (T-1).

Figure A6.1. Example of Interagency Agreement.

Interagency Agreement

A. Interagency Agreement: Acceptance and retumn of the DD Form 448-2 to the requiring activity
constitutes an interagency agreement and the assisting agency’s agreement to these terms. The
assisting agency may add additional support requirements to this agreement or supplement with an
agency specific agreement with the permission of the Air Force official who signed the DD Form
448.

B. The assisting agency must record the applicable statutory authority on the DD Form 448-2,
Block 13 (Remarks).

C. Advance payments or advance billings for goods or service orders are prohibited unless
explicitly required by law. Procedure: The assisting agency must request an advance in writing to
the PM, citing the statutory authority allowing the payment, before accepting the MIPR. The PM
will notify the assisting agency in writing of the approval or disapproval. The assisting agency will
not record the MIPR funding as an advance payment or advance billing unless specifically approved
in writing by the Program Manager. If approved, the assisting agency must cite in Block 13,
Remarks, of the DD Form 448-2: “"Order Number (fill in order number) is approved for advance
payment or advance billing in the amount of (fill in dollar amount) by (signature block of the Air
Force official who approved the advance payment or advance billing) per specific appropriation or
law (cite specific appropriation or law) authorizing the request for advance payment/advance
billing.”

D. The assisting agency has up to 30 days to accept this DD Form 448 package. The assisting
agency will not accept the DD Form 448 until in receipt of a complete requirements package. The
assisting agency will return this DD Form 448 if complete package is not received within 30 days of
receipt of the DD Form 448 to the PM and include the following in Block 13, remark section of the
DD Form 448-2, “Order is not accepted. Contact (insert assisting agency POC, phone number) to
discuss deficiencies with the requirements package.”

E. The Air Force anticipates receipt of monthly billing from the assisting agency for goods or
services unless notified by the assisting agency of an alternate billing schedule. The assisting
agency may notify the Air Force of an altermate billing schedule as an attachment to the DD Form
448-2 MIPR Acceptance or in the contract award document provided to the Air Force.
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Attachment 7
INTERAGENCY ACQUISITION DETERMINATIONS AND FINDINGS

A7.1. Applicable for assisted and direct acquisitions when MIPR value exceeds $150K .

AT7.2. For acquisition of services: the Services Designated Official (SDO) must approve the
Determinations and Findings (D&F) before the MIPR is sent to the non-DoD agency. The
supporting Air Force contracting office can determine who the appropriate SDO level is for your
MIPR.

A7.3. For acquisition of supplies: the program manager for the acquisition must justify a non-
DoD acquisition and sign the certification. For direct acquisitions, the Air Force contracting
officer must also sign the D&F.

A7.4. Retain the D&F with other MIPR documentation. The documentation supporting the
D&F must justify the requirements below:
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Figure A7.1. Example of Interagency Acquisition Determinations and Findings.
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Interagency Acquisition Determinations and Findings
MIPR #

1. Thave reviewed the requirement for (insert description of supply or service to be procured) that (insert
Air Force requiring activity) intends to place with (inser agency) as an interagency acquisition. My
review produced the following findings:

a. Use of anon-DoD contract is in the best interest of the Air Force considering the factors of satisfying
customer requirements, cost effectiveness and price, delivery schedule, non-availability of a suitable
contract within DoD, contract administration, small business opportunities, and any other factors as
applicable.

b. The supplies/services to be provided are within the scope of the contract to be used. (Coordinate with
the non-DoD Contracting Officer to venfy the requirement is within the scope of the assisting agency’s
selected contract.)

¢. Funding appropriation is legal and proper for the acquisition and used in accordance with any
appropriation limitations. (FMA will validate that the funds are appropriate for the acquisition.)

d. Terms, conditions and requirements unique to DoD or the Air Force are included in the acquisition
package for the assisting agency to incorporate into the resultant order or contract to comply with
applicable statutes, regulations and directives (e.g., the requirement that the items listed in DFARS
225.7002-1 and procured with DoD funds be of domestic origin, uniqueidentification requirements, etc.).

2. Given the findings outlined above, [ hereby determinethat it is in the best interest of the Government to
place an order for (insert requirement) with (insert agency).

(Services Over $150K only)
PM Signature Block SDO Signature Block

(Direct Acquisition only)
AF Contracting Officer Signature Block
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Attachment 8

EXAMPLE—ECONOMY ACT DETERMINATIONS AND FINDINGS FOR USE WITH
FOOTNOTE 9

Figure A8.1. Example of Economy Act Determinations and Findings for use with Footnote
9.

