Department of Defense Education Activity
PROCEDURAL GUIDE

NUMBER 14-PGRMD-023
DATE June 24, 2014

RESOURCE MANAGEMENT DIVISION

SUBJECT: Military Construction Military Interdepartmental Purchase Request Process

References: See Enclosure 1.

1. PURPOSE. This Procedural Guide documents the Department of Defense Education
Activity’s (DoDEA) Military Construction (MILCON) Military Interdepartmental Purchase
Request (MIPR) process from the point of origin to the related financial reporting process, and
includes steps for ensuring funds are accurately accounted for and monitored.

2. APPLICABILITY. The processes and procedures described in this Procedural Guide apply to
Headquarters (HQ) personnel under the Office of the Director, DoDEA, responsible for
preparing MILCON MIPRs.

3. DEFINITIONS. See Glossary.

4. GUIDANCE. This Procedural Guide defines the roles and responsibilities of DoDEA HQ
authorized officials, including the DoDEA HQ MILCON Program Manager, the DoDEA
Logistics (LOG) Facilities Analyst, the DoDEA Resource Management Division (RMD) Budget
Analyst, the RMD Chief, the RMD Budget Execution Branch Chief, the RMD Accounting
Branch Chief, and the LOG Division Chief. MILCON MIPRs will be managed in accordance
with DoD 7000.14-R (Reference (a)), DoD Instruction 4000.19 (Reference (b)), Section 1535 of
Title 31, United States Code (Reference (c)), Section 208.7005, Defense Federal Acquisition
Regulation Supplement (Reference (d)), PGI 208, Defense Federal Acquisition Regulation
Supplement: Procedures, Guidance, and Information (Reference (e)), Subpart 17.5 of the Federal
Acquisition Regulations (Reference (f)), DoD Directive 4270.5 (Reference (g)), and Section
253.208-1 of Title 48, Code of Federal Regulations (Reference (h)) found in Enclosure 1.

5. PROCEDURES. See Enclosure 2.
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6. EFFECTIVE DATE. This Procedural Guide is effective immediately.

L0 AN

Robert M. Brady
Associate Director for Financial
and Business Operations

Enclosures
References
Procedures
Department of Defense (DD) Form 1391, MILCON Project Data
DoDEA Washington Headquarters Services Allotment Accounting System (WAAS)
1002 Report
Defense Finance and Accounting Services (DFAS) 1002 Report
MILCON Audit Trail
MILCON MIPR Log
DD Form 448, MIPR
DD Form 448-2, MIPR Acceptance
10 MILCON MIPR Package Checklist
Glossary
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ENCLOSURE 1

REFERENCES

() DoD 7000.14-R, “DoD Financial Management Regulation,” Volume 1-15, April 2011, as
amended

(b) DoD Instruction 4000.19, “Support Agreements,” April 2013

(c) Section 1535 of'title 31, United States Code

(d) Section 208.7005, Defense Federal Acquisition Regulation Supplement, “Military
Interdepartmental Purchase Requests,” updated December 1, 2006

(e) PGI 208, Defense Federal Acquisition Regulation Supplement: Procedures, Guidance, and
Information, “Required Sources of Supplies and Services,” updated April 21, 2014

() Subpart 17.5 of the Federal Acquisition Regulations, “Interagency Acquisitions,” as amended

(g) DoD Directive 4270.5, “Military Construction,” February 12, 2005

(h) Section 253.208-1 of title 48, Code of Federal Regulations, “Federal Acquisition Regulations
System,” October 1, 2011
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ENCLOSURE 2

PROCEDURES

1. ROLES AND RESPONSIBILITIES.

a. The Department of Defense Education Activity (DoDEA) Headquarters (HQ) Resource
Management Division (RMD) Chief, RMD Budget Execution Branch Chief, RMD Accounting
Branch Chief, and Logistics (LOG) Division Chief, under the authority, direction, and control of
the Director, DoDEA, shall ensure that the Military Construction (MILCON) Program Manager,
the LOG Facilities Analyst, and the RMD Budget Analyst adhere to the processes in this
Procedural Guide.

b. The MILCON Program Manager, LOG Facilities Analyst, and RMD Budget Analyst shall
comply with and maintain all processes described in this Procedural Guide.

2. MILCON MILITARY INTERDEPARTMENTAL PURCHASE REOUEST (MIPR)
PROCESS.

a. When a construction project requires funding, the DoDEA HQ MILCON Program
Manager emails the LOG Facilities Analyst a package of supporting documentation, to include a
request for funds and an accounting breakdown of how the funds are to be used on the project.

