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Manual Funds Validation (1/18/11)

NOTE:  The Navy ERP (N-ERP) Automated Funds Validation process shall be used for all obligating and deobligating contracting actions. 

Background:
In certain instances, modifications to awards created prior to the implementation of N-ERP will fail Automated Funds Validation due to data conversion.  To ensure funds are available, these modifications need to be validated manually.  Follow the steps below to obtain manual funds validation before releasing the  mod.
Special Instructions for SEAPORT awards/mods:  Prior to step A.1 below, highlight your PR in your Workload Assignment folder and import your SeaPort award/mod into PD2.  NOTE: Change the Attachment number from the PR number to the award/mod number.
A.  Attaching the Manual Funds Validation Template:  
1. Highlight the award or modification requiring manual funds validation, go to Procurement ( Attachment ( New
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2. This will open the Create Attachment window.  With the Create Attachment window open, the following items should be filled in: 
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· Fill in the Title block with “Manual Funds Validation” 

· Template Type (from the drop down window): Manual Funds Validation
· Template (from the drop down window): Manual Funds Validation
3.
Click the [OK] button to open the Manual Funds Validation attachment
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4. Fill in the applicable fields for the type of action being performed (Obligation, Deobligation, LOA Correction, or Realignment of Funds).
Note: Remember to fill in the Contract Number and the Contracts Specialist blocks
5. Save the document – This puts the attachment Icon on the desktop or in the Workload Assignment folder, as applicable.
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B.  Initiate 1517 Review:  

1. 
Highlight the Manual Funds Validation attachment icon and select the approval checkmark
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2.
Select the 1517 Approval template and Click [OK]
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3. Once the Approval Sheet window opens, ensure the Approval Window is left Unapproved ( Click [OK]
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Note:  If the approval sheet was successfully added, there will be a blank approval box on the Manual Funds Validation attachment:  [image: image8.png]



4.  Highlight the folder with the action requiring Funds Validation and select the route  [image: image9.png]


 icon to bring up the routing sheet. 
5. In the Routing Sheet window, select 1517 Review and Yourself as the recipients of the route.
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Note:  Ensure Allow modification of stop list and Allow addition and removal of objects from route are selected in the Route Settings
6. Click [OK].  Once 1517 reviews and approves the request for funds validation, the folder will be routed back to the contract specialist for finalizing and PCO release.
Note:  Contracts shall be released within 1 business day following funds approval from 1517.

C. If Request for Funds Validation is not Approved:
1. Comptroller (1517) will fill in the “Reason for non-availability:” on the Manual Funds Validation Approval Sheet on PD² attachment. 

2. The Manual Funds Validation attachment will return to the contract specialist Disapproved.
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3.   After receiving the disapproved funding package, the Contract Specialist will need to work with the Requisitioner to secure new or additional funds.        
   �
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