CG BASE PORTSVA INST 7110.1

18 Oct 10


CG BASE PORTSVA INST 7110.1


 
18 Oct 10

[image: image1.wmf] 


Commander
4000 Coast Guard Blvd

United States Coast Guard
Portsmouth, VA 23703-2199

Base Portsmouth
Staff Symbol: b


Phone: (757) 295-2325
                                                                 

Fax:    (757) 483-8409
            CG BASE PORTSVA INST 7110.1


      

18 Oct 10

BASE PORTSMOUTH INSTRUCTION 7110.1

Subj:
AFC-30 BACKLOG FUNDING PROCEDURES

Ref:
(a)
Base Portsmouth Procurement Procedures, CG BASE PORTSVA INST 4200.1 (series)
1.
PURPOSE.  To establish procedures for identifying and prioritizing AFC-30 funding needs beyond those that can be funded within individual Base Portsmouth departmental budgets. 

2.
ACTION.  Base Portsmouth Department Heads, Division Chiefs, and Supervisors shall comply with this instruction. 

3.
DIRECTIVES AFFECTED.  CG ISC PORTSVA INST 7110.1D is cancelled. 

4.
MAJOR CHANGES.  None.

5.
REQUEST FOR CHANGES.  Units and individuals may recommend changes by writing to:  Commander (b), USCG Base Portsmouth, 4000 Coast Guard Blvd, Portsmouth, VA 23703.
6.
DISCUSSION:

a. The Base Portsmouth backlog list will be maintained by the Comptroller/Base Operations Department.  To be effective, the backlog list should be updated as conditions change and unfunded projects are identified.  It should not be hastily assembled during the last two months of the fiscal year as funds become available.  Adhering to the AFC-30 Backlog Procedures in this instruction will assist Base Portsmouth to take a methodical approach to developing a backlog list for a quick, orderly response and execution as funds become available.

b. A successive submission deadline based on type and amount of the request, as outlined in reference (a), is essential to allow the Base Portsmouth Procurement Department time to process backlog items for prompt procurement while simultaneously completing other end of fiscal year responsibilities. 

c. In the current budget environment, it is highly unlikely all of a department’s AFC-30 funding needs can be met in the annual budget model process.  Fallout funds from within Base Portsmouth or from higher levels (e.g. SILC, Headquarters program managers) may become available later in the fiscal year for a wide variety of reasons.  Therefore, it is critical that any unfunded (backlog) item be identified early in the fiscal year for quick execution if AFC-30 “fallout” funds become available.  

d. The AFC-30 backlog process also helps identify projects/items that may be appropriate candidates for funding through other sources, such as AFC-43.
Transferring such projects/items to the AFC-43 backlog list reduces demands on Base Portsmouth’s AFC-30 resources.

e.
The backlog procedures in paragraph 5 of this instruction are summarized in the flow chart contained in enclosure (1).   

7.
PROCEDURES.

a. Accurate project/item priority is essential for the AFC-30 backlog system to work effectively.  Use the following guides to successfully enter a project/item into the AFC-30 backlog system:  

(1) $1,000 is the minimum amount for backlog items.  Divisions should internally reallocate funds for critical items that do not meet this minimum. 

(2) The following AFC-30 backlog priorities shall be used when submitting projects/items.  An honest selection of the priority level will keep the system’s integrity:   

(a)
Emergency:  Projects/items outside the scope of a department/division’s budget requiring immediate action to repair or maintain essential Base Portsmouth operations.    

(b)
Priority 1:  Projects/items required this fiscal year to accomplish a mission.  

(c)
Priority 2:  Projects/items required to accomplish a mission, but its purchase can be delayed.

(d)
Priority 3:  Projects/items that would help perform a mission, but its purchase could be delayed for an indefinite period.

(e)
Priority 4:  Nice to have.

(3) The following AFC –30 backlog categories shall be used to describe the need for the item:

(a) Mandated by law or policy,

(b) Habitability,

(c)
Safety,

(d) Productivity Improvement,

(e)
Deferred Maintenance,

(f) Wellness/Worklife, and

(g) Spare Parts.

b. Base Portsmouth AFC-30 backlog requests should be submitted to the Comptroller on the Standardized Backlog Request Form [enclosure (2)] as they are identified throughout the year.  Departments should not wait until the end of a fiscal year to submit properly completed forms.  Though backlog items will be accepted throughout a fiscal year, items for inclusion on the current year list must be submitted before the following deadlines:

(1)  Less than $3,000 for Supplies/$2,500 Services &               Last Monday of June
      MILSTRIP orders.
(2)  Between $3,000 for Supplies & $2,500 for Services           Last Monday of May
       up to $25,000.
(3)  Between $25,000 and $150,000 for Supplies/Services        First Monday of May

