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6.0 FINANCES 

 
The Finances tab of RMS for the Government Mode contains 8 modules: 

Contract Finances - Set up the contract’s finances, funding accounts, and obligations. Initiating 
a CEFMS Download happens here. 

Award CLINs - Enter CLINs as awarded with the contract or purchase order here. 

Current CLINs - The current status of CLINs after modifications/changes. 

Pay Activities - Where the Contractor enters activity data to line up with the Government’s CLINs. 

Progress Payment - Where the Contractor requests payment on activity items and the 
Government approves/returns for corrections. These Progress Payments usually happen 
monthly.  

Contract Changes – Creation of changes that may become part of modifications.  

Contract Modifications - Create and manage modifications that may become part of the 
contract.  

Contractor Claims/Disputes - View claims and disputes submitted by the Contractor. 

6.1 Contract Finances 
Contract Finances can be found in the Contract Menu | Finances tab, as shown below. 

 
Note: The Contract Finances module updates from CEFMS every time a user opens this 
module. 
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6.1.1 CEFMS Finances 
Once the Contract Description information has been completed and the Actual Award date has 
been entered into the Milestone Schedule screen, CEFMS Finances data can now be downloaded 
into RMS to set up the finances for the contract. To download from CEFMS, the Contract Number 
must match the Obligation Number in CEFMS exactly, including any dashes. For example, if 
CEFMS has W912DR-11-D-0018 with a Delivery Order Number of 0002 and the RMS user enters 
a Contract Number of W912DR11D0018 and a Delivery Order Number of 0002.  

CEFMS finances will not be downloaded. This must be corrected before CEFMS finances will be 
downloaded, please see the section on Contract Description in Vol 1 of the Government manual 
for how to enter the correct contract and Delivery Order Number in RMS. 

 
Once the download is completed, the funding elements from CEFMS can be viewed on the top 
half of the screen. Use the blue sort tiles at the top of the screen to sort/filter the data to be viewed 
on this screen.  

A review of individual Appropriations is located on the bottom section of the screen when scrolling 
down through the items. The ability to see what funds are truly available can also be viewed. The 
following screens show how RMS displays the funding data from CEFMS. 

Click on the Expand button to expand the Contract Finances tree and click on any element to see 
more details on the lower half of the screen.  
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6.1.2 CEFMS Download / CEFMS Cleanup 
CEFMS Cleanup and CEFMS Download are two distinct functions. CEFMS Cleanup will remove 
financial items that no longer exist in CEFMS. For example, if CEFMS no longer has an Obligation 
for this contract, it will be removed. The standard CEFMS Download will retain financial items 
even if the items are removed from CEFMS.  
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Note: If the Delivery Order Number and/or Contract Number in RMS do not match EXACTLY 
what is in CEFMS (including trailing spaces, dashes, or hyphens in the same location, etc.), 
then the message will change to let users know that no obligations were found in CEFMS for 
that Contract Number/Delivery Order number combination. If this occurs, users will need to 
verify the Contract Number and Delivery Order Number in RMS match CEFMS exactly, then 
try to download again. 

 
A warning is displayed when performing CEFMS Cleanup, as it can remove financial items that 
may no longer exist in CEFMS. 

 
Upon clicking Yes in the pop-up window displayed above, RMS will prompt the user to 
authenticate credentials before confirming that the cleanup has been completed. Upon clicking 
No, RMS will return the user back to the Contract Finances screen.  
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6.1.3 Contract Funding 

 
On the Contract Funding tab, users can add and view the funding accounts associated with the 
contract. There are two types of funding accounts available to add to RMS: a CEFMS account or 
a Non-CEFMS account.  

6.1.3.1 Adding Non-CEFMS Contract Funding 

If the contract is funded outside of CEFMS, then users will need to click on the Add button and 
chose the Add Non CEFMS Funding Account.  

 
Once the Funding Account edit view is displayed, users will need to enter/update the following 
information: 

Work Item Name: Name of the account or description of the account 

Program Type: Choose the program type associated with the Funds added. 

S&A rate: If applicable, add the S&A rate applicable to the contract. 

Award Contract: Enter the correct dollar amount.  
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Contract Obligations for Payment: This will usually be equal to the Award Contract value, 
but if not, enter the correct dollar amount. 

The P2 Project ID/Task Code can also be selected by clicking on the Select P2 Projects button, 
which will display the Project Table lookup. 

 

6.1.3.2 CEFMS Contract Funding 

For a CEFMS-funded contract, the funding account will be added after the CEFMS Download has 
completed. Once the funding account is listed in the Contract Funding tab, double click on any 
of the accounts listed to open the Contract Funding edit view. 

A CEFMS Work Item must be set up for each kind of money (funding source) used to fund the 
contract. The Project Manager usually accomplishes this in one of two methods; 1) created in P2, 
which in turn, creates in CEFMS or 2) created in CEFMS. In either case, the Work Items are 
downloaded from CEFMS into RMS. The Work Items are then downloaded from CEFMS into 
RMS following award of the contract, and then periodically whenever finances change on a 
contract (payments made to a Contractor, modifications issued, PR&Cs issued, etc.). 

Initially, this screen would not have any Work Items listed; it would be blank. Unique CEFMS Work 
Items identify each contract, and each Work Item is, or has, a Parent Work Item. From these Work 
Items, funding accounts are set up for making Progress Payments to the Contractor and for 
tracking available funds. 

To get the financial data from CEFMS, RMS will go to the Funding Registers and download the 
appropriation data. Then, RMS will go to the Funding Accounts to get the authorized amount for 
each of the funding accounts used on the contract. 

The screen displays rolled-up information depicting how the funding for a particular contract is 
distributed. Enter the Award Contract amount for each of the Funding Accounts. Non-CEFMS or 
CEFMS Funding Account information can be entered. 

The total Award value of the contract is split among the available funding accounts by entering a 
value into the Award Contract field for each funding account listed. 

The ORIGINAL contract amount is the AWARDED contract amount, plus OPTIONS exercised at 
award time. When options that were originally identified are exercised, it is considered as part of 
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the original contract amount and time. Therefore, options exercised do not count against 
COST/TIME growth. As options are exercised, the ORIGINAL contract amount will include the 
option exercised.  

 
The Program Type can be selected from the lookup provided by clicking on the blue tile next to 
the title Program Type. The P2 Project ID/Task Code can be selected by clicking on the Select 
P2 Projects button, which will display the lookup shown below. The Award Contract Amount for 
the Funding Account should be set in the screen above, as well. 

 

6.1.4 Project Funding 
If the contract is set up to track funding at the project level in Contract Setup, there will be an 
additional Project Funding tab where to enter the funding for the P2 Projects associated with the 
contract. 
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6.1.5 Funding Balances 
The screen displayed below is one of the most important screens in RMS Finances. It shows what 
is available in CEFMS, including the Award Contract Amount and any Modifications issued to-
date. 

The screen can be likened to a checkbook. It shows what RMS is anticipating to obligate against 
the contract (like writing a check that has not cleared the Bank – CEFMS is the bank) and what 
funds are available in CEFMS. Approved Changes are deducted from the available CEFMS 
Funds. Unfunded Proposed Changes are included to show whether there are sufficient funds 
available. 
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6.1.6 Obligation Balances 
The screen below displays the amount of funds that are remaining and available for Payments. 

 

6.2 Award CLINs 
Award CLINs screen can be loaded in Contract Menu / Finances. These are currently referred 
to as CLINS (formerly called Bid Items). 