Economy Act Determinations and Findings
MIPFR ®

1. I have reviewed the requirement for (inser? description of supply or service to be procured) that (insert Air Force
reguiring aciouty) mtends to place with (insert agency) as an order under the Economy Act. Wby review produced the
following findings:

a. The assisting agency has confirmed it does not have a specific stanory authority to fill this request The
assisting agency has agreed to accept the request under the authority of the Economy Act;

b. The supplies or services cannot be cbimined as conveniently or economically by conmacting directly with a
private source;

c. The action does not conflict with any other agency's authority or responsibility (see FAR Part 8);

(fmsert at least one aof the three statements below for Economy Act orders that require confract action by the
assisfing agency to show which circumstances apply )

d. The ascquisitien will appropriately be made under an existing contract of the assisting agency, entered into
before placement of the order, to meet the requirements of the assisting agency for the same or similar supplies
or services;

d. The assisbng agency has capabihibes or experfise to enter mio a contract for such supphes or services which 1s
not available within the requestmg agency,

d. The assisting agency is specifically required by law or regulation to purchase such suppliss of services on
behalf of other agencies.

(Frsert the following § the swwork wall be performed by a Federally Funded Research and Development Center)

&, The work will be performed 'h-y a Fed.ﬂ'al'l.}r Funded Fessarch and Development Center (FFEDC). Performance
b the FFRIDC will not place the assisting agency’ and the FFRDC m direct competibon with private sources;

Tnsert the following o the work was proviously pecformed by Governmaent personnel and will now be parformed by a
corfractor wnder an assisEng agency's contract, or i the work was provious b performed under a contract and will
naw be performed in house by the assiting agency. )

f. The requiring activity has complied with the requirements of FAR 7.3, Contractor Versus Government
Performance,

2. Given the findings outlined above, I hereby deterriane that it 15 i the best mterest of the Government to place an
order for finsart requirement) with (imsert agency) under the authority of the Economy Act

Fequiring Actviny General Lificer SES Signature Block
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Attachment 9
DD FORM 448 AND INTERAGENCY AGREEMENT CONTINUATION PAGE

Figure A9.1. Example of DD Form 448.
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Figure A9.2. Example of Interagency Agreement Continuation Page.

A. Interagency Agreement: Acceptance and return of the DD Form 448-2 to the requiring activity
constitutes an interagency agreement and the assisting agency’s agreement to these terms. The
assisting agency may add additional support requirements to this agreement or supplement with an
agency specific agreement with the permission of the Air Force official who signed the DD Form
448.

B. The assisting agency must record the applicable statutory authority on the DD Form 448-2,
Block 13 (Remarks).

C. Advance payments or advance billings for goods or service orders are prohibited unless
explicitly required by law. Procedure: The assisting agency must request an advance in writing to
the PM, citing the statutory authority allowing the payment, before accepting the MIPR. The PM
will notify the assisting agency in writing of the approval or disapproval. The assisting agency
will not record the MIPR funding as an advance payment or advance billing unless specifically
approved in writing by the program manager. If approved, the assisting agency must cite in Block
13, Remarks, of the DD Form 448-2: “Order Number (fill in order number) is approved for
advance payment or advance billing in the amount of (fill in dollar amount) by (signature block of
the Air Force official who approved the advance payment or advance billing) per specific
appropriation or law (cite specific appropriation or law) authorizing the request for advance
payment/advance billing.”

D. The assisting agency has up to 30 days to accept this DD Form 448 package. The assisting
agency will not accept the DD Form 448 until in receipt of a complete requirements package. The
assisting agency will return this DD Form 448 if the complete package is not received within 30
days of receipt of the DD Form 448 to the PM and include the following in Block 13, Remarks, of
the DD Form 448-2, “Order is not accepted. Contact (insert assisting agency POC, phone number)
to discuss deficiencies with the requirements package.”

E. The Air Force anticipates receipt of monthly billing from the assisting agency for goods or
services unless notified by the assisting agency of an altemate billing schedule. The assisting
agency may notify the Air Force of an alternate billing schedule as an attachment to the DD Form
448-2 MIPR Acceptance or in the contract award document provided to the Air Force.
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Attachment 10
EXAMPLE—DD FORM 448-2

Figure A10.1. Example of DD FORM 448-2.

!-‘lll.'l I. l!'l!ll-bl} FLACE

i, PR WL B SROCUERED By Tl CeRECT Frmehid
TEME Wi umwmurmluum-ummw

T ALCET AR PO CATEGONY | FEME o Qe @ E D BFCALURE OF AMTDIPATED CONTSafCar § AT 10 Fund, PRl Coabutil &
Wy Mash AT ASSOE el wis . BE Fusieaieal s L ieiEeC de . W AP OF TERmaask Trie O DEFeeiSD SReCES BT Feee To

o i, ey B e

E A, PR Wy B PO D Tl RS ST LE LT gy 1T

L D WA e e ) R Tl 0 O D T AR O RO T ACCEETED e S TES) PO Tea P ASOR sEnCATED

¥ TO B POV THINCR e RS - TO B PROCUAID BY SSAECT CITATION OF FUMDS
CATEQORY | = [
RIETE L] LR TRRATED P e mdh Enmar v Fatmak D St
- - & - - L3

