Tuition Ordering and Payment Process Handbook — Appendix A-1

SUBJECT: Tuition Ordering Process and Flow Charts

PURPOSE: To inform NROTC unit Contracting Officers and other offices of the correct
process in placing and administering tuition orders against Educational Service
Agreements (ESA).

OVERVIEW: The process maps and flowcharts are designed to simplify and provide
the NROTC unit Contracting Officer a clearly defined process to navigating through the
various steps in the contracting actions discussed in this Handbook.

ACTION REQUIRED:

1. Adhere to the guidance contained on the following pages.

CONTENTS:
- Issuing a Task Order for Tuition and Fees — Pages 2
ESA with 45-Day Language

- Issuing a Task Order for Condensed Courses Pages 3

- Issuing a Task Order for Advance Placement Exams Pages 4

- Issuing a Task Order for Tutoring Pages 5

- Issuing a Task Order for Medical Eligibility Reinstatement Pages 6 -7
- Processing WAWF Invoices Pages 8 -9
- Issuing a Bilateral Modification Pages 10
- Issuing a Unilateral Modification Pages 11
- Modifying the ESA Pages 12
- Contract Closeout Pages 13
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Issuing a Task Order for Tuition and Fees —
ESAs with 45-Day Language

Verify in EDA that no Read and
Establish a Contract additional ESA Understand
Start File » Modifications have | » Your ESA and all
(15 days prior to term) > been issued MOdS
Table 1
. (15 days prior to term) (15 days prior to
Appendix A-13 term)
——
\ 4 Estimate Total Tuition
initi . and Fees*
el e Condsl,JACI:/lmltlal Submit a Request for 1 Instate
Fide Need Date* S Services to the university :
ide Need Date i . . 2. Out of State
(15 days prior to > 154 ot » listing all potential > S
term) (15 days prior to attending scholarship - futoring
term) 4. Fees
Table 3 . awardees :
Appendix A-9 (10 days after term start)
Appendix A-2
— Receive Compare
AR SREL Y Estim:te to
(10 days after term > Benefit » Scholarshi Changes
. Eligibility list Eligibilit Li':t
Ap iz (40™ day of term) & v
No Changes
T\
\ 4
Create DD Form
1155/ Task University Rep SAMs Re-
1149/ Funding > Order » S » Verification*
Document* (Prior to 46™ day of il (On day of signing)
Appendix A-4 term) Appendix A-9
Appendix A-6
\ 4
Of?.rderg.‘g | Acceptthe | Lol it Report in FPDS- Provide University
T |I((:eor dlgn: | Orderin CFMS . (NLTE?,DdA ‘ > NG* 5| their Copy of the
ask Order » . > ays o > >
(Prior to Bona Fide (al;:g:.(ﬂ:'t:h)/ signing) (jee l\(l,'(-)tjlll) Tajk Orfdfer '
Need Date) 'gning Appendix A-13 RRELCAy (NLT 3 days of signing)
v If you hand deliver the
orders to the university,
Report CPARS if total orders Verify Contract . then it is recommended
under the ESA Exceeds | 3 File for Administer to check SAMs first before
51,000,000 " Contract going to the BURSARS
Paragraph 13 Completeness office and provide the
university their copy upon

Note 1: FPDS-NG reporting is only required if the total order dollar value exceeds $10,000.00. This includes the original order and
any mods. * Indicates
documentation is to be
filed in the Contract
File

FPDS-NG is to be reported NLT 3 days of ordering officers signature
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Issuing a Task Order for Tuition and Fees —

Condensed Courses

Receive
Authorization

list from PNS
(15 days prior to
course)

\ 4

(15 days prior to

Establish a
Contract File

course)
Table 1

Verify in EDA that no
additional ESA
modifications have

been issued
(15 days prior to course)
Appendix A-13

A\ 4

Read and
Understand
your ESA and all

Establish Bona
Fide Need Date*

Mods
(15 days prior to
course)

P (Will be the Course

Start Date)
Table 3

Conduct initial
SAMs
Verification*

Actual Total Tuition
and Fees*
1. Instate

(15 days prior to
course)
Appendix A-9

\ 4

2. Out of State
3. Tutoring
(10 days prior to course)
Appendix A-2

1149/ Funding

» Order (Prior to

Create DD Form
1155/ Task

University Rep

»  Signs Task

Contrac

Inance

Note 1: FPDS-NG reporting is only required if the
total order dollar value exceeds $10,000.00. This
includes the original order and any mods.