 
To fully comply with the DFARs, RMS supports and enforces SubCLIN numbering. This has some 
major impacts on the way RMS handles CLINS and the way those CLINS are funded. 
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When constructing the Award document in the Army Contract Writing System (ACWS), it is 
generally recommended that CLINS are priced to include the Unit Price, Quantity, and Amount. 
Do not include a Funding source on this priced CLIN. Use an Info SubCLIN to represent each line 
of accounting (Funding source). Include additional Info SubCLINS for each funding source. 

  
A Priced Parent CLIN will include Unit Price, Unit of Measure, Quantity and CLIN Amount. If a 
Priced CLIN is funded by one Obligation Line Item, the Priced Parent CLIN may be funded directly. 
When a Priced Parent CLIN is funded by multiple Obligation Line Items, separate Information 
SubCLINS must be added for each Obligation Line Item. These Information SubCLINS are 
entered without unit price, unit of measure, or quantity. SubCLINs simply identify the Obligation 
Line Item and obligation amount required to pay for the Parent CLIN. 

An Information Parent CLIN is used when there is a need to have different unit prices for parts of 
a CLIN. An Information Parent CLIN can have multiple Priced SubCLINS when the elements of 
Unit Price, Unit of Measure, or Quantity differ for the same Parent CLIN. For example, if there 
was a Parent CLIN for Excavation, the Priced SubCLIN could be used to indicate the first 100 
tons of material at $40.00 / CY and use another Priced SubCLIN to indicate the next level of 
tonnage, say, 100 – 500 tons would be priced at $35.00 / CY. 



 

 

  

11 

 

RMS/GM  

 

6.2.1 Adding an Award CLIN 
To add a new Award CLIN, click on the Add button. 

 
Choose either the parent or subCLIN option, then click on Next. 
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Once all the information has been added and the Finish button is clicked, RMS will take the user 
to the Award CLIN Edit View as shown in the image below. The header on the Award CLIN screen 
will reflect the type of CLIN selected. The image below shows the view for creation of a Priced 
Parent CLIN. 

Each CLIN must be funded with one or more Obligation Line Items from CEFMS. The initial Award 
Amount of the CLIN is set once the CLIN is added. To add CLINS, click the Add button on the 
Award CLIN screen, or after Award, it can be created within the CLINs Modifications. 

  
When adding a CLIN, the Description and Award Amount must be entered. When finished, click 
the CLIN pricing complete – ready to fund checkbox. Then click the Funding button to enter the 
Obligation Funding for the CLIN. 

Note: If the contract is set up to preplan obligations, there will be an additional Preplan 
Obligations for this CLIN checkbox that must be checked before the Funding button can be 
clicked.  

 
Contract with Funding set for project level. 
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 Contract with Funding set for Funding account level 

Enter the different types of funding on the available Obligations for the CLIN. Enter the appropriate 
amounts on each obligation line item on the funding view to fully fund the CLIN.   

Priced Parent CLIN funding view: 
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Until the Obligation Balances equal the Funding Account for the Current Contract, an error will be 
displayed on the Obligations Balances tab found in the Contract Finances module. Edit the 
Contract Funding Account and add the amount for the Award CLIN that is being added. 
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On the Contract Funding tab, edit the Funding Account or add new Funding. 

6.2.2 Add Contract Funding Amounts to the Award Contract. 
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The above screens detail setting up Award CLINS. When adding amounts to the contract after 
Award, this is done through Modifications and the Award amounts of CLINS should not change. 
Do not add the additional amounts to Award CLINS after Award, but add it to the CLIN amounts 
in the Modification which is detailed later. 

6.3 Current CLINs 
The Current CLINs module can be found in the Finances tab. 

 
The module view shows all the CLINs for the entire contract including Award CLINs or CLINs 
created by Modifications to the contract. Details of the CLIN can be found on the lower half of the 
screen when selecting the CLIN in the upper part of the screen.  
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This will show the Award amounts as well as any Modification price changes to the CLIN. While 
the Award CLIN view shows only the Award CLINs, the Current CLINs view shows both Award 
and CLINs added after Award. 

 
Double-clicking on a CLIN will bring up the funding information for that CLIN as shown in the 
screen below.  

 
Clicking the Funding button will display the Mulit-Funding view to show further details regarding 
Obligations for the selected CLIN.  
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6.4 Pay Activities 
The Contractor’s Pay Activities are in Contract Menu / Finances tab of a contract. 

 
The next step in setting up the finances in RMS is to enter the Contractor’s Construction (Pay) 
Activities. The easiest way to accomplish this is to import the Activities electronically through the 
NAS in the Import/Export area (See Government Manual Volume 3, Section 11.8: Network 
Analysis Schedule (NAS) for more information).  
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The four tabs in this area show:  

• All Activities in the Activities tab.  
• CLINs with a count of the activities linked to each CLIN in the CLINs tab.  
• Contractors with a count of the activities linked to each Contractor in the 

Contractors tab.  
• Features of Work with a count of the activities linked to each Feature in the 

Features tab.  

This allows quick access to the Activities based on the association with these items.  

6.4.1 Activities 
Initially, the data table will display the list of all activities that have been added to RMS. Click on 
the blue All Activities button at the top of the screen to see all the existing activities or the Activities 
with no CLIN / Invalid CLIN button to see the activities that are not currently assigned to a valid 
CLIN. 

 
The CLIN / Contract Balance section at the bottom is a summary that provides a quick and easy 
means to identify discrepancies between CLIN/Contract Amounts and activity values. 
Discrepancies will be shown in RED as a Variance. Discrepancies must be resolved before 
attempting to create a Progress Payment request. 
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6.4.1.1 Balancing CLINs vs Budgeted Activity Cost 

Since the Government pays on an activity percent complete basis, RMS enforces a relationship 
between CLINs (Deliverables due at the end of the job) and Pay Activity Budgeted Cost (the value 
of the work that it takes to provide that CLIN). A certain number of activities must be associated 
with a specific CLIN so the total budgeted cost of those activities is equal to the current value of 
the CLIN. If CLINs and Activities are out of balance the earnings percentages are meaningless 
and the Government would likely pay too much or too little on the invoice. Therefore, RMS will 
not allow a Progress Payment to be started or processed if the activity totals do not match the 
CLIN amounts linked to those activities. 

There are two reasons the activities may be out of balance with the CLIN amounts. One reason 
Activities may no longer be established with valid CLINs, is when the Contractor imports a NAS 
file that changes the CLINs linked to Activities. The scheduler should correct this by producing 
another, corrected NAS export, since the CLINs for a contract are fixed and cannot be changed 
by the Contractor. This is also a common cause for variances in the Activities, especially when a 
Contractor puts in the next Pay Request and finds all the original Activities have negative 
amounts. Once the scheduler returns to using the original CLINs/Activities IDs and imports the 
new NAS file, these things will be brought back into balance. This is one of the most common 
tech support issues in Finances. 

Another reason Activities may not balance with CLINs is due to contract modifications. When a 
modification is completed in RMS, office engineering staff should always advise the Contractor of 
any CLIN changes so the scheduler can adjust the activity structure and budgeted cost in the 
schedule accordingly. Office engineering staff should also take care not to complete a 
modification in RMS while a Progress Payment is in the process of being completed. 

Activity imbalances can be corrected by either the Government adding new activities in the Pay 
Activities tab of the modification (discussed in Contract Modifications section), or the Contractor 
can update these manually in the Pay Activities module directly. However, if the contract is using 
NAS imports to update the schedule, it is best practice to have the Contractor update the schedule 
and do a new import of that schedule. This is to prevent negative values on a Progress Payment, 
as well as, further imbalances of pay activities to linked CLINs. 