(1) MILCON Planning & Design (P&D) funds. MILCON design funding allotted to
DoDEA HQ can be distributed to projects to start initial design prior to the completion of the
Department of Defense (DD) Form 1391, MILCON Project Data (Enclosure 3).

(a) Before MILCON design funds can be obligated, DoDEA notifies Congress if the
individual project design cost is projected to exceed $1 million. DoDEA must allow Congress
21 days for review before distributing design funds.

(b) A code in the DoDEA Washington Headquarters Services Allotment Accounting
System (WAAS) is used to distinguish design funding from construction funding. All MILCON
P&D funds are lump sums received each fiscal year (FY) and can be used to support any projects
in design, while MILCON construction funds have unique program code identifiers per project.

(¢) The MILCON design package contains an email authorization and a MILCON
P&D Funding Request Form.

(2) MILCON construction funds. All MILCON projects require completion of a DD Form

1391. DoDEA LOG provides DD Form 1391s for the Budget Estimate Submission (BES) and
for the President’s Budget to the Office of the Secretary of Defense (OSD) Comptroller.
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ENCLOSURE 2

PROCEDURES

(a) Unspecified Minor MILCON funding follows this same process but is used to
support unforeseen construction requirements. Similarly, obligation of Minor MILCON funds
requires a congressional 21-day notification.

(b) The MILCON construction package contains the following documentation: email
authorization; Current Working Estimate (CWE), including CWE summary and calculations;
project scope analysis, with data obtained directly from the DD Form 1391; issue report, which
details any project issues; and, the CWE Executive Summary, which details the awarded,
current, and pending CWE.

b. The LOG Facilities Analyst refers to the monthly DoDEA WAAS 1002 Report
(Enclosure 4), the Defense Finance and Accounting Services (DFAS) 1002 Report (Enclosure 5),
and the MILCON Audit Trail (Enclosure 6) to ensure that the requested funds are available for
the construction agent. The construction agent is the United States Army Corps of Engineers
(USACE), the Naval Facilities Engineering Command (NAVFAC), or the United States Air
Force in Europe (USAFE).

¢. The LOG Faciliﬁes Analyst enters the request on the MILCON MIPR Log (Enclosure 7)
and records, at a minimum: the date of the request; the dollar value of the MIPR to be issued; the
name of the agency receiving the MIPR; and, specific project(s) covered by the MIPR amount.

d. The LOG Facilities Analyst drafts an initiation MIPR (DD Form 448, Enclosure 8) and
the MIPR Acceptance (DD Form 448-2, Enclosure 9) in the Funds Administration and
Standardized Document Automation System (FASTDATA) in accordance with Reference (h).
FASTDATA assigns the line of accounting (LOA) based on input from the LOG Facilities
Analyst. The MIPR indicates whether the request is for P&D or construction funds; and.
provides the name of the project, the project organizational code (ORC), and the project number.
The LOG Facilities Analyst enters the MIPR number assigned by FASTDATA on the MILCON
MIPR Log.

e. The LOG Facilities Analyst submits the supporting documentation to the RMD Budget
Analyst for review.

f. The RMD Budget Analyst reviews and submits the package to the RMD Budget
Execution Branch Chief for approval. The RMD Budget Execution Branch Chief uses the MIPR
Package Checklist (Enclosure 10) to ensure documentation is complete, accurate, and valid. The
RMD Budget Execution Branch Chief digitally signs and dates the checklist as verification of the
review.

g. If approved, the RMD Budget Execution Branch Chief returns the package to the RMD
Budget Analyst to source the document. The RMD Budget Analyst notifies the LOG Facilities
Analyst when the MIPR is signed.
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ENCLOSURE 2

PROCEDURES

h. Upon receipt of the signed MIPR, the LOG Facilities Analyst emails the approved MIPR
and the MIPR Acceptance Form to the construction agent and the DoDEA MILCON Program
Manager.

i. The construction agent accepts the MIPR and returns the signed DD Form 448-2 to the
LOG Facilities Analyst via email within a reasonable amount of time (i.e. 10 days). The LOG
Facilities Analyst records the date the acceptance is received on the MILCON MIPR Log. In the
case of a direct cite acceptance, the construction agent sends the DD Form 448-2 and supporting
documentation to both the RMD Budget Analyst (the accounting point of contact) and the LOG
Facilities Analyst (the financial point of contact) via email. The LOG Facilities Analyst checks
for the signed acceptance on a weekly basis until received. If the signed acceptance is not
received within a reasonable amount of time, the issue is elevated to the MILCON Program
Manager and/or LOG Division Chief.

j. The construction agent appropriates funds to the project.

k. The LOG Facilities Analyst provides the signed DD Form 448-2 to the RMD Budget
Analyst. The RMD Budget Analyst enters the information into FASTDATA within ten business
days; once the data enters FASTDATA, the obligation flows directly to DoDEA WAAS.

