WR-ALC/PK Paperless Contract Distribution  (Preparation For All Recipients)

Policy and Procedures

Using

Navy/Air Force Interface (NAFI) and Electronic Data Access (EDA)

1. Effective, June 24, 2002, paper based contract distribution to DFAS and DCMA was cut off. In final preparation for cut off of paper based contract distribution to all other recipients, Central contracting personnel should immediately insure that they are accomplishing paperless contract distribution to all parties prior to us actually cutting off the paper. This does not apply to PKO, PK (3) or any classified contracts. Personnel may perform paperless contract distribution by using the ACPS distribution to NAFI function or by using the NAFI web site.  DFAS and DCMA will have access to contractual documents the next day via NAFI to EDA automated data sharing. Distribution to other parties should be via NAFI based email, ACPS based email or normal Outlook email distribution per instructions below. 

2. Central Contracting personnel shall prepare all contractual documents using ACPS. If no changes are made to the contractual document outside of ACPS, contractual documents may be automatically distributed to NAFI by using the ACPS distribution to NAFI process.  Attachments must be manually uploaded to NAFI via web site at the present time. If any changes are made to the contractual document outside of ACPS, the final modified contractual document and any attachments must be manually uploaded to NAFI via the web site. https://www.nafi.navy.mil/
3. Contractual documents in Word format (.RTF .DOC) uploaded to NAFI via web or via ACPS are automatically converted to Adobe Acrobat PDF format. All non-Word format attachments will remain in their native formats.

4. Contractual documents and attachments are currently distributed by PKXO to  Finance (FMFL), Transportation, (LGMTT), J041 Clerk (PKXO), Vendor, and any other recipients designated on distribution checklist. (DFAS and DCMA were eliminated as of 24 June 02). Buyers need to maintain distribution lists including email addresses for use within NAFI or ACPS based email for all recipients except DFAS and DCMA so that they will be notified via email when contracts are distributed.  
a. DFAS and DCMA will receive distribution of all contractual documents and any attachments the next day via NAFI to EDA nightly update therefore no further distribution or notification action is required for these recipients.

b. Finance, Transportation and all other government recipients should be notified by the buyer via NAFI email, ACPS email or Outlook email that contractual documents are available on NAFI. The following government POCs already have NAFI access and will only need an email notification. Email addresses for Finance (FMFL) POCs are Virginia.Callaway@robins.af.mil  and Annette.Hankins@robins.af.mil. Email addresses for Transportation (LGMTT) POCs are Sandra.Dannelly@robins.af.mil and Sandy.Martin@robins.af.mil. Notification email should always be sent to both POCs for Finance and transportation in case one is unavailable. Other government personnel such as Item Managers, Program Manager, etc, with a need to access contractual documents via NAFI but without NAFI access may register at the NAFI web site.  After registration, account verification and activation must be performed by Barbara Davidson, PKXD, 6-2281 before accounts can be used.  In the interim for those government personnel not registered on NAFI, copies of contractual documents and attachments may be attached to the NAFI notification email by designating them as vendors in NAFI.

c. J041 Clerk will receive distribution of contractual document and AFMC 453 via email. Buyers should insure these documents are attached to Outlook based emails. Email addresses for J041 clerks (PKXO) are Peggy.Dismuke@robins.af.mil and Jennifer.Lipke@robins.af.mil.  Email with attachments should always be sent to both POCs in case one is unavailable.
d. Vendors and other non-government personnel are not allowed to access NAFI. Buyers should insure that vendors receive copies via NAFI email, ACPS email or Outlook email in the beginning. Vendors should register and access the contractual documents via EDA in the future. http://eda.ogden.disa.mil/frames                                                             Vendors without EDA access should visit the EDA web site to obtain access. Vendors will only have access to their specific contractual documents via EDA. In the interim for vendors or other non-government personnel not registered on EDA, copies of contractual documents and any attachments should be attached to the NAFI email notification by designating them as vendors within NAFI.

5. DCMA will post ACO mods to the Electronic Data Access (EDA) system and will also distribute copies of the ACO mods to the PCO. The PCO should request an electronic copy of the ACO mod otherwise the PCO must scan the paper ACO mod. The PCO will then email a copy to PKXO J041 clerk and any other required local distribution recipients.  PCO should not load the ACO mod into NAFI since the ACO has already loaded it into EDA

6. Currently, NAFI hosted documents will not contain either a hand written or electronic signature.  Existence of contractual documents within the NAFI and EDA government systems constitutes PCO approval and authorization for execution by the contractor and funds obligation by DFAS.   WR-ALC/PKP policy requires that contractual documents distributed to NAFI/EDA must be reviewed and approved by an appropriate Contracting Officer with an appropriate contracting warrant.  Electronic documents existing within government systems such as NAFI and EDA are considered as official, approved documents. However, once printed or copied electronically outside the systems, the printed or copied electronic documents are not considered official signed copies. 

7. At the present time, a copy of the face page of the contractual document should be printed, hand signed and scanned into CFD/R2M.  This is required to meet current HQ AFMC/PK policy to maintain an official hand signed copy.

8. PKXD is in the process of deploying electronic signature capability including DoD PKI certificates and electronic signing software.  Training and instructions for using electronic signatures will be provided in the future.  However, at this time, there are no plans to use electronic signatures with NAFI or EDA. However, it could be used for documents that are emailed from Outlook. If a vendor will absolutely not except a non-hand signed copy of the contract via EDA or email, the buyer at their discretion, may hand sign, scan and email the vendor a scanned, signed copy of the contractual document.  In no instance should a paper copy be distributed once we cut off paper to vendors.

9. Date for cut off of paper to recipients other than DFAS and DCMA is still TBD.