6.4.2 Add/Edit an Activity 
To manually add or adjust the individual Activities from the Pay Activities | Activities tab, 
select either the Add or Edit button at the top of the screen, as appropriate. If manually adding 
an activity, an Activity Number must be entered. Activities can also be deleted from this screen 
by using the Delete button.  
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Add activities for each CLIN until the Sum of Activities equals the amount designated for the CLIN. 
Continue through all CLINs until the Sum of Activities equals the amount of the contract. 

6.4.2.1 Mandatory Entry Elements for Pay Activities 

RMS will function properly financially if only the Activity #, CLIN and Activity Amount is completed, 
the other fields on this screen are also extremely useful. These other fields are required for other 
tracking purposes to ensure that the contract is progressing properly. It is encouraged to complete 
all fields accurately. The following three (3) items must be completed. 

Description: Enter a brief description of the activity into the Description. This field allows for up to 
50 characters in length. However, when using the SDEF feature, the SDEF truncates the field to 
about 35 characters. Therefore, make sure to only use the first 35 characters so that the 
description appears properly after being imported from the SDEF import (be sure to use the same 
description in the scheduling software). 

CLIN: The CLIN field lookup should be selected to choose the appropriate CLIN. The Quantity 
field just below will automatically populate, based on prior entry of the CLINS. 

Activity Amount: The Amount of the activity is entered here. If a Quantity Item were chosen, this 
field would be inactive, requiring entry of the Quantity.  

 
Other fields that are very beneficial to completed are listed below.  

Subcontractor: The Subcontractor field is a lookup field that pulls from the Subcontractor 
module. This information should be entered by the Contractor and linked to either the Prime (Prim) 
or one of the Subcontractors working on the contract.  

Feature: The Feature of the activity is also a lookup field that pulls from the Features of Work 
Module. While multiple activities can be linked to a single feature, multiple features cannot be 
linked to a single activity. Ensure the most appropriate feature is linked to the activity if tracking 
FOWs (Features of Work) in the contract. 
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Work Category: The Work Category of the activity is pulled from the District Library’s Work 
Categories module. If NAS imports are being used, make sure the Contractor knows which Work 
Categories can be used with the scheduler’s activities. 

6.4.2.2 Dredging Contract Pay Activities 

If the contract is set up to use dredging, additional tabs will be available at the top of the Activity 
Edit View showing General Information (where pay activity information is added), Before 
Dredging Survey, After Dredging Survey, and Comments.  

In the Before Dredging Survey and After Dredging Survey tabs, the Contractor can add the 
Survey Type, Start/Finish dates of the Survey, Scheduled/Actual Through dates of the Survey, 
and performance information like depth estimates/actuals and quantity.  

The Comments tab is where Contractors can add any comments that need to be seen by the 
Government. 

Before Dredging Survey 
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After Dredging Survey 

 
Comments 
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6.4.3 Deleting Activities 
It is sometimes necessary to delete one or more Pay Activities. When using an SDEF file, this 
action should be performed in the scheduling program to avoid activity inconsistencies between 
the scheduling program and RMS. However, when the schedule is manually entered and edited 
in RMS, several deletion options are available. 

To delete a single activity, To delete a single Activity, select/highlight the Activity to be Deleted, 
click on the Delete widget, then select Delete Record from the dropdown. Users will be prompted 
to confirm this action before it takes place. 

 

 
Caution: Once an Activity is deleted, it cannot be undone, so consider these actions 
carefully before executing any deletion operations. 

To delete all the Activities in one step, click on the Delete button, then select Delete All 
Activities from the dropdown.  
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Users will be prompted to confirm this action before it takes place.  

 
To delete more than one activity at a time, click on the Delete button, then select Enable 
Multiple Delete from the dropdown.  

 
The Pay Activities screen will regenerate with a checkbox for each activity. Place a checkmark on 
all the activities to be deleted, click on the Delete button again, then select Delete Selected 
Records from the dropdown. 

 
Notice there are three other options in this dropdown. Another way to delete all the Activities in 
the schedule is by selecting Select All Records from this dropdown, RMS will automatically 
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place a checkmark on all the Activities in the schedule. Click on the Delete widget again, then 
select Delete Selected Records from the dropdown. 

If activities are mistakenly selected, click on the mistaken activity again to remove the 
checkmark, or select Unselect All Records and RMS will remove all the previously placed 
checkmarks. 

If activity deletion is no longer needed or desired, select Disable Multiple Delete. RMS will 
return to the previous Pay Activities screen, and the checkboxes will disappear. 

Note: Deleting activities will invariably affect the sum of all activities resulting in a variance 
in both CLIN and Contract Activity totals. New activities will need to be added to make up 
the difference and/or the value of remaining activities will need to be adjusted to zero out 
the variances. Do not forget that this will need to be done before attempting to create a 
Progress Payment request. 

 

6.4.4 CLINs 
Select the CLINs tab to see the list of all current CLINs, including those added by modification. 
This is a quick way to see which CLINs are unbalanced, which may be due to a new CLIN having 
been added or modified. A key sign of an unbalanced CLIN is that the Sum of Activities assigned 
to the CLIN does not equal the Current Contract amount for the CLIN. 
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6.4.5 Contractors 
The Contractors tab presents a look at some of the successes and shortcomings of the 
Contractors’ scheduling efforts. The view displays how many activities were assigned to each 
Contractor and if NO activities have been assigned to a Contractor. The screen also shows how 
many activities do not have a Contractor assigned to do the work. By using the Edit button or 
double-clicking the Activity, details of each line can be viewed and corrections can be made on 
the Activities screen itself. 

 

6.4.6 Features 
The Features tab likewise shows how many activities have been assigned to each Feature of 
Work, or if none have been assigned. It does not make sense to create a Feature of Work and 
then neglect to assign activities to it. An Activity Hazard Analysis (AHA) is required to be prepared 
for each Feature of Work and without activities associated with it, the AHA would be incomplete. 
Use the Edit button to view the details and make corrections or adjustments as needed.  
Navigation back to the Pay Activity input screen is available if needed. 
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6.5 Progress Payment 
The Progress Payment module is used for processing construction Contractor payment 
requests. Progress Payments are in Contract Menu | Finances. 

Note: Civil and military funding must be on separate invoices. To ensure that no 
obligations/pay requests are rejected due to mixed fund types, it is best practice to know the 
fund type on the funding accounts linked to obligations. This can be verified in both CEFMS 
and RMS. 

 
The Progress Payments view is used to review or add pay periods. 
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This process begins with the Contractor requesting a payment. However, if the contract is set up 
to allow the Government to add Contractor data, then clicking the Add button at the top of the 
screen is the starting point. 

Note: The Government should only be entering pay request information for the Contractor 
sparingly, if at all.  

If a payment already exists, it may be reviewed and edited from this location. 

RMS will accommodate processing a payment and a refund on the same ENG Form 93. Be aware 
that the disbursement may be split at 14 days (payment) and 30 days (refund). 

If the Government creates a payment, a warning screen pops up indicating that the Contractor 
should normally add payments and that there will be no Prompt Payment document produced if 
proceeding to create the invoice. 
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Note: Prior to making any Progress Payment, verify that all finances are properly balanced, 
including CLIN’s and Contractor Activities. 

To balance the Progress Payment, several things need to be considered. All RMS Finances need 
to line up from the Funding Accounts, Obligations, CLINs, down to the Activities. The Obligations 
need to have enough funds to pay the invoice. All the CLINs need to have Obligation Funding. All 
the current Contractor Activities need to total up to the Current Contract Amount of all the CLINs. 
Within the Progress Payment, Activity amounts need to total up to the CLIN amount.  

