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Financial Management Information Systems Support

Statement of Work

1.0 INTRODUCTION

The Space and Naval Warfare Systems Center, San Diego (SSC San Diego) has adapted an Enterprise Resource Planning (ERP) system for its business system.  SAP R/3 Industry Solution/Public Sector (IS/PS) has been selected by SSC San Diego as the software for implementation of the Echelon III Navy Working Capital Fund (NWCF) ERP pilot site for financial management.  SAP R/3 consists of a number of integrated financial, material management, project management, and other modules that support the spectrum of business processes.

The Comptroller Office at SSC San Diego provides accounting and financial services for the Center’s corporate operations, and uses the ERP system to ensure that all accounting records are current, accurately recorded and the General Ledger Accounts are in balance.  Reports are balanced to validate the financial integrity of the system.  
2.0 SCOPE

This effort provides on-site support of Corporate Comptroller Operations and Budgeting at SSC San Diego. The effort includes data research and analysis in both the current and legacy systems, and electronic data input from validated source documents.  
3.0 TECHNICAL REQUIREMENTS

The contractor shall provide technical effort in the following areas of SAP R/3:  Finance, Controlling, Funds Management, Asset Management, Project Systems, Material Management, and Human Resources.  The effort will involve utilization of the following DoD systems that interface with SAP R/3:  Daily Expenditure File (DEF)/Centralized Expenditure Reporting Processing System (CERPS), Standard Accounting and Reporting System (STARS) Headquarters Claimant Module (HCM), STARS One Bill Pay, Defense Civilian Personnel System (DCPS), Department of the Navy Industrial Business Information System (DONIBIS), Online Payment and Collection (OPAC) Intragovernmental Payment and Collection (IPAC) System Reports , Financial Reporting System (FRS), POWERTRACK Payment System, CITIBANK Payment System, Defense Automatic Addressing System (DAAS), Travel Manager Plus (TMP) and Mechanized Online Contract Accounting System (MOCAS).  
3.1 Data Research and Analysis

The contractor shall perform review and analysis of (1) financial transactions and documents, including outstanding orders, to determine validity of source documents, and (2) cost accounting entries to ensure integrity of data.  The contractor shall research these documents to determine the appropriate input data, contact organizations and vendors to obtain required information, input the data into various spreadsheets and databases, query and update multiple financial systems, obtain required information and set up and update various files.  Contracts, funding documents, purchase requests, Government bills of lading, travel records, unmatched cash disbursements, rejection reports, transaction listings, invoices, property records, and bankcard statements and reconciliations will comprise the bulk of the documents to be researched.  The contractor shall research and resolve various input and exception listings, identify discrepancies, and research and resolve the problem.  The contractor shall provide operational support to SSC San Diego departments and divisions, and partner organizations such as the Defense Finance and Accounting Service (DFAS).

3.2 Electronic Input and Analysis

The contractor shall review source documents for completeness and accuracy and input source data into various spreadsheets, databases, and SAP R/3.  The contractor shall identify illegible or incomplete source documents and return them to the originator in a timely manner for clarification and/or correction prior to data input.  The contractor shall  remove output reports from designated areas, file source documents and update various procedures.  The contractor shall develop and create various spreadsheets and databases.  The contractor shall provide the status on research and analysis to validate the problem being addressed and all corrective actions taken.

3.3 Vendor Pay 

The contractor shall:

3.3.1. Accurately pay invoices within 15 days of receipt.  
3.3.2. In cases of invoices aged more than 15 days, provide an explanation for late processing and corrective action being taken for resolution of payment.  
3.3.3. Review vendor payment documents to ensure compliance with DoD Financial Management Regulations and other standing instructions.  
3.3.4. Provide customer service to external vendors, internal technical/support codes and other government agencies such as US Coast Guard.  
3.3.5. Receive and screen invoices for accuracy, duplication or defects, record all invoices in the Standard Invoice Loading and Tracking System (SILTS) and SAP R/3.  
3.3.6. Prepare invoices certification package.  
3.3.7. Record and track obligations of contract materials and services, and record in SAP R/3.  
3.3.8. Record invoice plans (schedule of accruals) and accounts payable in SAP R/3.  
3.3.9. Track and pay bankcard invoices, research and reconcile bankcard purchases, and verify compliance with Certifying Officer legislation.  
3.3.10. Prepare, maintain, and properly file contract payment files.  
3.3.11. Process final vouchers.  
3.3.12. Process payment files to include: Preparing payment files for data archiving, retrieving archived documents, reconciling contract payments, researching and resolving problem payments, clearing cash liquidations, maintaining vendor accounts, and resolving aged liabilities and outstanding balances.  
3.4 Travel Accounting  