(4)  Any request over $150,000 must be sent to SILC (PCB) for approval &
       processing.
c. Items submitted after their respective deadlines will be placed on the backlog list for execution in the next fiscal year.  Emergency backlog requests are exempt from the deadlines.  These deadlines allow the Procurement Department time to properly process each backlog item before the end of the current fiscal year.

d. The AFC-30 backlog process is as follows:

(1) Procurement packages for backlog items must be completed in the format contained in reference (a).  The Backlog Request form [enclosure (2)] must also be completed as accurately as possible and submitted with the backlog package to the Comptroller/Base Operations Department.  The projected cost should be based on actual GSA pricing or market research of commercial prices, not on the submitter’s unverified “best guess.”  Also include all market research documents in your submitted package.  A completed Finance and Procurement Desktop (FPD) Procurement Request (PR) must be signed by the applicable Department Head and included with the backlog form.  

(2) When completing backlog requests in FPD, use the Base Portsmouth PA account.  To complete the backlog PR, obtain a backlog document number from the shared “P” drive.  The path is as follows:  P:\\ComptrollerBaseOpsDept\FinanceAccounting\Backlog\Backlog Ledger.  Select the next available document number in this file and enter the item description and Department.  The Funds Certification Officer is the Base Accounting Division Chief for all backlog items.  After the backlog PR has been entered into FPD and approved by the requisitioner, the Base Accounting Division Chief will save the PR into the FPD backlog file for future execution.

(3) Upon receipt of the backlog package, the Comptroller will verify that the project/item was not included in the department’s budget model allocation and that an appropriate priority and category were assigned.  When necessary, the Comptroller will evaluate and discuss potential projects with the Base Portsmouth Facility Engineer for addition to the AFC-43 backlog list.

(4) If appropriate, the Comptroller will route the backlog request to other Department Heads (e.g., to the Facilities Engineer for items that require modifications to any Base facility or grounds) for evaluation/concurrence as needed.

(5) The Comptroller will maintain the backlog list.  The list will be sorted by priority, category, cost avoidance, impact on customer service, and lastly, cost from high to low.  Items on the top of the list will be funded first when funds become available.  The Comptroller will provide Department Heads with updated copies of the backlog list as additions or changes are made and solicit feedback to normalize priority assignments across the Departments.

(6) As fallout funds become available, the Comptroller will request approval from the Commanding Officer to fund items at the top of the backlog list, and notify each submitting division of the projects/items that will be funded.    

8.
RECORDS MANAGEMENT CONSIDERATIONS.  This instruction has been thoroughly reviewed during the directives clearing process, and it has been determined there are no further records scheduling requirements, in accordance with Federal Records Act, 44 U.S.C. 3101 et seq., NARA requirements, and Information and Life Cycle Management Manual, COMDTINST M5212.12 (series).  This policy does not have any significant or substantial change to existing records management requirements.

9.
ENVIRONMENTAL ASPECTS AND IMPACTS CONSIDERED.  Environmental considerations were examined in the development of this instruction and have been satisfied.

10.
FORMS/REPORTS.  None.


F. J. SOMMER  /s/


Captain, U. S. Coast Guard



Coast Guard Base Portsmouth
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BASE PORTSMOUTH 

STANDARDIZED BACKLOG REQUEST FORM

----------------------------------------------------------------------------------------------------------------------

DATE SUBMMITTED:  _______________

DIVISION SUBMITTING:  ________________________________________________________

ITEM NAME:  ___________________________________ QUANTITY:  ___________________

UNIT COST:  ______________________           TOTAL COST:  __________________________

CATEGORY: (Select one) _______

A   Mandated by law or policy

E.  Deferred Maintenance

B. Habitability



F.  Wellness/Worklife

C. Safety



G.  Spare Parts

D. Productivity Improvement

PRIORITY:  (Select one) _______

1.
Projects/items required this fiscal year to accomplish mission.  

2.
Projects/items required to accomplish mission, but can delay purchase.

3.
Projects/items that would help perform mission, but could be done without for an indefinite period.

4. 
Nice to have.

Emergency Projects/items outside the scope of a division’s budget that requires immediate action to repair or maintain essential Base Portsmouth operations.    

WILL PURCHASE OF THIS ITEM NOW AVOID FUTURE COSTS:  (Circle one)  Yes   or   No

WILL THE PURCHASE OF THIS ITEM IMPROVE YOUR ABILITY TO PROVIDE GREAT CUSTOMER SERVICE:  (Circle one)   Yes   or   No
DESCRIPTION/JUSTIFICATION:  (Be as specific as possible.  Identify the expected results from funds spent on this item)

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

IMPACT OF DENIAL:  (What will you not be able to do if this does not get funded?)

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

Department Head:  ________________________________________________________________
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