If an invoice was generated from CEFMS, as indicated in the Invoice Generated From column on 
the Progress Payment view (listing of all Progress Payments), then the payment must be 
balanced before the Contractor starts a new invoice. See Section 6.5.13 Balancing Invoices for 
instructions on balancing invoices generated from CEFMS.  

Finally, everything must be funded by Obligation Line Items on the final tab. 

If there are financial imbalances in RMS, the Pay Request may be in read-only mode until these 
are fixed. 
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Likewise, if the Contractor has not marked the invoice complete, it is still in, the Government will 
not be able to view the Progress Payment. 

 
The Government should get the Prompt Payment Certificate and payment request from the 
Contractor. In some cases, the Government may need to add a Pay Request. There are locks 
that prevent both the Government and Contractor from having the edit capability for a Pay 
Request. Once a Contractor has started a payment, the Contractor is in control of it until the 
payment is submitted to the Government and vice versa. After the Contractor submits the Pay 
Request to the Government it is under the Government’s control.  

Furthermore, there are locks prohibiting this area from being edited by two different users at the 
same time. If a user opens a Progress Payment while another user is editing that Progress 
Payment, a Concurrent Editing warning will appear to notify the user that payment will open as 
read-only.  
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A padlock icon will also appear in the Help tile at the top of the screen when the payment opens 
as read-only. No padlock icon will show for the user editing the payment.  

 
Note: If a user gets disconnected from network access while editing a Progress 
Payment, the lock should remain in place for 15 minutes before it is automatically 
removed. If the user reconnects before the 15-minute window expires, the lock will only 
be removed when the user exits the payment naturally. 

Note: Contact the District Administrator to receive assistance with removing the lock 
on a Progress Payment. Please see Government Manual Volume 1, Section 3.2.9 on 
removing locks on Progress Payments. 

Status messages appear in red when a Payment is highlighted. The status message below 
indicates the Contractor has marked invoice 25 complete and it is ready for Government review. 
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CEFMS Settlement Date: There are two different scenarios in which this date will display in the 
Payment Status section: (1) before the first payment has been intiaited for the contract and (2) 
when the final payment for the contract is selected. If a CEFMS Settlement Date is available in 
CEFMS, then the Final Payment Due Date will be based off of that date. If there is no Contract 
Settlement Date entered in CEFMS, then the due date will be based on the Invoice Received 
date. The image below depicts the final payment for the contract being selected.  

 

6.5.1 Processing a Progress Payment from the Contractor 
In accordance with FAR 52.232-5, payments under Fixed-Price Construction Contracts, RMS has 
provided the screens to accommodate the information specified to be furnished by the Prime 
Contractor relative to any Subcontractor used on the contract. 

Key items to be provided on Subcontractors: 

1. Listing the amount for work accomplished by each subcontractor. 
2. Listing the total amount of each subcontract. (1st Tier Only) 
3. Listing the amount previously paid to each subcontractor (includes any deductions 

against the subcontract, per the Prompt Payment Act (PPA)).  

Often Contractors can be reluctant (or even refusing) to indicate the Contract Amount of the 
associated Subcontractors. Reasons vary for Prime Contractors. Some Prime Contractors are 
fearful the Government will determine too much overhead or profit is being taken and send 
deductive change orders. Other Prime Contractors may like to ‘live’ off the Subcontractor money. 
To resolve this conflict with a Prime Contractor, simply point out the FAR requirement and refuse 
to pay until the Prime Contractor complies. Prime Contractors have been barred from Government 
work due to violations of the Prompt Payment Act (PPA).  
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Screens are available to provide data for Assignments and Notification of Defective Invoice. The 
Prompt Payment Certification should also be included as part of the Subcontractor’s Pay Request. 
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6.5.2 Contractor’s Pay Request Worksheet 
Each pay period a Contractor’s Pay Request worksheet (aka, Gig Sheet) can be printed from the 
Contract Reports menu. This worksheet shows the total amount for each activity, what has been 
paid and any outstanding items that might impede or impact the amount the Contractor requested. 
This should be reviewed prior to making any final determination on the amount of the pay request 
to be processed. 

The Contractor’s Pay Request Worksheet is accessed from the Contract Reports menu. 

 
The worksheet report will provide a detailed listing of all items that are outstanding or delinquent 
on a given Activity. For example, if the Contractor is missing payrolls or insurance the worksheet 
will list those Contractors. The Contractor is also able to print out this worksheet from the 
Contractor Module prior to requesting payment. 
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6.5.3 Invoice Tab 
The Invoice tab of the Progress Payment provides overall information about the invoice.  

 
Note: Revision History can be found at the bottom of the Invoice tab. This will capture actions 
taken on the Progress Payment in CM and GM (Submit, Return, Accept). Select a revision 
entry and click the View button or double click a revision entry to open a read-only view of the 
Progress Payment before the listed action was taken. 

Invoice Reference No.: RMS automatically indicates the next sequential number. However, it may 
be changed at this point if required. 

Pay Period From/Thru: Insert the dates that the pay period covers at this point. Typically, the Thru 
date does not extend past the legal completion date of the contract. Therefore, at the end of the 
payment cycle, there may be multiple pay periods with the same From/Thru dates. 

Invoice Dated/Received: It is very important that the dates inserted here are accurately entered. 
These dates determine the interest accruing date, in accordance with the Prompt Payment Act, if 
appropriate (the payment terms that established the interest-due dates is taken from the Contract 
Setup screen). 

Change Payment Priority: This selection is used to determine in which order to utilize the 
Obligation funds. If the Contract Line Item (CLIN) is funded by more than one Obligation Line 
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Item, the higher priority (lower number) will be consumed first. To change this, click the Change 
Payment Priority button. 

 
Payment Terms: Click the Payment Terms button to see the Payment Terms set by the 
Obligations on a per Line basis. 

 
Final Payment: If processing the payment that represents the FINAL payment, this box is checked 
to establish the payment period and interest accrual if applicable. This box will also trigger the 
ENG Form 93 to reflect the proper format for a final payment and release.  

Discount Days/Percent: Occasionally, a Contractor will offer an incentive to the Government if 
payment time is decreased from that which is required by the contract. If the Contractor does offer 
such a discount, it is important that it be flagged to ensure the payment is released to take 
maximum advantage of the discount.  

ENG 93 Form Remarks: This area may include considerations for deducting earnings from the 
Contractors pay request, or it may include the standard language for a Final Payment as 
determined by the District policies.  

Payment Prepared / Approved By: To select a Preparer and Approver, use the respective buttons, 
Select Preparer from Staff Lookup and Select Approver from Staff Lookup. Signature blocks that 
are prepared in the initial stages of setting up the user’s RMS staff record will be listed in the 
lookups. However, if no Signature Block was added or if the user is not in RMS, the user will not 
show up in this list. Therefore, the name and title of a Preparer and/or an Approver can be entered 
manually in the Name and Title text boxes. 

Note: Some individuals may have multiple signature blocks. 

Payee Office: Click the blue address box to select from a list of Payee Office addresses that is 
downloaded from the Vendor in CEFMS. If the address does not appear, it will need to be entered 
into CEFMS and then downloaded into RMS with the CEFMS Download unless the contract is a 
non-CEFMS contract. In this latter case, it is added in the Prime Contractor view. 
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6.5.4 Returning a Progress Payment from the Contractor 
If the Government finds areas that need changed by the Contractor, the process is very simple. 
Click the Return for Corrections button. This will allow the Government to return the Progress 
Payment back to the Contractor to allow further editing and resubmission. 

 
A warning is posted that indicates if a payment is returned to the Contractor, that invoice will be 
locked, and edits will not be allowed until the Contractor resubmits the invoice. 