FPDS-NG is to be reported NLT 3 days of signing

Page 3 of 13

Document* Bona Fide Need
) Order
Appendix A-4 Date)
Appendix A-6
A\ 4
Orderin i .
SAMs raering Upload into Report in FPDS-
Verification* ST D | 2CCCPt E NG*
. » Task Order* fin cfmS| (NLT 3 days of >
(On day signing) . . L (See Note 1)
Appendix A-9 (Prior to Bona Fide signing) Appendix A-11
Need Date) Appendix A-13
\ 4
Provide Universit .
. ¥ Verify Contract -
their Copy of the - . Administer
> File for
Task Order " Contract
o Completeness -

(NLT 3 days of signing) If you hand deliver the

orders to the university,
then it is recommended
to check SAMs first before
going to the BURSARS
office and provide the
university their copy upon
you signing it

* Indicates

documentation is to be
filed in the Contract

File
Rev: 03/16/2023
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Issuing a Task Order for Advance Placement Exams

Verify in EDA that no
Receive Establish a additional ESA
Authorization Contract File modifications have
@—> list » (15 days prior to > been issued
(15 days prior to exam date) (15 days prior to exam
exam date) Table 1 date)
Appendix A-13

Actual Total Tuition
and Fees*
1. Advance

Conduct initial
SAMs
> Verification*

\ 4
R n ;
ead and Establish Bona
Understand ; *
ESA and all Fide Need Date
your and a P (Will be the Exam
Mods Date)
(15 days prior to Table 3
exam date)

»  Placement Exam(s)
(10 days prior to exam
date)

Appendix A-2

(15 days prior to
exam date)
Appendix A-9

_ Create DD Form University Re
1149/ Funding _ | 1155/ Task _ . y Rep
o > »  Signs Task
Document Order
. ) Order
Appendix A-4 Appendix A-6
A\ 4
Orderin Upload into .
SAMs off e P Report in FPDS-
S icer Signs |accept EDA
Verification ~ « | > NG*
S »  Task Order* |in cfms| (NLT3days of »
(On day signing) . i signing) (See Note 1)
Appendix A-9 (Prior to Bona Fide gning Appendix A-11
Need Date) Appendix A-13
\ 4

Prov.lde University Verify Contract . If you hand deliver the
their Copy of the - e e Administer orders to the university,

Task Order " | " Contract then it is recommended
(NLT 3 days of signing) Completeness to check SAMs first before

going to the BURSARS

Note: If ordering exams for multiple students being taken on
different dates, do one task order package and have the task
order period of performance dates cover the entire period.

ContractgFmance

office and provide the
university their copy upon

you signing it

Note 1: FPDS-NG reporting is only
required if the total order dollar
value exceeds $10,000.00. This
includes the original order and any
mods. * |ndicates

documentation is to be
FPDS-NG is to be reported NLT 3 days filed in the Contract
of signing File
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Issuing a Task Order for University Tutoring Services

Verify in EDA that no
Verify additional ESA

o Authorized modifications have
tart Tutoring 4 been issued »
Services Offered (15 days prior to exam
date)
Appendix A-13

Verify your ESA authorizes

Tutoring Services. If not,

you have to use alternate
method

: v — Read and Establish Bona
Verify your University Establish a Understand Fide Need Date*
provides Tutoring Services. .| Contract File 5 your ESA and all »  (Will be before
If not, you have to use (15 days prior to 4 Mods tutoring services are
alternate method exam date) {15 days prior to used)
exam date) Table 3

