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RMKS/1.  THIS MESSAGE PROVIDES DIRECTION FOR THE COMPLETION OF

FY05 NMCI SEAT ORDERS.  AS A FOLLOW UP TO THE 7 MAY 04 DNMCI

SEAT ORDER ADVISORY MESSAGE (REF A), THE PROCEDURES THAT FOLLOW ARE

INTENDED TO BOTH SIMPLIFY AND ADD STABILITY TO THE FY05 SEAT

ORDERING PROCESS.  TO GUIDE  CLAIMANTS THROUGH THE CHANGES IN THE

SEAT ORDERING PROCESS, AN FY05 SEAT ORDERING AND FUNDING WEB PAGE

HAS BEEN ESTABLISHED ON  THE NMCI WEBSITE (NMCI.NAVY.MIL/PRIMARY_

AREAS/ENTERPRISE_PROCESS/ORDER_FUNDING/SECURED05/ORDER_

FUNDING05) WHICH PROVIDES DETAILED PROCEDURES AND SUPPORTING

DOCUMENTATION. THIS PAGE IS PASSWORD PROTECTED.  USE THE FOLLOWING

USERID AND PASSWORD TO ACCESS (NOTE THAT THEY ARE CASE SENSITIVE):

USERID:  05FUNDING (UPPER CASE F, REMAINING LETTERS LOWER CASE)

PASSWORD: 05SEATORDERS (UPPER CASE S, REMAINING LETTERS LOWER CASE)

2. FY05 FINANCIAL/ORDERING GUIDANCE HIGHLIGHTS.

  A. AUTOMATIC RENEWAL OF FY04 ORDERS.  TO PROVIDE A MORE ORDERLY

PROCESS AND TO REDUCE MANUAL RE-ENTRY FOR SEAT SERVICES THAT WILL

CONTINUE FROM FY04 INTO FY05, FY04 ORDERS IN NET THAT ARE IN AN

APPROVED STATUS WILL BE AUTOMATICALLY RENEWED FOR FY05.  THERE WILL

BE LIMITED EXCEPTIONS, SUCH AS CLIN 0041’S AND SEATS OR SERVICES

THAT ARE SCHEDULED TO END PRIOR TO 30 SEP 04.  PARAGRAPH 3B BELOW

PROVIDES FURTHER GUIDANCE.

  B. NMCI SEAT CONFIGURATION STANDARDIZATION.  BASIC SEAT

CONFIGURATIONS ARE BEING CONSOLIDATED WITH FREQUENTLY ORDERED CLINS,

AS DETERMINED THROUGH ANALYSIS OF CURRENT ORDERING PATTERNS.  THE

TRANSITION TO THE NEW STANDARDIZED SEAT CONFIGURATIONS WILL BE

IMPLEMENTED WITHOUT DISRUPTION TO THE FY05 RENEWAL PROCESS TIMELINE.

PROCEDURES ARE BEING DEVELOPED FOR THE INITIAL IMPLEMENTATION.

SPECIFIC SCHEDULE AND ORDERING INFORMATION WILL FOLLOW SEPCOR.

  C.  TRAINING SEATS. TRAINING SEATS WILL NOT BE OFFERED DURING

THE INITIAL FY05 SEAT ORDERING PROCESS.  THIS OPTION WILL BE MADE

AVAILABLE SOMETIME AFTER THE INITIAL FY05 ORDERS ARE PLACED. DETAILS

WILL BE PROVIDED SEPCOR.

3. SPECIFIC ORDERING GUIDANCE.

  A. CLAIMANT ORDERING AMOUNTS. CLAIMANTS ARE EXPECTED

TO ORDER NMCI SERVICES, AT A MINIMUM, TO THE AMOUNT OF THEIR FY05

BUDGET  CONTROLS.  CLAIMANTS MUST NOTIFY DNMCI (BFM) NO LATER THAN

16 AUG 04 IF THEY DO NOT PLAN TO ORDER SEATS TO THE LEVEL SPECIFIED

IN THE BUDGET CONTROLS.  PRELIMINARY BUDGET CONTROLS HAVE BEEN

RELEASED AND MAY BE FOUND ON THE NMCI ORDERING AND FUNDING WEB PAGE.