 
Note: Invoices can be returned to the Contractor for corrections after being sent to CEFMS, 
if no approvals have occurred in CEFMS. If the Return for Corrections button is greyed out 
(not click-able), then the invoice has already been either fully or partially approved in 
CEFMS.  
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6.5.5 Requested Activity Earnings Tab 

 
The next tab in Progress Payments is the Requested Activity Earnings tab. This tab displays 
what the Contractor is requesting. It displays views of All Activities, or a subset of Activities based 
on Activities not Fully Paid, or Activities with Earnings this Period when clicking the blue buttons 
at the top of the screen. 

If the Government chooses to create a payment directly in CEFMS then only obligation earnings 
are known for that invoice, RMS will open Allowed Activity Earnings screen in a special mode to 
allow Government to specify Activity Earnings for the payment. Once Activity Earnings are equal 
to Obligation Earnings for the pay period the payment screen will resume normal function. Invoice 
earnings are cumulative so Government must ensure all invoices paid directly from CEFMS have 
balanced activity earnings specified before attempting to generate a payment out of RMS for the 
contract. 

Note: If Contractor deletes or reduces the actual cost of an activity ID previously paid, RMS 
will withhold earnings from the current request to recoup the value. The Contractor will need 
to create new activities or readjust activity values to offset the negative value. If the contract 
is setup to use SDEF files, the Contractor should make the corrections from the scheduling 
software and then import a new SDEF file into RMS to apply corrections rather than 
manually editing activities directly from requested earnings. 

The Copy Previous Activity Earnings button in the upper right allows the Government to overwrite 
all Activity Earnings with the previous Pay Request earnings. This allows all earnings this pay 
period to be reset to zero and restart. A warning is displayed indicating that this will overwrite all 
Requested Earnings this period. 
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6.5.6 Allowed Activity Earnings Tab 
The Allowed Activity Earnings tab is the main screen for the Government to update Activity 
amounts. The amounts can be set for each Activity by entering in an Allowed percentage, 
Quantity, or Amount. The Previous Amount will be subtracted from the Allowed Amount to show 
the amount Allowed This Period. Additional Earnings this Period are also displayed in the lower 
right to provide the Total Earnings this Period for this Invoice. Once again, the Copy Requested 
Activity Earnings button in the upper right has the same functionality described in the previous 
section. 
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6.5.7 Subcontractor Earnings Tab 
The Subcontractor Earnings tab reports the earnings that the Contractor has entered for each 
Subcontractor. Listed here is the total amount subcontracted, previous Subcontractor payments, 
payments for this payment, and the total to date deducted. If needed, the Government can 
resynchronize this list of Subcontractors when balancing invoices by clicking on the Sync button.  

 

6.5.8 Allowed CLIN Earnings Tab 
The Allowed CLIN Earnings tab is informational and read only. It lists the totals of all the 
Activities rolled up into the CLIN level. To change these amounts, do this at the Activity level on 
the Allowed Activity Earnings tab. 
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6.5.9 Additional Earnings Tab 
The Additional Earnings tab is built around Previous, Totals to Date, and the current invoice 
amounts in separate columns.  

 
To track Stored Materials that are included as part of the Contractor’s Activities, while having the 
amount not to reflect as a part of percent progress, then enter the amount at the top of the screen. 

To access the Additional Allowed Earnings sections above, make sure the Progress Payments – 
Allow Additional Earnings not included in Activity Earnings checkbox is checked in Contract 
Setup | Payment/Modifications tab. 

 
These Additional Allowed Earnings will increase the Total Allowed Earnings to Date, while the 
Subcontractor Deductions held by Prime will decrease the Total Allowed Earnings. 
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6.5.10 Obligation Calculation Methods 
The Additional Earnings tab also includes a drop-down selectable list of obligation calculation 
methods. This will change how the program automatically computes the distribution of CLIN 
amounts to be paid on Obligations. The STANDARD CALCULATION method uses Total to Date 
values and tries to re-proportion the CLINs to make up for past manual changes on the Obligation 
view. The STANDARD CALCULATION method tries to keep the proportion of Obligations 
accurate, so money does not run out. If preferred, use the Obligation amounts for the CLINs in 
the current pay request regardless of past disproportionate Obligations, choose the PERIODIC 
CALCULATION method. Click on the dropdown list to see a lengthy description of the methods 
and select the appropriate one. 

 
Once completed with the Activity Earnings, Subcontractor deductions, and Additional Earnings, 
check the Total Allowed Earnings for this Pay Period Entered checkbox on the Additional 
Earnings tab. Uncheck this box to modify anything on earlier tabs in Progress Payments. 
Checking this box will lock in these earnings before being obligated. 
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Note: The checkbox on the bottom right (marked in red) needs to be checked before going 
on any further. This generates the reports and data for the next tab (Obligations) so that 
the payment can be completed. 

 

6.5.11 Obligations Tab 
The Obligations tab provides the capability to distribute the earnings across any number of 
Obligation Line Items. If an attempt to make a payment that exceeds the available funds is made, 
RMS will display a warning message on the lower right: Obligation line item 0001 is over obligated.  
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A summary of the available funds for each line item is displayed in the lower left of the Obligations 
tab when the line item is selected. The total available funds for earnings are the difference 
between the obligations in CEFMS, the previous earnings, and the current accruals in CEFMS.  

Note: Even though the total available for earnings amount does not include the current 
CEFMS accruals, RMS allows users to allocate up to the total of the current CEFMS 
accruals plus the available for earnings amounts for payment. For example, if line item 1 has 
a CEFMS accrual of $1,200 and an available for earnings of $45,000, then the total amount 
that can be allocated to pay the Contractor on this line item is the sum of the two, or 
$46,200. 

 
If an attempt is made to pay the Contractor less than the amount paid in the previous pay 
period(s), RMS will provide a warning message. Negative payments are not allowed. 

The program will use the Calculation Method selected in the Additional Earnings tab to 
automatically populate the Obligation Earnings. These calculations can be overridden by 
manually entering amounts in the Earnings by Obligation column. A Retainage percent, Other 
Deductions, and Refunds may be entered in the respective columns, as well. 

Note: Users sometimes confuse CLINs and Obligation Lines. Both are similarly numbered but 
reflect two different things. A CLIN is a deliverable, due to the Government at the completion 
of contract. An Obligation Line is a source of funding that can be used to pay for contractual 
obligations. Multiple obligations can be used to fund a single CLIN (if the CLINs are Parent 
Priced). For example, one CLIN could be funded out of a combination of Federal funds on one 
Obligation Line and Local Sponsor funds on a different Obligation Line. When using the Pre-
Plan Obligations calculation method which obligations pay for what CLINs is specified in the 
Funding screens Award CLINs and in the Release MOD tab. 

When entering Retainage % values, no more than six digits may be entered after the decimal, 
and the maximum value that may be entered is 10%. Warnings will display as shown in the 
examples below if improper input is attempted.  
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The Total Earnings This Period in the lower part of the screen should match the Earnings by 
Obligation amount. 

 
There are extensive error checks to minimize the rejection of the invoices included with RMS. 
Earnings cannot exceed available funds, nor can the Government try to pay the Contractor a net 
Negative Earnings this Period. A few example errors are shown above. All errors must be 
corrected before completing the payment.  

Once there is no variance and there are no errors, check the ENG 93 Completed checkbox. This 
will generate the ENG 93 as well as the Payment Calculations document and include both in a 
Document Package for the invoice.  
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6.5.12 Document Package Tab 
As mentioned above, the ENG 93 and Payment Calculations documents are included in the 
Document Package when the ENG 93 is completed in the Obligations tab. The ENG 93 
document should be signed for all invoices and is required to be signed as part of sending the 
final payment to CEFMS for the contract. Additional documents may be added to either the 
Government or Contractor Document Packages and signed, as well. Remember that documents 
added to the Contractor Document Package can be viewed by the Contractor and those added 
to the Government Document Package can only be viewed by the Government. 
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After checking the ENG 93 Completed checkbox, the Document Package tab will be displayed.  

