USMC Enterprise Seat Order


Summary

The Enterprise Seat Order Process includes the actions required by individuals and organizations in the chain of command to process seat orders in NOIS and place the order in eMarketplace.

Inputs

· Seat Configuration requirements

Outputs

· Line of Accounting (LOA) in eMarketplace

· Task Order

Diagram

· USMC Enterprise Seat Order
Steps / Description of Activity

 1.  CTR develops and submits enterprise order request via NOIS tool.  The CTRs develop, through interviews with the G-6s and other members of the user community for the organizations under their purview, a series of enterprise order requests, one for each ordering UIC.  The CTRs, via NOIS, create the order requests.  The NOIS tool acts as the interface between the CTRs and the eMarketplace tool.  Completed orders are forwarded to eMarketplace.  See NOIS User Guide (https://nois.navair.navy.mil ) for detailed information for how to use NOIS.

2.  Un-priced CLIN?  eMarketplace will not accept un-priced CLINs.  If the order is an un-priced CLIN (e.g. CLINs 29 and 32), go to the Un-Priced CLIN process, step 3.  If it’s a priced CLIN, go to step 4.

3.  Un-Priced CLIN Process.   If the order is an Un-priced CLIN, follow the Un-Priced CLIN Process.

4.  Validates and approves order.  The CTR validates the order in eMarketplace against allowances established and notifies the RCOR that the order needs review in eMarketplace. 

5.  Does order exceed funding authorized?    The RCOR verifies that the order does not exceed the funding authorized.  If it exceeds the funding, the order is returned to the CTR, step 7b.  If the order does not exceed funding, go to step 5a.

5a.  Validate order in eMarketplace.  The RCOR validates the order in eMarketplace.

6.  Receives request and enters Line of Accounting (LOA).   The BFM receives the request in eMarketplace, enters the appropriate Line of Accounting information and forwards to the ACO for approval and signature.

7.  ACO Signs Task Order.  The ACO approves or disapproves the order.  If approved, the order is signed and forwarded to EDS.  If disapproved, go to step 7a.

7a. Return to the appropriate level for correction or modification.  The ACO returns the order to the appropriate organizational level depending on the nature of the problem.

7b. Change enterprise order request.  The CTR reviews the disapproval and corrects or modifies the order and resubmits as appropriate.

8.  EDS sends copy of signed task orders to NAFI/DFAS via eMarketplace and makes preparation for delivery.  Once received by EDS, the signed order is forwarded to the Non-Appropriated Fund Instrumentalities/Defense Finance Accounting Service (NAFI/DFAS) for Navy/Marine Corps contracts, and preparations are made to provide contracted services.  

9.  EDS executes task order and sends monthly invoice to RCOR with copies to CTR.

10.  Validates invoice and provides recommendation to RCOR.   The CTR validates the invoice and provides a recommendation to the RCOR.

11.  Validates.  The RCOR reviews the invoice and the recommendation from the CTR.  If valid, go to step 12.  If invalid, the invoice is returned to EDS for correction or modification.

12.   RCOR signs invoice and certifies for payment.  If the invoice is valid, the RCOR certifies the invoice for payment and forwards to the ACO.

13. Invoice and Payment Process.  The ACO receives the validated invoice and completes the Invoice and Payment Process.

Business Rules

· Order requests contain CLIN, location, quantity, desired start and end dates

· Multiple locations can be associated with a single UIC

· All CLINs will be funded at 100%

· There can be multiple sources of funding (Lines Of Accounting) for a task order.  Each CLIN/SUB CLIN and quantity combination must be assigned a single LOA. Multiple LOAs will not be allowed per CLIN/SUB CLIN within an order

· The ACO and Comptroller are not permitted to change request information submitted by the CTR.  The request needs to be sent back to the CTR for rework.

· The ACO is not permitted to change funding information.  The request needs to be sent back to the appropriate level for rework.

· Cost of CLINs ordered will be calculated based on a daily amount for partial month orders. The formula for this calculation is (Monthly rate * 12 / 365 = Daily Rate) rounded up to the nearest penny.  The daily rate will be multiplied by the number of days in the month that the service was provided.

· One CTR can be related to many UICs

· A given UIC is associated with a single CTR group

· The user shall provide a default start date for the order

· While in setup, no one else can view the request

· Once a request has been submitted, anyone can view it

· The CTR defines UIC locations within the system

· The ACO provides the Task Order number, and must have the ability to record the Task Order number upon approval of an order request

· CLINs on an order request can have different periods of performance

· eMarketplace will calculate the funding needed as a daily rate for partial months

Supporting Systems

· NOIS
· eMarketplace

Job Aids / Templates

Related Activities

· Invoice and Payment Process
· Un-priced CLIN Process (not completed)

Actors

· ACO

· BFM

· RCOR

· LCTR/CTR/ISC

Additional Information (References)

· The NMCI Contract.  Section 5.12 Electronic Commerce Services

· NOIS User’s Guide

· eMarketplace User’s Guide

Metrics

· None

Owner / POC

Ms Crystal Harmon

Phone: 703-784-0827

Email: HarmonCL@mcsc.usmc.mil
Change Control

	Date
	Version
	Change Description

	4 March 2003
	Baseline
	Baseline established for the web tool.

	
	
	

	
	
	

	
	
	


