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Procedures for Delivery Tracking of Purchase Directives and Workorders

Purpose of this instruction is to provide guidance on the steps necessary to review and input NDDs for Purchase Directives (PD) and Work orders (WO). No NDD should be input into ALMSS without prior approval from your PCO. This instruction is valid for all areas that initiate PDs and WOs.

1. The Item Manager (IM) initiates the Purchase Directive (PD) or Workorder (WO).

2. PD/WOs are then sent through the normal coordination process.

3. After it is signed by contracting, it is forwarded to the contractor.

4. The contractor annotates their estimated delivery date (EDD) and price on the PD/WO document.

5. The contractor returns the document to the IM for review.

6. The IM reviews the EDD and price for each part number.  Concurrence or non-concurrence is noted on the PD or WO. DO NOT UPDATE ALMSS AT THIS TIME. It then goes to contracting for approval. If the IM non-concurs with the EDD and/or price, the PCO will negotiate a price and/or delivery date with contractor.

7. The PCO signs and forwards the final copy of PD/WO back to IM.

8. Any revisions to Contractors’ input will required a copy of the revised PD/WO be sent to Contractor. 

9. At this time, IM will update Original NDD Column (screen 1-12-7) in ALMSS.

 NOTE: The IM may forward an advance copy of the PD/WO to the contractor before the PCO has signed the document if it is clearly stamped “ADVANCE COPY” and contractor has been infomed the government is under no obligation until the original is signed by PCO.

Logistic Management Report (LMR):

1. The IM receives the LMR by the 15th of each month.  If LMR is not received by the 15th of each month, notify your PCO. The report is reviewed by comparing to previous report or previous NDD and obtains rationale for any changes  in price and/or delivery.

2. When the review is complete, the IM will highlight any extended deliveries and/or price increases of 25% above the estimated price along with the rationale on the LMR and forward to PCO within 10 days (25th of the month).

3. The PCO will negotiate the changes (revised delivery date and/or price) with the contractor, annotate the report, sign, and forward to IM within 10 days (4th-5th of the next month).

4. PCO will ensure documentation of agreement is received from contractor.

5. IM receives the signed LMR back from PCO and updates the NDDs in ALMSS (Screen 1-5).

6. Delinquent EDD Report (MSSM17) will be generated from ALMSS (10th of the month) and forwarded to PCO to accomplish delivery surveillance. 

7. The completed, signed copy of the LMR should be maintained in a folder. 

Expedites:

1. A Delivery Request Form (Addendum 8 to Attachment 3 on contract) is required on all requests for expedited deliveries. ALMSS should not be updated until form is returned from Contractor. 

2. A copy of the contractor signed form should be forwarded to your PCO.
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