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Standard Operating Procedures

Receipt Processing for Host Nation Provided Fuel Support

 Istres AB, France

Subject:  Receipt Processing for Host Nation Provided Fuel Support

PURPOSE:  To define general operating instructions for ordering and receiving fuel provided by host nation military services or governments, and commercial contractors.  This SOP is applicable to the US Air Force Fuels Element operating at Istres AB, France.       

General Guidelines:  The French Air Force provides JP8 in support of USAF operations at Istres.  Commercial contractors provide ground fuel support. 

NOTE:   USAF Fuels personnel assigned to Istres AB who do not already have access to FES will need to submit DLA Form 1811 requesting “seller”, 1884, and AF LOA (view only) FES access permissions according to the FES Access procedures posted on the DESC web page.    Personnel who already have a FES user ID and password will also need to submit a request via the DESC Help Desk (helpdesk@desc.dla.mil) or by phone at 1-800-446-4950 requesting DoDAAC FP5498 be added to their account.   
1. JP-8 Ordering and Receipt Procedures:  NOTE: Receipts will need to be processed daily to preclude negative book inventories since storage capacity is limited to approximately one days requirement.
a. USAF and French AF personnel will record individual truck fills on a daily basis.   The total quantity for each day’s receipts will be jointly validated with the French AF. 

b.  The following validation and invoicing process has been established with the French AF:
(1)   The French AF at Istres will complete their fuel receipt/sale form and submit it to the USAF Fuels Representative for validation. 

(2)  The USAF representative will validate the receipt quantity and resolve any discrepancies with the French AF.    The USAF representative will hand scribe the Contract Number, CLIN, FES PORTS assigned order number, and shipment number (reflected on the DD Form 250 electronic invoice created in PORTS) on the form; then sign the form to certify receipt of the fuel quantity reflected on the form.  The FES PORTS order number is on the email sent to the ordering office or can also be obtained by logging into the FES application.

NOTE:  The French AF provide the JP-8 under the terms of a standard NATO agreement, it is not an actual contract.  A pseudo contract number was established to accommodate order and receipt processing using FES PORTS.

(3) The French AF at Istres will forward the signed receipt form to their paying office in Nancy France.

(4) The French AF paying office will create an invoice for the sale and attach the signed copy of the fuel receipt form.  The invoice will be forwarded to DESC-RRF at Lackland AFB, TX.
(5) DESC-RRF will verify that the invoice received from the French reflects the Contract Number, CLIN, and order number; and that the validated receipt form signed by the USAF Representative is attached to the invoice.  DESC-RRF will forward the invoice and supporting receipt document to DFAS Columbus for payment to the French AF.

c. USAF personnel at Istres AB will process an order in FES PORTS for the quantity of each day’s fuel.  Process the transaction by clicking on the link for the JP-8 CLIN loaded in the FES PORTS screen (see attachment 1 example).
d. DESC-FI personnel will process a DD Form 250 to PC&S PORTS on behalf of the French AF for each daily receipt quantity.  The DD Form 250 must reflect the quantity to be invoiced by the French AF.  Use the order number assigned by FES PORTS for the DD Form 250.    NOTE:  A DD Form 250 must be input in FES PORTS for each corresponding receipt transaction to process successfully.  Procedures for processing the DD Form 250 are contained in attachment 2. 
e. USAF personnel at Istres AB will process a receipt transaction each day to avoid negative book inventory balances.  

2. Ground Fuel Ordering and Receipt Procedures (PC&S Contract)

a. USAF Personnel at Istres AB will order ground fuel off PC&S contracts using the FES by clicking on the PORTS button.      NOTE:  USAF personnel at Istres should also give the vendor a courtesy call when orders are placed in FES PORTS to assure the vendor has received the order. 
b. DESC-PL will receive notification of the order via e-mail and will forward the order to the vendor.        NOTE:  This is an interim procedure until the PC&S vendors upgrade their computer system and agree to use PORTS.  
c. DESC-FI will input DD Form 250 data into PC&S PORTS on behalf of the vendor.  NOTE:  This is also an interim procedure until the PC&S vendors upgrade their computer system and agree to use PORTS.
d. USAF personnel at Istres will input the contract receipt transaction in FCC and process it to the FES following normal operating procedures.