1. The LOG Facilities Analyst stores the MIPR, MIPR Acceptance Form, and all supporting
documentation on a secure shared drive for at least six years, three months. Additionally, hard
copies are filed in the LOG Division MILCON project folder.

m. The LOG Facilities Analyst creates an amendment to the basic MIPR if additional funds

or the return of funds is requested for the same project/purpose. The amendment is drafted
following the above MIPR process.

3. MILCON MIPR RECONCILIATION.

a. On a weekly basis, the RMD Accounting Branch Chief provides the LOG Facilities
Analyst with an Open Commitment Listing (OCL).

(1) The LOG Facilities Analyst reconciles the OCL to the MIPR Log on a weekly basis;
once completed, the LOG Facilities Analyst digitally signs and dates the reconciliation to
evidence review.

(2) Subsequently, the LOG Chief (or designee) reviews and digitally signs/dates the
reconciliation report as the second-level reviewer.
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PROCEDURES

b. At least once a month, the RMD Accounting Branch Chief provides the LOG Facilities
Analyst with an Unliquidated Obligation (ULO) listing. The LOG Facilities Analyst regularly
monitors the ULOs listing for excess funds that can be reclaimed.

c. The LOG Facilities Analyst performs a monthly manual reconciliation of MIPRs to
DoDEA WAAS data. The LOG Facilities Analyst compares the DoDEA WAAS 1002 Report
and the DFAS 1002 Report with LOG financial records to reconcile MILCON project balances.

(1) If the LOG Facilities Analyst discovers any discrepancies during the reconciliation,
he/she identifies, documents, and resolves the deficiencies in coordination with RMD. After

completing the review, the LOG Facilities Analyst digitally signs and dates the reconciliation.

(2) The LOG Chief or designee reviews, signs, and dates the reconciliation report as the
second-level reviewer.

(3) The LOG Facilities Analyst stores the reconciliation report and all supporting
documentation on a secure shared drive for at least six years, three months.
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DD FORM 1391, MILCON PROJECT DATA

Ao FY MILITARY CONSTRUCTION sy | |
PROJECT DATA DD-AET(ANIGI0

3. INSTALLATION AND LOCATION A PROJECT TITLE

5. PROGRAM ELEMENT 6. CATEGORY CODE 7. PROJECT NUMBER B. PROJECT COST (30007

9. COST ESTIMATES

ITEM um QUANTITY UNIT COST goﬂ%

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

10. DESCRIPTION OF PROPOSED CONSTRUCTION

DD FORM 1391, JUL 1998 PREVIDUS EDITION 15 OBSOLETE. PAGE NO.

Adoie Frofesseny 70
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DODEA WAAS 1002 REPORT

" PROG OB ORC

. P6200 2516 1300

| P§40D 2518 1300
2262

" PBBO0 2519 1300
: 9102 1300

ANNUAL FUNDS
TARGET

40,123,919.00
56,598, 000.00
0.00

42,843,000.00
28,395,000.00
12,233,000,00
32,931, 000,00
6,444,301.00
66,144,000.00
72,838,000.00
66,144,000.00