  B. AUTOMATIC RENEWAL PROCESS.  

    (1) FY04 ORDER CLEANUP. THE AUTOMATIC RENEWAL PROCESS REQUIRES 

THAT FY04 ORDERS MUST BE IN A STABLE STATE BEFORE THE FY05 ORDERS CAN 

BE GENERATED (I.E., NO FURTHER MODIFICATIONS). THEREFORE, MODIFICATIONS 

TO FY04 ORDERS WILL NOT BE ACCEPTED IN NET AFTER 30 JUN 04, WITH SOME 

LIMITED EXCEPTIONS.  THESE EXCEPTIONS AND THEIR SUPPORTING BUSINESS 

RULES MAY BE FOUND ON THE NMCI ORDERING AND FUNDING WEB PAGE. ALL 

FINAL FY04 MODS MUST BE APPROVED IN EMARKETPLACE (EMP) ON OR BEFORE 

15 JUL 04. CLAIMANT RECONCILIATION OF FY04 ORDERS SHOULD BEGIN 

IMMEDIATELY TO FACILIATE THIS PROCESS. 

    (2) CREATION OF FY05 ORDERS.  DURING THE PERIOD OF 16-19 JUL 04, NET 

(AND EMP) WILL BE INACCESSIBLE FOR ALL USERS AS THE FY05 SEAT ORDERS 

WILL BE GENERATED IN NET. CLAIMANTS WILL HAVE TWO OPPORTUNITIES TO 

MAKE ADJUSTMENTS TO THE AUTOMATICALLY GENERATED FY05 ORDERS. THE 

FIRST WILL BE FROM 20-31 JUL 04, DURING THIS PERIOD NET USERS ARE 

ENCOURAGED TO PUSH THEIR VERIFIED FY05 ORDERS FROM NET TO EMP. ON 

1 AUG 04 ALL FY05 ORDERS NOT YET PUSHED WILL BE AUTOMATICALLY PUSHED 

TO EMP BY THE NET TEAM. FROM 2-15 AUG 04 CLAIMANTS WILL HAVE A FINAL 

OPPORTUNITY TO CHANGE FY05 ORDERS THAT HAVE BEEN PUSHED TO EMP, 

USING THE NORMAL PROCESS FOR MODIFYING ORDERS THAT ARE PENDING IN 

EMP. ALSO DURING THIS PERIOD, CLAIMANTS MUST FINALIZE THEIR FY05 ORDERS, 

TO INCLUDE THE GENERATION OF FY05 FUNDING DOCUMENTS (WITH APPROPRIATE 

“SUBJECT TO AVAILABILITY OF FUNDS” STATEMENT). ALL FY05 ORDERS MUST BE 

AT ADMINISTRATIVE CONTRACTING OFFICER (ACO) REVIEW OR AWARDED IN EMP 

BY 16 AUG 04.  FOR FURTHER DETAILS ON SEAT RENEWAL PROCESS VISIT THE 

NMCI ORDERING AND FUNDING WEB PAGE.

  C.  NEW ORDERS FOR FY05. TASK ORDERS THAT ARE NOT RENEWAL ORDERS 

BUT HAVE A START DATE BETWEEN 1 OCT 04 AND 30 SEP 05 CAN BE ORDERED 

IN NET AT ANY TIME PRIOR TO 16 AUG 04.  BY 16 AUG 04, NEW ORDERS MUST BE 

AT ACO REVIEW OR AWARDED IN EMP.  

  D. FY05 ORDER LOCKDOWN PERIOD. FOR ALL FY05 SEATS AND SERVICES, AN 

ORDER LOCKDOWN PERIOD WILL OCCUR FROM 16 AUGUST THROUGH 1 

DECEMBER 2004.  DURING  THIS PERIOD CHANGES TO ORDERS WILL NOT BE 

PERMITTED, WITH LIMITED EXCEPTIONS.   THESE EXCEPTIONS ARE POSTED TO 

THE FY05 SEAT ORDERING AND FUNDING WEBSITE.  

