APPENDIX D

FISCAL SUPPORT
1.0 Fiscal Support.

   1.0.1 Contracting Officers Representative.  The Contracting Officers Representative billet is managed by the Program Analyst within the OPS Team.  The Contracting Officers Technical Representative is the Assistant Operations Officer.  

     1.0.1.1 CEOSS.  All task orders let within MCSC use the ACSS eP2 system managed by the Acquisition Center for Support Services at MCSC HQ. Access to this system is arranged through ACSS with the COTR’s assigned within the Directorate.  Formal training can be received through ACSS and informal training documents are Enclosure (1) to this appendix. 

   1.0.2 Local Travel. Local travel is authorized for the
purpose of official business within the local area.  Claimants may apply for mileage, parking, train tickets, metro, and other incidentals.  All local travel is to be approved prior to execution.  Once completed, the traveler completes a SF-1164 form via Form Flow software.  Once completed the traveler is required to obtain their supervisors signature.  Once complete, the form is submitted to the Fund Administrator (Program Analyst) who enters the claim into the FIMS database and provides the original to the travel administrator and the DFM analyst.  In a few days the claim will appear in the claimants account.  Within C4I/I, local travel to Northrop Grumman should be planned prior to work at MCSC or on the way home from work, and not claimed as local travel unless approved by a supervisor.
    1.0.3 Distant Travel.  Distant travel is an inherent issue within C4I/I, however, every effort should be made to conduct distant business via VTC before travel.  The process for travel orders and arrangements must be made in advance of the travel date.  Travel will require a government travel card.  When notified travel will be necessary, the traveler submits a travel request form, through My Office as addressed in Appendix A, 
Tab 1. The traveler is responsible for making plane and hotel arrangements with Omega Travel, (703) 640-7101.  Omega will then forward an itinerary for the travel date.

  Upon return, the traveler is responsible for submitting the completed travel claim to the fund administrator.
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