Note: The Contractor and Government Document Packages (Contractor on the top, 
Government in the middle) will both be shown here. 

When the Prompt Payment Invoice document has been signed, the Contractor Document 
Package will display a key icon in the Prompt Pay Signed column of the Document Package 
table as shown below. 

 
The Contractor Document Package will contain the Prompt Payment Invoice document and may 
or may not be digitally or physically signed by the Contractor. See the Contractor Signature Status 
column in the Document Package view as shown below.  

 
The Government Document Package will contain a Payment Calculation document explaining 
how the invoice was funded (this report will only be generated if the Standard Calculation option 
was used to calculate the obligations tab) as well as the ENG 93. The Primary column in the 
Document Package will contain a checked checkbox to signify the most current version of the 
ENG 93.  

Note: If needed, the Primary checkbox can be checked on different iterations of the auto-
generated ENG 93.  
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RMS allows digital signatures on the ENG 93. Click the Sign Selected Documents button: 
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A Document Signing screen will appear as shown below. Select the ENG 93, then click Next: 

 
Choose a Signature Title if desired, then click Finish to initiate the signature process (see below): 

  
Note: Signing this document again will initiate the ENG 93 Approver/COR Digital Signature 
position (see below). If signing as the Approver/COR, follow the same signature process 
again.  

RMS will prompt the user to authenticate credentials when signing the document(s). 

 

Once all the signatures are completed, remember to click the Complete Package button in the 
Document Package screen.  
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The Complete button is also available outside the Document Package. This button will complete 
all existing Document Packages that contain documents and delete any empty document 
packages all at once.  

 
The Contractor cannot see the Government Document Package. To have the Contractor sign a 
copy of the ENG 93, save a copy of the document outside of RMS and then manually add a copy 
of the ENG 93 to a Contractor Document Package or facilitate the signing of the ENG 93 to the 
Contractor outside of RMS. 

 
Finally, the Send Payment to CEFMS button can be clicked to complete the Progress Payment 
and send the latest digitally signed ENG 93 will be to CEFMS. Once this button has been clicked 
and RMS finishes updating, the payment will be available for viewing in CEFMS. 

If an ENG 93 is found but is unsigned, then RMS will prompt the user to sign the ENG 93 when 
the user clicks on the Send Payment to CEFMS button. To sign, the user will need to authenticate, 
and the ENG 93 will be signed with the user’s credentials. Once the signing process is completed, 
the payment will be sent to CEFMS.   
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If no ENG 93 was found in the Government Document Package, then RMS will display a popup, 
warning the user that no signed ENG 93 was found, as seen below: 

.  
Clicking the No button will return the user back to Document Package tab of the Progress 
Payment. Clicking on the Yes button will display an RMS prompt that will ask the user to choose 
either Create ENG 93 or Manually Attach Signed ENG 93.  

 
If Create ENG 93 is selected, RMS will generate an ENG 93 and display a preview. Clicking the 
OK button will confirm the ENG 93 creation.  
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RMS will prompt the user to sign the ENG 93 after creation of the ENG 93 is completed. 
Clicking on the Yes button will digitally sign the ENG 93 once the user’s credentials have been 
entered.  

 
If Manually Attach Signed ENG 93 is selected, RMS will prompt the user to add the file from the 
user’s file explorer. The user is then prompted to choose the staff member who signed the 
document. Once the staff member has been chosen, a preview of the unsigned document will 
display. Click OK to add the signed document to the invoice’s Document Package.  
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The user completing the payment must have a valid UPASS account for the CEFMS District 
Database that is set in Contract Setup | Administration/Funding tab for the contract. 

 
The Logs button in the top right corner of the screen can be used to view the log of CEFMS 
uploads.  

 
Double-click on the desired CEFMS upload to view the CEFMS Payment Upload File. This will 
show the details for any errors that may have occurred during the invoice’s CEFMS upload.  
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Back on the Progress Payments Selection View, progress will be shown for each payment 
selected. Progress from the invoice received through the Date Paid:  

  
This completes the Progress Payment Process. 

Note: The Contract Notification Control module, found in volume 1 of the Government 
manual, is a good way to know when a Progress Payment has been completed by the 
Contractor. This way, users will not need to check the contracts daily to see if the payment 
has been submitted by the Contractor. The Contractor can also use this module to know 
when the Government has either completed or rejected a Progress Payment. 

 

Note: Use the Reports button to view the documents associated 
with the invoice. The reports displayed using this option will not 
show any signatures and will display what is currently in RMS at 
the time of viewing. 
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6.5.13 Balancing Invoices  
Whether an invoice is generated from CEFMS or sent from RMS to CEFMS, then deleted from 
RMS and downloaded from CEFMS, it will not have any dollar value assigned to activities until 
the invoice has been synced to the contract. To sync the invoice to the activities in the contract 
(referred to as balancing), open the first payment that was entered in CEFMS, as indicated in the 
Invoice Generated From column. 

 
When balancing invoices, the lowest numbered invoice must be balanced first. This can be 
accomplished by viewing an invoice that is both editable, as described in the left image below, 
and does not indicate the previous invoice’s activities do not match, as described in the right 
image below. 

   
After locating the first editable invoice, navigate to the Allowed Activity Earnings tab. 

Warning shown when an invoice is 
editable

Warning shown when previous 
invoice's activities do not match.
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Then, click on the Resync Activities button at the bottom right of the displayed screen once. Wait 
for RMS to finish loading, then click the button again to display all the pay activities in the Allowed 
Activity Earnings - All Activities data grid section as shown below. 

 
Finally, the correct dollar amounts that were previously entered must be added into the 



 

 

  

59 

 

RMS/GM  

 

appropriate cells of the Allowed Amount column for each Activity No. within the Total Allowed To 
Date section. These dollar amounts can either come directly from CEFMS or from the previously 
submitted Prompt Pay Report found in the Contract File module for the invoice. 

Critical Note: Please ensure that all activities have been updated to reflect what has 
already been entered within CEFMS. 

If the activity did not have any payments applied to this invoice, and the previous earnings did not 
copy to the Allowed Amount column, then copy the value from the Previous Amount column within 
the Previous Total Earnings section to the Allowed Amount column within the Total Allowed To 
Date section. 

For example, if the Previous Amount (PA) = 0 and no new payments then Allowed Amount 
(AA) = 0 or PA = $x.xx and new payment = $0 then AA = $x.xx 

 
If the listed Activity No. was paid a dollar amount within this invoice, then take the Previous 
Amount value from the Previous Total Earnings section, and add it to the total amount that was 
requested on this invoice. Place that new total in the Allowed Amount column within the Total 
Allowed To Date.  

For example: if PA = 0 and new payment = $y.yy then AA = $y.yy or, if PA = $x.xx and new 
payment = $y.yy then AA = ($x.xx + $y.yy). 
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Repeat the previous two steps outlined above until the Totals value for the Allowed this Period 
column (located in the bottom right of the data grid) equals the red displayed dollar amount in the 
bottom left of the view. 
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Once the Totals value for the Allowed this Period column is equal to the red dollar amount 
indicated at the bottom left of the view, click the BACK button to commit all changes and updates 
to the database. Repeat the steps listed above for the next invoice that requires balancing. 