Approved:

MICHAEL BRODERICK, GS-15

Director, Change Management

Two Attachments:

1. FES (PORTS link) Screen Example

2. DD Form 250 Procedures
Attachment 1

FES PORTS Screen Example (Istres AB FP5498)
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Attachment 2

PORTS Quick-Reference User Guide for Contractors:
NOTE: DON'T USE BACK BUTTON ON BROWSER WHILE IN PORTS EXCEPT WHEN VIEWING SF Form 1449 OR DD Form 250
STEP 1 

To get into Ports type the following address in your Internet Explorer web browser:

For Army/Navy use:  http://ports2.desc.dla.mil/PORTS.HTMFor Air Force use:  http://ports2.desc.dla.mil/FESPS.htm - change font size to 16

STEP 2 (Ports Entry/Logo screen)

Click Ports  

STEP 3 (User name and Password screen)

Click the cursor into the User name box.  

Type in your User Name. 

(Do not use the [enter] button on your keyboard -- use the [tab] button or place the cursor on the Password field.  If you hit [enter] you will see a "Permission Denied" error message. If this happens, click "return to ports main page" and begin the process again.) 

Click [Tab] button. 

Type in your Password. 

Click [Submit] button  

STEP 4  (Authentication Success for "Contractor Name" screen)

Click [Continue to Contractor Menu] button.

PREPARE AND SUBMIT COMBINED "DDForm 250 RECEIPT/INVOICE":

Complete Steps 1-4 listed above (first page of instructions)

(Contractors Administrative Menu screen)

Click [Prepare New DD Form 250] button

(Create New DD250 screen)
Select and Highlight from the drop-down list the applicable order and CLIN

Click the cursor into the Shipment Date field and enter the date of delivery
(Use the mm/dd/yy format to enter the date. Make certain the date is correct. Once the invoice is submitted this date may not be changed!)

Click [Next] button.

(DD250/Invoive Information screen)
Click the cursor into the Invoice Number Field

Type in your invoice number

(This can be a combination of letters or numbers up to 20 characters in length) 

(Change "Discount %", "Discount Days" or "Method of Quantity Determination" fields if applicable.)

Click [Next] button.

(Enter/Edit Delivery Tickets screen)
Click [New] button

Click cursor into Delivery Ticket Number field

Enter Delivery Ticket Number 

Click [Tab] button

Enter Quantity delivered for that specific ticket

Click [Tab] button

Enter Tank or Building number

Click [Save] button

(Repeat this process for each delivery ticket if more than one.)  

When finished Click [Save Tickets and Continue] button

(Enter/Edit Taxes screen)
Click [Save Taxes and Display Option Menu] button to bypass this screen.

(NOTE: If a tax was not included on the order, Click the [New] button and complete the various fields. User should contact DESC if a "Tax Type" is not shown on the drop-down list that should be included with the order.) 

The DD Form 250/Invoice document has been created.  It must be submitted for processing to complete the process.  User can also review it before submitting.
SUBMIT A DD Form 250/INVOICE TO DESC FOR PROCESSING:

Before submitting DD250 for processing, user may want to view or print the documents.  Click Display/Print DD Form 250 or Display/Print DD Form 250C buttons to view or print the documents.  The DD Form 250C report lists each individual delivery ticket.)

(DD250 Options screen)
Click [Submit for Processing] button

(DD250 Submitted to Activity screen)

(An email is generated to the Receiving Activity to notify them to approve the DD From 250 (this only applies to PCS Ports application; the FES Ports application does not require the DD Form 250 to be approved by the Receiving Activity).  The text of the message is listed on the screen.)

Click [OK] button

Click [Return to Contractor Menu] button

Click [Log Off] button (if no more actions are being done) to exit Ports

EDIT AN UNSUBMITTED  DD250:

(Contractors Administrative Menu screen)

Use this function to change a DD Form 250 which was created but not submitted.  

EDIT REJECTED  DD250:

(Contractors Administrative Menu screen)

If the Activity rejects a DD Form 250, use this function to make applicable changes to resubmit the DD Form 250 back to the Activity for acceptance or to delete the DD Form 250 if the order was created using the wrong order number. This process is not applicable to FES Ports at this time.

CORRECT SUBMITTED  DD250/INVOICE:

(Contractors Administrative Menu screen)

Use this function to correct a DD Form 250, which was created and submitted.  

VIEW SUBMITTED  DD250/INVOICE:

(Contractors Administrative Menu screen)

Use this function to view or print DD Form 250’s, which have been created and submitted.  

For telephone assistance please contact Christine Owens at 703-767-8477 or Patty Johnson at 703-767-8485.
Click on the appropriate CLIN to place an order.