v

Conduct initial SAMs

Estimated Total Tuition

Verification* and Fees* 1149/ Funding
(15 days prior to tutoring » 1. Tutoring Services D t*
services start date) (10 days prior to start date) Aocur:.e: p
Appendix A-9 Appendix A-2 ppendix A-
\ 4 )
Create DD Form University Rep SAMSs of(?'rderérjg
o g Icer Signs
1155/ Task o o Verification* q dg . accept
Order ” | (On day of signing) 7| taskLrdert in cfms
Order ) (Prior to Bona Fide
Appendix A-6 Appendix A-9 Need Date)
Upload into EDA Report in FPDS- Provide University O
| (NLT 3 days of - NG* | their Copy of the ‘ .
o > > File for
signing) (See Note 1) Task Order Completenass*
Appendix A-13 Appendix A-11 (NLT 3 days of signing) s
If you hand deliver the orders to the university, .
then it is recommended to check SAMs first before Administer
going to the BURSARS office and provide the Contract
university their copy upon you signing it
Note 1: FPDS-NG reporting is only required if the total order dollar value exceeds $2,500.00. This * Indicates

includes the original order and any mods. .
documentation is to be

filed in the Contract
File
Rev: 03/16/2023

FPDS-NG is to be reported NLT 3 days of signing
Finance|

Page 5 of 13

ContractEFlnance



kevin.g.robinson
Text Box
accept in cfms


Issuing a Task Order for Tuition and Fees -
MLOA Scholarship Benefit Reinstatement —

Current Term Still In Session

Receive Benefit

Establish Bona

. | (Effective Date of

Fide Need Date*

Much the

Reinstatement
Letter

Letter)
Table 3

Government Owes
the University*

If Scholarship
recipient Paid all
tuition/fees to the

university
|
|
Create SF 30 i . |
Contract University Rep |
Modification in > Signs |
FASTDATA Modification |
Appendix A-8 |
|
|
|
v d ff '
Ordering Officer .
SAMS Si gns Upload into EDA LSl A '
Verification* - IENs accept P o ~ NG* |
(On day signing) »  Modification* in cfms (NLT 3 days of signing) > (see Note 1)
MR (Prior to Bona Fide Appendix A-13 i I
Appendix A-9 Need Date) Appendix A-11 |
|
|
¢ |
|
Provide
University their Verify Contract L
Copy of the - File for Administer
»
Task Order Contract
mpleten
(NLT 3 days of Completegess
signing)
If you hand deliver the
orders to the university,
then it is recommended
to check SAMs first before
Note 1: FPDS-NG reporting is only going to the BURSARS
required if the total order dollar 9ff'°9ta”t‘:19_r°‘”de the
value exceeds $10,000.00. This S O
includes the original order and any
mods. Wiignce] "~ Contract@Fiance | g
ndicates

FPDS-NG is to be reported NLT 3 days
of signing
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Issuing a Task Order for Tuition and Fees -
MLOA Scholarship Benefit Reinstatement —
Previous Sessions

Receive Benefit '
Start Reinstatement ——— Much the ,  Establish g
Tear Government Owes Contract File

the University* If Scholarship
[ recipient Paid all
~ tuition/fees to the
* | university
b — e — e — e —————
o |
Verify in EDA that no }
additional ESA Read and !Estabhsh Bona* Conduct initial
modifications have —\_> Understand Fide Need Date SAMSs
b . » (Effective Date of > T
een issue your ESA and all Letter) Verification
Appendix A-13 S L
Mods e Appendix A-9

|
|
|
|
|
|
|
|
E—— |
Create DD Form . . SAMs Re- |
. University Rep
1149/ Funding > 1155/ Task >  Signs Task , Verification* |
Document* Order Order (On day of signing) | |
Appendix A-4 Appendix A-6 Appendix A-9 |
|
|
|
) 4 |
. Provide
Ordering ‘ . . . . I
. . . Report in FPDS- University their |
Officer Signs accept Upload into EDA NG* C fth |
Task Order* i, cfmg  |(NLT 3 days of signing) ——— > opy ot the
(Prior to Bona Fide Appendix A-13 (See Note 1) Task Order |
Need Date) ‘ Appendix A-11 (NLT 3 days of |
signing) |
|
[l
I
|
—— e
Y
Report CPARS if total :
Verify Contract -
orders under the ESA = F\i/le for Administer
Exceeds $1,000,000 ” Contract
Completeness
Handbook Par. 13
L If you hand deliver the
Note 1: FPDS-NG reporting is only orders to the university,
required if the total order dollar then it is recommended
value exceeds $10,000.00. This to check SAMs first before
includes the original order and any going to the BURSARS
office and provide the " .
mods. university their copy upon Indicates
you signing it documentation is to be
FPDS-NG is to be reported NLT 3 days filed in the Contract
of signing [Fifance] [ Contract&Finance | File