874,818.00

ML1002 401.rpt
ANNUAL FUNDS UNLIQUIDATER CURRENT YEAR CURRENT YEAR

425,570,038.00

3,771,000.00

3,771,000.90

63,529,162.00
0.00

0.00

0.00
255,081.00
264,966.00

64,049,209.00

0.00
35,565,000, 00

35,565,000.00

OBLIGATIONS ! DISEBURSEMENTS AVAILABLE OBLIGATIONS QOBLIGATIONS DISBURSEMENTS

__________________________________ 0.00 0.0 40,123,019.00 0.00 0.00 4.00

0.00 0.00 0.00 0.00 0.00 0.00

0.00 .00  56,599,000.00 0.00 0.00 ¢.00

0,00 000 0,00 0.00 0:00 0.00

0.00 .00  42,843,000.00 0.00 0.00 0.00

0.00 Q.00 28,385,000.00 0.00 0.00 0.00

0.00 000 12.2231000°00 0.00 000 - 0.00

0.00 .00 32921 000.00 0,00 0.00 .00

0.00 0,00 6.444.30L.00 0.00 0.00 0.00

0.00 0,00 64 144,000.00 0.00 0.00 0,00

0.00 0.00  72,838,000.00 0.00 0.00 0.00

0.00 0.60  65,144,000.00 0.00 0.00 0.00

0.00 000 '874,818.00 ¢.00 0.00 0.00

0.00 0.00 425,570,038.00 0.00 0.00 0.00

0.00 0.00  3,771,000.00 0.00 0,00 0.00

0.00 0.00  3,771,000.00 0.06 0.00 0,00

0.00 .00 63,529,162.00 0.00 0.00 0.00

0.00 0,00 0.00 0.00 000 0.00

0.00 0,00 0-00 0-00 0.00 0.00

© 0,00 100 0.00 0,00 0.00 0-00

255,081.00 11,736.86 0.00 243,344.14 0.0 11,736.85
254 966.00 9100 0,00 254, 956,00 0.0

520,047.00 11,736.86  63,529,162.00 508,310, 14 0.00 11,736.86

0.00 0.00 0.00 0.00 0.00 0.00

100,000.00 0.00  35,465,000.00 100,000.00  100,000.00 0.00

100,000.00 0.00  35,465,000.00 100,000.00  100,000.00 0.00

€20,047.00  11,736.86 528,335,200.00 B08,310.14  100,000.00 11,736.86

PROG OB ORC

PELO0 2517 2737

528,955,247.00

ANNUAL FUNDS

DoDDS HDOTRS
MILITARY CONSTRUCTION 1002 REPORT
MILCON (0500) FOR FY 14 LINT 6010
As OF 02/03/14

ANNUAL FUNDS UNLIQUIDATED CURRENT YEAR CURRENT YEAR

TARGET.  OBLIGATIONS  DISBURSEMENTS AVATLABLE OBLIGATIONS DBLIGATIONS  DISBURSEMENTS

0.00 0.00 0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00 0.00 0.00
"""""" 0.0 000 000 000 000 000 0.0
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ENCLOSURE 8

DD FORM 448, MIPR

DoDEA PG 14-PGRMD-023

MILITARY INTERDEPARTMENTAL PURCHASE REQUEST

B

racE 1 cr PAGES
ZFC 3 COHTROL SYMBOL MO, A DATE FREFARED £ MIPR NONEER B.ANEMD HO.
7. T B FROM:  rAgency, rams, takphone rumber of ariginabor)
1. TEMES BRE [ ] ARE NOT INCLUDED N THEINTERSERVICESUFFLY SUFPORT FROGRAMAND RETIUIRED INTERSERYICE
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MILCON MIPR PACKAGE CHECKLIST

MILCON MIPR PACKAGE CHECKLIST

RM Division Budget Execution Branch Chief will review package for:

o MIPR and Acceptance to include;
o Accuracy of amount
o Purpose
v Date of obligations good for five years
o POCs
o Line of Accounting to include:
Basic Symbol
Appropriation
Lirnit
Program Code
Organizational Code
Object Class
MIPR number
Accounting Station
o Foreign Currency Statement and Account Station {if applicabile)

"= Fund availability per the DoDEA AR(M) 1002 Report

o Proper documentation to support the MIPR to include:
Current Working Estimate (CWE)

Funds Request Form

Project Scope Analysis -

Issue Report

CWE Executive Summary

9 Qo aa

o Authorized approver signs and dates the MIPR package
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CWE
DD

DFAS
DoDEA

FASTDATA

FY

HQ

LOA
LOG

MILCON
MIPR

NAVFAC
OCL
ORC
OSD
P&D
RMD
ULO
USACE
USAFE

WAAS

DoDEA PG 14-PGRMD-023
GLOSSARY

ABBREVIATIONS AND ACRONYMS

Budget Estimate Submission

Current Working Estimate

Department of Defense (form)

Defense Finance and Accounting Service

Department of Defense Education Activity

Funds Administration and Standardized Document Automation System
Fiscal Year

Headquarters

Line of Accounting
Logistics

Military Construction
Military Interdepartmental Purchase Request

Naval Facilities Engineer Command
Open Commitment Listing
Organizational Code

Office of the Secretary of Defense
Planning & Design

Resource Management Division
Unliquidated Obligation

United States Army Corps of Engineers

United States Air Force in Europe

Washington Headquarters Services Allotment Accounting System
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