  E. NOTIFICATION OF NON-RENEWAL OF SEATS. TO AVOID LAST YEAR’S 

SITUATION WHERE DISPARITIES BETWEEN FY03 AND FY04 ORDERS LED TO 

NUMEROUS PAYMENT ISSUES, AN ADDITIONAL CHECK WILL BE PERFORMED ON 

THE FY05 ORDERS.  DURING THE PERIOD 16 AUG - 1 SEP 04, THE NET TEAM WILL 

PRODUCE A REPORT IDENTIFYING WHICH SEATS WILL NOT BE RENEWED. THIS 

LIST WILL NEED TO BE VALIDATED BY THE CLAIMANTS AND ADMINISTRATIVE 

CONTRACTING OFFICERS (ACO’S) DURING THIS PERIOD. THE VALIDATED REPORT 

WILL PROVIDE A FINAL CHECK ON THOSE SEATS NOT TO RENEW, AND WILL BE 

PROVIDED TO THE CONTRACTOR BY THE ACOS NO LATER THAN 1 SEP 04.  BE 

ADVISED THAT ALTHOUGH SERVICE TO THAT SEAT WILL END, THE HARDWARE

MAY NOT BE PHYSICALLY REMOVED OR DISABLED BY 1 OCT 04. CLAIMANTS 

MUST ENSURE THAT THESE SEATS ARE NOT UTILIZED AFTER 1 OCT 04.

4. FY05 NET PROCESSING TIMELINE. THE AUTOMATED SEAT RENEWAL 

PROCESS WILL FOLLOW THIS SCHEDULE:  

  15-30 JUN 04 -  NET/EMP TESTING OF FY05 ORDER RENEWALS;

  30 JUN 04 -  FINAL FY04 TASK ORDER MODIFICATIONS PUSHED FROM NET TO 

EMP;

  1-15 JUL 04  - FINAL FY04 MODS APPROVED IN EMP, WITH 15 JUL 04 AS THE 

FINAL CUTOFF DATE; MOD EXCEPTIONS PER GUIDANCE.

  16-19 JUL 04 -  NET RENEWS FY04 ORDERS AS FY05 ORDERS; NET AND EMP 

UNAVAILABLE TO ALL USERS;

  20-31 JUL 04 -  NET USERS MAKE CORRECTIONS TO FY05 ORDERS; NET 

USERS ENCOURAGED TO PUSH VALIDATED ORDERS TO EMP; 

  1 AUG 04  - ALL FY05 ORDERS NOT YET SUBMITTED TO EMP AUTOMATICALLY 

SUBMITTED BY NET TEAM TO EMP;

  2-15 AUG 04  - CLAIMANTS WORK WITH EMP TO MAKE CHANGES TO FY05 

ORDERS AND PROCESS FUNDING DOCUMENTS SUPPORTING THEIR ORDERS; 

  16 AUGUST 04 - ALL FY05 ORDERS IN EMP AT ACO REVIEW OR AWARDED; 

  16 AUG – 1 SEP 04 – GENERATE NON-RENEWAL LIST FROM NET, TO BE 

VALIDATED BY ACO’S AND CLAIMANTS.

  1 SEP 04 – ACO’S SUBMIT VALIDATED NON-RENEWAL LIST TO CONTRACTOR.

5. FINANCIAL REPORTING. AS IN FY04, ALL CLAIMANTS SHALL SUBMIT 

MONTHLY REPORTS TO DIRECTOR NMCI ON THE LAST DAY OF 

THE MONTH VIA MS EXCEL WORKSHEET. THIS REPORT SHOULD BE 

FORWARDED TO DIRECTOR, NMCI (ATTN: MR. JOE MANGIN, 

EMAIL:JOSEPH.MANGIN@NAVY.MIL) AN EXCEL REPORT TEMPLATE IS 

AVAILABLE AT THE NMCI ORDERING AND FUNDING WEB PAGE.

6. ORDERING AND FUNDING WORKSHOP. DIRECTOR NMCI WILL CONDUCT 

AN FY05 ORDERING AND FUNDING WORKSHOP DURING THE NMCI QUARTERLY 

CONFERENCE BEING HELD IN NEW ORLEANS FROM 23-25 JUN 04 IAW THE 

CONFERENCE AGENDA. TRAINING ON THE FY05 ORDERING PROCESS WILL BE 

HELD WITH CTRS, NET LEADS AND OTHER INTERESTED PARTIES. ATTENDEES 

SHOULD USE THIS OPPORTUNITY TO DISCUSS ISSUES AND CONCERNS 

REGARDING SEAT ORDERING FOR FY05.

7. QUESTIONS REGARDING ORDER PLACEMENT SHOULD BE DIRECTED TO 

YOUR LOCAL ACO. POINT OF CONTACT AT THE DIRECTORS OFFICE (SEE ABOVE):

  A. FOR FINANCIAL POLICY GUIDANCE: CDR DAN SMITH

  B. FOR NET ISSUES IS LCDR JOE DUNDAS AT SPAWAR 

  C. FOR CLAIMANT REPORTING IS MR. JOE MANGIN//
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