Page 7 of 13 Rev: 03/16/2023


kevin.g.robinson
Text Box
accept in cfms


Processing WAWF Invoices

-Must be completed within 7 days of receipt of invoice-

WAWF Inspector/ WAWF Inspector/Acceptor conducts
/7 University Acceptor prints out a preliminary invoice verification
‘ Start submits WAWF » submitted invoice » that invoice meets requirements
2-in-1 invoice and attached outlined in Appendix A-14 and
documents availability of funds
A\ 4
e - C verifies the .

QC verifies Task Order was QC verifies task sgrvices ordered QC verifies invoice QC verifies
issued under the right ESA ordered was data elements match invoice matches
. . . on the Task .
for the university and the »  signed by a » » the data elements of — services ordered

Order are
CAGE Code and Address warranted authorized b the task order on the task
matches ordering officer the ESA v See Appendix A-14 order
QC verifies invoice contains documentation showing: e QC verifies
QC verifies invoice .
1. Order and ESA number . contract file o
guantities match or . QC verifies
2 RS @ ST are less than contains invoice amounts
3. Student by Name > . » documentation >
. . . independent o match current
4. Listing of courses if school charges by credit hour . verifying .
. . government service . catalog prices
5. Resident/non-resident status services were
usage records .
6. Breakdown of charges received
v
o C verifies task
QC verifies Q .
. . order LOT size -
university . e . If final invoice,
. description in QC verifies all Investigate and
student listing - ol - ) - refer to
» the task order » invoice charges »  rectify any >
matches . . Contract Close-
matches are allowable discrepancies .
government out guidance
submitted listing government
submitted listing
A 4 Command Option
C documents invoice Certifier verifies . .
. Q . L Certifier Ordering Officer WAWEF Inspector/
inspection/acceptance or the invoice and
B completes updates funds Acceptor uploads
rejection in Blocks 27.a government - - o .
»  Blocks 36.a »  tracker and » inspection/acceptance
ez 28 el [PIBioRe ) @7 I DSl 36.b and 31' analyze fundin copy of task order and
DD Form 1155 See Note 1: accuracy and ’ an, v . & Py
' Appendix A-7 expenditures any SF30s
Appendix A-7 adequacy
\ 2
WAWEF . Ordering Officer places a copy of
Print-out copy . g. B 2 .
Inspector/ the invoice, acceptance copy of Verify Contract -
.| of the WAWF = ‘ . | Administer
Acceptor > » the task order, all attachments > File for >
Accepted ) * Contract
approves . and other supporting Completeness
B invoice . .
invoice documents in the contract file

Note 1: If the QC rejects the invoice, document the justificaiton and
return to the WAWF Inspector/Acceptor to attach the completed copy of
the DD Form 1155 in WAWF and reject it back to the university for
correction. Refer to Appendix A-14 on rejection requirements

Page 8 of 13

Note 2: Task order and ESA also includes all
modifications issued to these documents.

[Contract| [FiGHGEl |

Contract&Finance |
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Processing WAWF Invoices

NROTC Unit
responsible to
» correct - Have unit
recall and correct
document

A\ 4

NROTC Unit WAWF
official shall recall
the document and
initiate corrective

actions within 3 days

[Convact] [EiiMGE] '~ Comtract@Finance
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Issuing a Bilateral Modification (SF30)

Verify in EDA that no
additional ESA
modifications have

been issued
(15 days prior to term)
Appendix A-13

Collect
supporting
documentation*

is

A\ 4

Verify that the mod

to the task order
ONLY.