The contractor shall:

3.4.1. Enter and review manual travel documents, SF 1164 claims for reimbursement and DD 1556 training request forms to ensure compliance with Joint Travel Regulations and Financial Management Regulations.
3.4.2. Record and review travel accruals in SAP R/3 to determine proper liquidation.
3.4.3. Use automated systems to reconcile travel payments, SF 1164 reimbursement payments, vendor payments processed on DD 1556 and cash disbursements; and to research archive systems such as DIFMS DB.
3.4.4. Provide customer service to vendors, SSC San Diego departments and divisions, and other Government agencies.
3.4.5. Review various reports on a daily, weekly and monthly basis to determine which ticket transactions have been rejected in STARS One Bill Pay.
3.4.6. Adjust entries in SAP R/3 to reflect amount required so that prompt payment can be made.
3.4.7. Analyze electronic Central Billed Account ticket files received from the Travel Services Office to verify correct document numbers, line of accounting and amount of ticket charge before invoice is submitted to DFAS for payment.
3.4.8. Obligate transactions in SAP R/3 if required.
3.4.9. Submit corrections to the lines of accounting for the weekly Central Billed  Account Transaction System report.  
3.4.10. Research and clear Travel Unmatched Disbursements (UMDs) in SAP R/3.
3.4.11. Process employee checkouts for assigned organizational codes.
3.5 Property Management  

The contractor shall:

3.5.1. Create, post, change, display, delete and retire asset master records for all accountable assets in SAP R/3.  

3.5.2. Review, research, reconcile, and verify acquisition data for accuracy and compliance with DoD Financial Management Regulations prior to entry into SAP R/3.  

3.5.3. Change, display, and delete accounting documents.

3.5.4. Settle assets under construction.

3.5.5. Review management reports to ensure asset master records are created and assets are barcoded within seven days of receipt.

3.5.6. Provide customer assistance to organizational property administrators, property custodians, and other users in barcoding, custody transfer, location change, and other property related questions or problems.

3.5.7. Assist employees leaving the center with the transfer of equipment under their custody.

3.5.8. Process employee checkouts in SAP R/3.

3.5.9. Assist inventory auditors, and other inspection teams. 

3.5.10. Analyze data and assist in preparation of exhibits for monthly, quarterly, and annual reporting requirements.

3.5.11. Advise customers on how to transfer, excess, ship, exchange for credit and report missing or lost property.  

3.6 Government Orders  
The contractor shall:

3.6.1. Research, reconcile, and correct transactions involving outgoing funding documents and interfund billings in NWCF cash processing operations.  

3.6.2. Conduct queries to retrieve data from archives. 

3.6.3. Provide customer service to vendors, SSC San Diego departments and divisions, and other Government agencies.

3.7 Payroll 

The contractor shall:
3.7.1. Enter, research and correct time and attendance records in SAP R/3 and DCPS.

3.7.2. Assist employees with payroll record changes including change of address, change of federal or state withholdings, bond purchases, change of address, change of financial allotments, charity donations, jury duty collections, and employee checkouts.  

3.7.3. Research and reconcile time & attendance issues or discrepancies in DCPS and SAP R/3

3.7.4. Monitor the timekeeping input for assigned codes to ensure all employees time is entered, balanced to the employees individual work schedules, and approved by an approving official.  

3.7.5 Process labor entries and corrections in SAP R/3 and DCPS including  

submitting problems to DFAS for resolution.
3.8 
3.9 
3.8.1. 
3.8.2. 
3.8.3. 
3.8.4. 
3.8  Briefings and Meetings

The contractor shall attend all meetings requested by the Government.  Meetings may be scheduled (e.g. weekly, monthly) or impromptu.  The contractor shall actively participate in his/her assigned area and at times may be the expert in that area.  The contractor shall develop and conduct briefings, specifically tailored for his/her assigned areas.  The contractor shall perform duties associated with the conduct of the briefings, such as scheduling rooms, preparing hand out materials, and verifying attendees.  
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