Process for Domestic Violence Assessment & Intervention Session Procurement Requests
Step 1 – COMDT Approval for Services.

· When Family Advocacy Specialists (FASs) require funding for a family violence assessment and/or intervention services, they must first request approval from COMDT (CG-1112) using the format listed on the last page.  CG-1112 maintains a list of approved service providers Coast Guard-wide.  If approved, CG-1112 will send a reply via e-mail with the amount approved and the accounting string.  
Step 2 - PR Submittal 

· ISC Portsmouth Work Life submits a PR to procurement with the following:
1. Brief description of services, in addition to identifying if services are for assessment or an intervention.

2. FAS POC on PR.

3. Case Number.

4. Number of sessions authorized/itemized; i.e. 4 EA $100.00 =  $400.00.

5. Copy of the e-mail from CG-1112 approving the request.

   Note – Providers must be registered in CCR (Central Contractor Registration) when issuing a purchase order, if they do not accept credit cards for payment. Website to apply for CCR registration – http://www.ccr.gov/ If providers are not registered in CCR and do not accept credit cards for payment the FAS would need to select a different Provider for the procurement request.

· Chief, Accounting Branch will be the funds certifying officer/funds manager on the PR.

Step 3 – Processing the PR (within 48hrs of receipt of PR)
· Procurement Official assigned to the PR will contact the vendor within 48hrs of receipt of the PR for verification of pricing, payment terms (per session/monthly/ end in arrears) and inform the vendor they will soon receive a call from the specific referenced FAS on PR to start services.  NOTE:  Procurement Official will inform vendor to send itemized invoice/number of sessions to POC/FAS in order for vendor to get paid.  Procurement Official will inform vendor they will not be paid via credit card until it is authorized by Procurement Official.
· Procurement Official will provide an e-mail to FAS informing them they can now start the schedule services with the vendor and attendee.  E-mail will also include the method of payment negotiated with vendor i.e. per session/monthly/end in arrears.
· Procurement Official will provide a copy of the PR or Purchase Order to the FAS to use as the receipt copy upon completion of the services. (see step 5)

NOTE:  In the event PR is of emergent need YN will hand deliver PR to COCO, Dale Kendrick, or John Lukondi for immediate action.

Step 4 – Monitoring Progress & Submitting Partial Payments
· At the end of the month the FAS will verify the itemized invoice/confirmation from the vendor on number of sessions attended and provide it to the Procurement official.  This will serve as confirmation of the number of sessions attended for that month for each attendee. If Provider requests payment after each session, FAS will send an e-mail confirming the session attended after each session.  
· Upon receipt of the invoice/confirmation on number of sessions attended from the FAS the Procurement Official will contact the vendor to make partial payment.
Step 5 – Final Payment

· Upon completion of the final session the FAS will sign and date the provided receipt PR and forward to the Procurement Official listed on the PR, no later than 3 days after completion.(PR and/or purchase order which was provided by Procurement Official in step 3)  

· Procurement Official will make final payment to vendor and request final invoice. Upon clearance of PCA approval the Procurement Official will close the procurement file.

Step 6 – Cancellation of Services

· No services rendered: In the event attendee chooses not to attend ANY of the scheduled sessions the FAS will notify the Procurement Official and Chief, Accounting Branch via e-mail that the PR should be cancelled.  The e-mail must contain the document number for that procurement. Note - If the initial arrangement was processed through a purchase order vs. PR/credit card method a decrease modification will also have to be initiated by the Procurement Official in addition to Chief, Accounting Branch de-obligating the PR in FPD.
· Partial Services Rendered: In the event attendee chooses to stop attended sessions, i.e. will not attend all the services requested, the FAS will notify the Procurement Official and Mike Dorchak via e-mail that the remaining services need to be cancelled. The e-mail should contain the document number and a summary of sessions attended.  Note - If the initial arrangement was processed through a purchase order vs. PR/credit card method a decrease modification will also have to be initiated by the Procurement Official in addition to Chief, Accounting Branch de-obligating the PR in FPD.

Step 7 – Requesting Additional Services

· If additional sessions are required for the same member the FAS will submit a modified procurement request referencing the initial assigned doc type number to PR.  Chief, Accounting Branch should also receive a copy of the increased PR.  The PR should be provided as far in advance as possible to allow sufficient time to issue an increased modification, alleviating unauthorized procurement actions (ratifications). 
DOMESTIC VIOLENCE PAYMENT REQUEST FORMAT (Step-1)
(send to Mary Gallagher at CG-1112)
1.
ISC POC:

2.
ISC ADDRESS:

3.
ISC TELEPHONE NUMBER:

4.
ISC FAX NUMBER:

5.
COST OF ASSESSMENT:

6.
COST OF INTERVENTION:

7.
NUMBER OF SESSIONS:

8.
Dates of Service:

9.
TOTAL TO BE PAID TO PROVIDER:

10.
Does Provider accept VISA, check/purchase order

11.
ACCOUNT NUMBER:

12.
MAKE CHECK PAYABLE TO:

13.
NAME / ADDRESS OF PROVIDER:

14.
Accounting/Provider POC:

15.  THIS IS NOT A COURT ORDERED SERVICE
2/12/2007