\ 4
Verify that no

Make a rough draft of the mod

additional services . .
with all of the changes. Easiest to
are added to the Conduct SAMs . .
contract AETER the > Re-Verification* = Establish | type up Block 14 in word and cut
. ” ) " Effective Date "1 and paste it into FASTDATA when
period of Appendix A-9 .
creating the mod
performance has Aopendix A8
ppendix A-
ended.
\ 4
Proof read draft Create Modification in Verify Mod is
modification for = FASTDATA correct in Print Out
correctness and 7| (NLT 3 days from when the FASTDATA Modification
LTIl reason of the mod became known) before savin
PR IS . Appendix A-8 8
Y
Upload into
University Rep SAMs Re- X Ordering Officer EDA
Signs > (;/edrlflc?t!op » Signs & Dates ———»  (NLT 3 days of
Modification ( :\p;Z: dii'irj'gng) Modification signing)
Appendix A-13
\ 4
Report in FPDS-NG IF any Provide the
of the original reported University their
data was changed* » Copy of the
(NLT 3 days of signing) Modification
(See Note 1) (NLT 3 days of
Appendix A-11 signing)
\ 2
If you hand deliver the Note 1: FPDS-NG reporting is only
Verify Contract _ | Administer orders to the university, requirjdsif the total ((asrder dofllar value
— > then it is recommended exceeds $10,000.00 (52,500 for
File is Complete Contract to check SAMs first before tutoring). This includes the original
going to the BURSARS order and any mods.

Modifications that are improperly submitted in FASTDATA will
require you to submit a second modification to correct any
errors to the first modification. FASTDATA currently does not
allow you to correct errors after saving.

Contract - |
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office and provide the
university their copy upon
you signing it

* Indicates
documentation is to be
filed in the Contract

Contrac

Inance

| File
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Issuing a Unilateral Modification (SF30)

Collect Verify that the mod

@)—? supporting » is to the task order
documentation*

ONLY.

y

Make a rough draft of the mod with
all of the changes. Easiest to type up
Block 14 in word and cut and paste it

Proof read draft
modification for

into FASTDATA when creating the "1 correctness and
mod proper format.
Appendix A-8
\ 4
Create Modification in - .
FASTDATA Vi?:‘:e'\:toi: s Ordering Officer
(NLT 3 days from when the reason FASTDATA » Signs & Dates
of the mod became known) before savin Modification
Appendix A-8 8
v Upload into FPDS-NG IF Provide the

any of the original

Upload into EDA

University their

(NLT 3 days of signing) > reported data was » Copy of the
Appendix A-13 changed Modification
(NLT 3 days of signing) (NLT 3 days of
Appendix A-11 signing)
\ 4
Verify Contract ~ | Administer

File is Complete Contract

Modifications that are improperly submitted in
FASTDATA will require you to submit a second

modification to correct any errors to the first
modification. FASTDATA currently does not allow
you to correct errors after saving.

* Indicates
documentation is to be
filed in the Contract
[EiRance] [ Contract&Finance File
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Issuing a Modification (SF30) to the ESA

[Contract | - iReAgel

Contract the NSTC Contract
Administrator for Guidance

—>»{  sToP N

ConEracEgFmance
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* Indicates
documentation is to
be filed in the
Contract File
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Contract Closeout

Verify Final Invoice
Task Order . . i
Stgrt : | Receive Final - is correct and
Appendix A-15 & Physically > . > properly
Invoice
B-7 Complete? completed
Appendix A-14

\ 4 . .
Final Invoice Process Final
Reconcile the Order Contains: Invoice and FASTDATA
“Balance the » 1 F;e'seasj of CL'_aimS » forward copy of » refl der
Checkbook” == tudent List documents to and all mods?*
. Breakdown of
Charges HRA*
\ 4
All invoices paid in FASTDATA obligated and e G e
FASTDATA? > expended amounts equal? [ (SRR
(Approx 20 days after If not, generate mod and Handbook Table 1
processing final invoice) deobligate excess funds*
A\ 4
Complete and Sign Submit signed File NSTC 1597
NSTC 1597 Close Out NSTC 1597 to and copy of Update ESA
Form* > NSTC »  submission »  Task Order
(Within 30 days after final Comptrollers email in task Close Out Log*
invoice was paid) Office order file*
y
End
* Indicates
documentation is to be
_Finance Contract@Finance filed in the Contract

File
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