6.6 Contract Changes 
Contract Changes are in Contract Menu | Finances. 

 

6.6.1 Overview 
For military projects: When an appropriation is made, contingency funds are generally allocated 
to cover modifications that arise. As modifications are proposed and funding entered, the 
necessary funds are automatically subtracted from the available amount and added to the 
unawarded estimated amount (for status 5 mods). When a modification is designated as 
Complete (status 6 mods), the funding amount is added to the award contract amount. 

For civil projects: Contingency funds are not generally allocated for the contract. When 
modifications need to be funded; additional money is added to the contract. 

RMS looks at modifications in four distinct parts: 

• The first part defines the change and tracks actions before the change becomes an 
official contract modification. During this time, RMS refers to the change by the 
Change Request Number, using the Office Prefix Code for Change Requests and 
a sequential number. The Prefix Code for Change Requests is identified on the 
Office/Office Description screen as shown below. 

• The second part begins once all actions on the Change Request are complete. 
• The third part adds the Reference Number and creates the modification package. 
• The fourth part is the identification of the package through ACWS, referred to as 

PD² (Procurement Desktop Defense), which will provide the A or P modification 
number. 

Note: Army Contract Writing System (ACWS) is the system of record for Modifications.  



 

 

  

62 

 

RMS/GM  

 

6.6.2 Prefix Code for Change Requests 
In the Office Description viewed within the Local Office menu, the default Prefix for Change 
Request numbers can be set. All Change Requests will default to those first two characters in the 
Change Request Numbers when adding Change Requests for contracts within the office. This 
provides a method for each Office to have its own Prefix Code. 

 

6.6.3 Contract Change Requests 
A Change Request is generated in anticipation of a potential or real Modification to the Contract. 
The process generates what is known as a Basic Change Document (BCD). The BCD describes 
the change, the reason it is necessary, the initial estimated cost and time impact and may also be 
used to evaluate AE liability if Design Errors or Omissions cause the change.  

The process of adding a Change Request includes following logical steps and tracking to 
completion. In the example screen below, all steps have been completed, as is indicated by the 
presence of the green checkmarks on the bottom section of the screen. 
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A new Change Request can be added by clicking the Add button on the above screen. Several 
options for which type of change request to create will be presented.  

The Add a new Single Part Change Request option will be the default selection. Multiple Part 
Change Requests can be initiated in two separate ways: Add new First Part of an Unpriced 
Change Order or Add new First Part of a Multiple Part Change Request (other than Unpriced 
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Change Order). These Multiple Part options will allow certain elements to be copied into 
successive Change Request parts to minimize typing.  

  
If creating a Single Part Change Request or the First Part of an Unpriced Change Order/Multiple 
Part Change Request, the default Change Request No generated and the Reason Code 
selection will be presented.  

 
Note: The default Change Request No generated will automatically contain the prefix from 
the Office Information. In the above image, “TT” is the prefix that comes from the Office 
Information. Refer to the section on Prefix Code for Change Requests discussed previously. 

If creating a Subsequent Update to the NTE of an existing Unpriced Change Order/Part (2,3,…) 
of a Multiple Part Change Request or a Definization Modification for an existing Unpriced 
Change Order to copy information from a previous Multiple Part Change Request, the linked 
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Change Request must be selected along with the Reason Code. More information on Reason 
Codes provided in the Modification Reason Code section below.  

 
If creating a Change Request for Weather Modification, specific dates for the Weather 
Modification must also be selected. If a Specification section applies to this Change Request, 
the use the Select a Specification button to choose the appropriate Specification. 
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The Modification Reason Code for all Change Request types (except Change Requests for 
Weather Modification) must be selected from the Reason Code lookup field. 

 

6.6.3.1 Modification Reason Codes 

RMS requires use of a Modification Reason Code to indicate the cause, justification, explanation, 
and necessity for issuance of a design or construction contract change request and subsequent 
contract modification. Contract modifications may include numerous change requests and 
subitems for these change requests. Within the BCD in RMS, each individual change request in 
the must use the same reason code. When change requests are combined in a final modification 
to the contract, the various change requests may contain different reason codes. Reason codes 
apply to Design-Build (D-B) contracts in the same application to other types of construction 
contracts. 

Modification Reason Codes are divided into 3 categories as follows: 

Option 

(5) - Contract Option  

Controllable 

(1) - Engineering Changes  

(8) - Value Engineering Change 

(G) - Government Furnished Property  

(S) - Suspensions of Work 

(T) - Termination of Work 

(V) - Construction Changes  

Uncontrollable 
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(4) - User Changes, Discretionary 

(6) - Miscellaneous Changes 

(7I) - Differing Site Conditions – Type I Subsurface 

(7II) - Differing Site Conditions – Type II Unknown Physical Condition 

(9) - Administrative Change  

(A) - Adverse Security Conditions 

(E) - Excusable Delay for No Fault  

(I) - Incremental Definitization of Work  

(Q) - Variations in Estimated Quantities 

(R) - Revaluation – Foreign Currency 

(Z) - COVID-19 

(Y) - COVID-19 Deviation Safer Fed. Workforce (Vaccine Mandate)  

The Reason Code Lookup is from the System Library | Modification Reason Codes. 

Things to consider: 

When using the mod reasons codes that are Controllable or Uncontrollable, if there is a time 
impact on the change request, which is then executed as a mod, RMS will not change how the 
original Contract Required Completion date is calculated in the Schedules | Milestone Schedule 
module. It will continue to calculate the original Contract Required Completion date adding the 
Award Duration to the NTP Acknowledge actual date. The time impact associated with the change 
request, when executed, will be added to the Current Duration and will be shown as time growth 
on the project when viewing/printing reports. 

When using Modification Reason Codes Contract Option (5) or Incremental Definitization of Work 
(I), RMS will change how the original Contract Required Completion date is calculated in the 
Schedules | Milestone Schedule module. What that means is the Award Duration showing in 
the Milestone Schedule module will NOT have time added to it, but the originally calculated 
Contract Required Completion date will reflect the time added in the mod. In this case, it will now 
calculate the original Contract Required Completion date by adding the Award Duration plus the 
NTP Acknowledge actual date plus the Award Options or Incremental Definitization of Work Mod 
Durations.  

Note: This is important to understand to ensure that time added via a Contract Option or 
Incremental Definitization of Work mod is not mistakenly entered into RMS twice. 
Additionally, when executing a modification that starts from a change request with a 
Modification Reason Code for Contract Option or Incremental Definitization of Work, the 
contract will not reflect any time growth on reports related to this contract, as the time is 
being added to the base award duration by using this Modification Reason Code. 

Once these are set, click Finish to enter the edit view for the Change Request. 
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6.6.3.2 Inception Tab 

  
Above is the view of a single part change request. 

Note: Change requests can be converted into a 
multipart change request. Click the button to 
convert the change and the Change Request is 
copied into other parts, saving time typing. This will 
add “-1” to the end of the Change Request 
Number. For example, CR010 will change to 
CR010-1. A warning shows asking the user to 
confirm the conversion as this is irreversible, as 
seen on the right.  
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Above is the view of the first part of a mulitpart change request. 

Note: If this change request is the first part of a multipart change request, and no subsequent 
parts have been added, the Convert to single part change? checkbox can be used to convert 
the Change Request to a single part Change Request. 

 
Above is the view of a subsequent part of a multipart change request.  

Note: If this change request is the final part of a multipart change request, make sure to check 
the Is this the final part of this multipart change? checkbox. 
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The top portion of the screen is completed first by giving the Change Request a title, then entering 
the Inception date and/or a Discretionary Change Approved date and other codes using the 
lookups as shown below.  