BASIC S 490 98

AN $1, 74902
o TOTAL ENTERATED FEsCE $10,340 00 |« TOTAL ERTRAATED SOl $0.00

.20, 240 o0

VE FARD A TA [Caman # Aiaien

. PO T T (&L X i B el LY

» Fusahd e Toal oy S RaCYT RECR S AR Rk Y B DR A
[T
SAFFM AFAFD, Bushbey Annes, FY )1 mnsst sapgpon s esbeenamant s porsod of | October 2010 w0 31 Mk i
A ATIITED Bi1 FAE BI0BD0 41100 AAFTF H00600 FOMO0 EXPF NX SC 14 FSR I‘IIIIPII TR =30k
AR 711740 381 FALS0S 010000 31117 159P9F 103000 Fol0od EXF NI SC 16, FIR mm I-I'II-'I-I I,:I'I‘ﬂ

AC 710740 341 FASOE 010000 48010 33979 303000 FOMM E5F WE RC 16 FIR m"l ll'l'l'l'w- 128%TR
(CONTINUED ON SEPARATE SHEET)

TS TVERD R AR TITLE OO ALTCEEED orrecea. |
|

P, Prbed, St Asplyul, SE( ARFCN SR
A

A A
760 E I Flacn
B 3o
Phecng  J0)-676-6190 o DAN 3166190

DD FORM 448-2, JUL T1




56 AF165-118 4 OCTOBER 2016

Attachment 11

INITIAL REQUEST FOR DD FORM 448-2 FOR DEOBLIGATION OF REMAINING
FUNDS

Figure A11.1. Example of Initial Request.

MEMORANDUMFOR ASSISTING AGENCY (Fill in Name) (Date)
FROM: REQUESTING AGENCY (PM Name)

(Address of requesting agency)
SUBJECT: MIPR Number (Fill in Number)

We believe our contract/task order is complete and request you provide a completed DD Form 448-
2 authorizing us to deobligate funds on subject MIPR.

In accordance with the terms of our MIPR, “the assisting agency shall provide a DD Form 448-2 to
deobligate remaining funds at the end of contract performance. If not received, the requesting
agency will request a DD Form 448-2 by memorandum.”

Please mail the completed DD Form 448-2 to: (Complete name and address of requester).

If vou have any reasons why you cannot provide this document, please contact (fill in primary and
alternate’s name, telephone number, and e-mail address) at your earliest convenience.

(Signature Block)
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Attachment 12

EXAMPLE--FINAL REQUEST FOR DD FORM 448-2 FOR DEOBLIGATION OF
REMAINING FUNDS

Figure A12.1. Example of Final Request

MEMORANDUMFOR ASSISTING AGENCY (Fill in Name) (Date)
FROM: REQUESTING AGENCY (PM Name)

(Address of requesting agency)

SUBJECT: FINAL REQUEST-MIPR Number (Fill in Number)

deobligate funds on subject MIPR.

days without further notice.”

Please mail the completed DD Form 448-2 to: (Complete name and address of requester).

alternate’s name, telephone number, and e-mail address) at your earliest convenience.

(Signature Block)

Reference our letter dated (fill in date) regarding MIPR Number (Fill in Number) We believe our
contract/task order is complete and request you provide a completed DD Form 448-2 authorizing us to

In accordance with the terms of our MIPR, “the assisting agency shall provide a DD Form 448-2 to
deobligate remaining funds at the end of contract perfformance. If not received, the requesting agency
will request a DD Form 448-2 by memorandum. If the DD Form 448-2 is not received within 30 days
of the written memorandum, another memorandum will be sent that funds will be deobligated in 30

If you have any reasons why you cannot provide this document, please contact (fill in primary and
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Attachment 13
EXAMPLE--DEOBLIGATION MEMORANDUM

Figure A13.1. Example of Deobligation Memorandum.

MEMOERNWDUMFOR DFAS (appropriate field site and office symbol) (Date)
FROM: Y our office name
Address

City, State, Zip Code
SUBJECT: Beqguest toDeobligate

[ certify that document was reviewed
for accuracy and validity. There are no known liabilities against this line item and all disbursements
were recorded. Every effort was made to obtain a DD Form 448-2 from the Assisting Agency to
decrease the obligation. I realize we must fund anv subsequent disbursement made against this
obligation.

Legacy

DSE PC (SMA) Code

DEAMS

Project TASK

Expenditure Type Organization

Per paying station’s (not the field site) records:
Original Obligation $ Disbursements 3 Decbligate §

(Nam &/Signature)

[Drgru'.zaﬁnn, Phone =, Duty Title)

e

Initial R equest for DD Form 448-2
Final Request for DD Form 448-2




