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DD350

INPUT, BLOCK ERROR RECONCILIATION, 

and QUALITY ASSURANCE

1.  PURPOSE


The Procurement Management Reporting System (PMRS) is a web-based program that houses important decision-making data.  This data is often queried by senior leadership, including Congress.  Queries are made regarding obligations, awards, types of contracts, FISC codes, small business data, policy tracking, contractors, etc.  If not done correctly, SPAWAR Claimancy’s successes will not be correctly assessed because critical information will be incomplete or incorrect.  Within this document is a link to the DD350 Web Form Instructions to assist you in inputting your DD350 information.
2.  POLICY

All obligations and deobligations, regardless of amount, must have a DD350 processed in PMRS using the assigned numbering in their branch log (see below).  

All input to PMRS is checked monthly.  The following Special Interest boxes are reviewed for the SPAWAR Claimancy: B1C, Bundling, B10, multi-year, B14, SAP 13.5, and C11, Waiver of CCCP.   All other data is reviewed for SPAWAR HQ only.

Note on Tracking Numbers:  All DD350 input must use the assigned numbering according to your branch.  The new DD350 PMRS input screen does not have a block for office code.  All new records are by UIC, therefore, a block of numbers has been assigned to each branch for their use.  All branches currently have XL spreadsheets created on the 02 Share Drive to input DD 350 information and select a tracking number.  Ensure you select the appropriate tracking number, in sequence, and record it in the log for your branch.  Each year the number will start with the year.  Eg. for FY06 the following numbers are assigned:

02-21    061000-061999

02-22    062000-062999

02-23    063000-063999

02-31    067000-067999 (MSA)

02-32    064000-064999

NMCI  065000-065999

MISC    066000-066999

Reserved   069000-069999

3.  RESPONSIBILITIES

The individual contractor specialist is responsible for inputting all DD 350 data for their own awards.  Some teams have support contractors who input the DD 350 data for them.  The PCO or Branch Head is responsible for reviewing and certifying the data by signing the DD 350.  The Policy Branch, 02-41, is responsible for the QA review and is assisted by a support contractor who prepares the data submission.  Each Branch Head is responsible to ensure that their contract specialists correct any errors.

4.  PROCEDURES

DD350 WebForm Instructions and How to Input your DD350:

The attached guidance provides instructions on how to input your DD350.  In the ToolBox, click on “DD350 Web Form Instructions”.

5.  APPROVALS 

A PCO or Branch Head must sign the DD 350 prior to award to ensure accuracy.

6.  MISCELLANEOUS  

DD350 ToolBox

1.  DD350 Web Form Instructions
2.  DD350 Block Error Reconciliation Process (Flowchart)
3.  DD350 QA Process (Flowchart)
4.  PMRS Reconciliation and Special Interest Blocks, QA Process
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