CREATING A FUNDS CERTIFICATION DOCUMENT

Once you realize that the award funded amount will be more than the original Purchase Request (PR) Total Cost, the user should anticipate the need for a Funds Certification Document (FCD).  

Points to remember before applying the FCD:

· DO NOT Generate the CLINS or document for the Award Document (dd11555/1449 or SF26), until after the FCD is applied.

· DO NOT perform any document manipulation, i.e. making changes within View Document, prior to applying a FCD.  This is because the CLINS and the document will have to be generated after the FCD is applied.

· DO NOT approve the Award document

To create the FCD do the following:

1. Create a fund certification document off the award. Highlight the award and go to Procurement..Pre-award/Award..Certify Funds..Funding Document.

2. Make sure the funding equals the award or amount you intend it to include.

3. Save 

4. Approve
5. Apply the funds certification document by selecting Procurement..Pre-award/Award..Certify Funds..Apply Document

6. Open the award document and Generate CLINs, Generate document.

7. Save, Approve and Release the Award.

MORE THINGS TO REMEMBER WHEN USING PD2

When users are adding information to the different sections of the document.  Remember the following:

1. Fill out the form information first (all the fields in the Database forms)

2. Fill out all the Line Item Detail Information

3. Select the appropriate Characteristic, to bring in the Clauses

4. Generate the CLINS

5. Auto Select the Clauses

6. Make Changes, or provide the Fill-in Text to the Fill-In Clauses (do this within the Clauses Tab of the document.

7. Add any additional information into the different sections, by selecting the Clauses Tab, Double-Clicking on the Section, and typing the information in there.

8. After all changes have been incorporated into the document, through the Clauses Tab, then you want to Generate the Document.

ALL OF YOUR EDITING OF THE DOCUMENT SHOULD BE DONE FROM THE CLAUSES TAB, NOT FROM VIEW DOCUMENT

REMEMBER WHEN USING A JOB ORDER NUMBER (JON) , YOU WILL HAVE TO DELETE THE TOTAL COST FROM THE TOTAL COST FIELD, SELECT THE LINE OF ACCOUNTING, GO TO THE JON SECTION AND CLICK ADD.  PUT IN A JON, COST AND QUANTITY.  MAKE SURE THAT YOU DO THIS EACH TIME FOR THE JONS.  IF YOU DO NOT DELETE THE TOTAL COST FIRST, YOU WILL RUN INTO PROBLEMS.

The approval process for Vendors/Organizations should go as follows:

1. The user will type in the information for the Vendor/Organization, if it does not already exist.

2. User will check for the Vendor on the CCR.

3. If registered with the CCR, User will print out information and send for approval of the Vendor.  If approving officials are not there, then the information needs to be faxed to the NAVAIR Electronic Acquisition Office, Attn: M. Dodson.  The Electronic Acquisition Office will then take care of the approval.

4. If not registered with the CCR, the User will contact the Vendor, and inform them that for the Government to be able to award a contract to them, it is required that they be registered with the CCR.  The User will provide the information necessary to the Vendor, so they can get registered.  The User may want to have the Vendor call them back when confirmation of registration in the CCR is received, so the User can get the Vendor Approved (See Step 3).

5. For Organizations, the User will input the applicable information, and inform the Site System Administrator, or the NAVAIR System Administrator via E-Mail, or Alert in PD2 for Approval.