If needed, the Reason Code can be edited by clicking on the blue lookup field for the Reason 
Code field on the Inception tab. 

 
The Agency Code lookup provides the Originating Agencies table from the System Library 
(System Library / Agency Codes). 
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The type of Modification being created can be edited by using the Modification Type lookup. 

 
Note: If creating the First Part of an Unpriced Change Order or a Subsequent Update to the 
NTE of an existing Unpriced Change Order, the Modification Type code cannot be changed 
from its default selection.  

6.6.3.3 Mandatory Modifications/User Requests (Military) 

Modifications can be classified into two categories. 

Mandatory modifications: Modifications that are required to make a complete and operable facility. 
The Corps has authority to initiate all mandatory modifications, provided funds are available.  

User Requests: Modifications which may not be mandatory, but which improve efficiency or 
operations, maintainability, or aesthetics. User requests on contracts with reimbursable funds can 
be initiated provided the funding authority has given approval and funds are available. 

6.6.3.4 Description Tab 

The Description tab shows the items entered with the accumulated totals for each item. All the 
information on this screen is entered from either selecting the Add button to add a new BCD item, 
or the Edit button to modify an existing item. An item can be deleted by selecting it and using the 
Delete button.  
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Note: if the change request was created for a weather modification, the description tab will 
be prepopulated with the necessary BCD item basics already entered similar to the below 
image.  
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If adding a new BCD item, enter the BCD Item No. in the prompt provided or leave the default 
value.  
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When users add a new BCD Item or double click on one to edit it, the BCD Item Edit view is 
displayed, as shown below. For some of the entry fields in this view, longer descriptions are 
allowed. Those entries include a special editor with the notebook and pen icon, as seen below. 
When editing those sections, there will be an Insert Standard Text button in the upper right from 
which to choose standard texts. A Library for these items can be maintained in the District 
Library | Standard Text view. 

 
Change Item No.: When adding an item, this number will be automatically generated by RMS, but 
it can be edited by the user, if needed.  

Change Item Title: This field can be used to add a title for the BCD Item. 

Spec. Paragraph No.: This field can be used to specify a Specification Paragraph Number with 
which this BCD Item is associated. 

Contract Drawing No.: This field can be used to specify a Contract Drawing Number or Numbers 
with which this BCD Item is associated. 

Initially Estimate: This field can be used to enter the initial estimate for the BCD Item.  

Note: This field will be disabled if the BCD Item is a Quantity Variation.  

Phase Times: This field is used to add time extensions in days to the contract. 

Note if the contract has multiple phases, users will need to add the time to the correct phase 
for the contract duration. 

Description of Change: The detailed Description of Change should be carefully entered. It will be 
used in supporting documents, such as the RFP, PNM and BCD. The Description of Change 
should be carefully reviewed and, if necessary, changed to reflect the actual scope of work 
following final negotiations. For ease of reading, the description should be entered in upper and 
lower case. 
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Change in Drawings/Specifications: These optional fields may be used if actual changes are being 
made to the contract documents and additional explanation or verbiage is desired.  

Necessity for Change: The Necessity for Change is primarily for the BCD and not usually provided 
to the Contractor. Contract modifications may originate because of unexpected delays in 
performance, excessive variations in estimated unit price quantities of work, differing site 
conditions, or actions of the Government in connection with necessary or beneficial occupancy, 
work suspensions, etc., for which adjustments in the contract price and/or time are due under 
specific clauses contained in the contract. Other change orders may be initiated to provide for 
physical changes to the contract facilities or structures pursuant to the Changes clause. Such 
changes to the original contract requirements usually generate from three primary sources: 

1. Design or approved criteria changes. 
2. Field changes arising from field conditions, errors and/or omissions in plans and 

specifications. 
3. Using Service requests. 

The first two sources listed above are normally considered mandatory changes if necessary for 
operability. These changes may result from design errors or deficiencies. The third source, Using 
Service requests, may not be essential to the functional operation of the facility. Refer to the 
District’s policy for authority to initiate user requested changes. 

Checking the Change Includes Adjustments to Quantities on Existing CLINs checkbox on the 
previous screen, adds a special BCD Item that provides the Quantity Variation button in addition 
to the other elements. 
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This allows changes to quantities of a CLIN. One common way users have set up contracts is to 
create the CLINs that will be certainly be used later in the contract with a zero quantity and then 
later fund the CLIN through a modification. Click the Quantity Variation button to display all the 
Quantity CLINs and add or change the Quantity of existing CLINs. 

 

6.6.3.6 Potential Design Deficiency Tab 

 
If the contract change is due to an AE liability, then that information can be entered here in the 
Potential Design Deficiency tab. Per FAR clause 52.236-23, the “Responsibility of the Architect-
Engineer Contractor” means that an A-E firm is responsible for the quality of its products and 
services and is liable for damages to the Government caused by its negligence or breach of 
contractual duty. 

Due to FAR clause 36.608, 36.609, and 52.236-23 and EP 715-1-7 requirements, this tab allows 
the addition of AE liability information to be displayed on the BCD report. Typical examples of A-
E liability are when, due to an A-E design error or deficiency, modification of an ongoing 
construction contract is required or there is a design-related failure after construction. An A-E firm 
may also be liable for Government damages arising from failure to design within the funding 
limitations (FAR 36.609-1 and 52.236-22) or to comply with the contract schedule or technical 
provisions. In all such instances, FAR 36.608 directs the KO to “consider the extent to which the 
architect-engineer Contractor may be reasonably liable,” and to “enforce the liability and collect 
the amount due, if the recoverable cost will exceed the administrative cost involved or is otherwise 
in the Government’s interest.” For more information on filling out this tab, see the FAR and EP 
clause referenced. Those references are also listed in the guidance text provided at the top of the 
screen.  



 

 

  

77 

 

RMS/GM  

 

If No is selected, no memo boxes will be displayed for the prompts on the tab view.  

If Yes is selected for questions A and B, the text boxes for Description of Potential Damages will 
enable so that further information can be added as needed for each prompt.  

 
Section 4 of the BCD report will contain any information entered within this tab.  

6.6.3.5 Status/Funding Tab 

After each required item is completed and entered in the Description tab, the Change Request 
Status and other requirements to accompany the BCD can be viewed and tracked in the 
Status/Funding tab. The Funding Account(s) used for the Change Request funding will also be 
entered on this tab. 

As the Change Request’s lifecycle progresses, it may be determined that approvals, plans, 
specifications, etc. are also required in addition to the BCD. In the Change Request Status 
section, checkboxes are available to accurately reflect the information for what is required.  
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Upon selecting each checkbox for the required elements, date fields will appear so that the Date 
Requested, Date Required, and Date Completed can be entered for those that apply. For some 
requirements, the Action Required by field can be used to select the individual responsible for the 
applicable requirement. The Amount and Time figures for the Change Request can be edited for 
the Gov Est Required?, Proposal Required?, and Negotiations Required? checkboxes.  

As highlighted in the image above, information 
help boxes accompany each of these options 
and provide guidance when each option may 
be required for a Change Request. To make 
these appear, hover over the box with the 
question mark, as seen on the right.  
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In the dropdown box at the bottom of the Change Request Status section, select an option to 
determine how the total amount for the Change Request should be considered: as an Initial 
Estimate (default), a Contractor Proposal, a Government Estimate, a Negotiated Amount, or 
Other. The Other option can be used if an amount of a time change was not previously entered 
anywhere else in this change request. 

 
Note that if the contract has multiple phases, the time column will only display an ellipses 
button. Click this button to update the time change for the correct phase.  

The Funding Accounts listed in the Change Request Funding section directly affect which 
PRACs and Obligation Line items are available to fund the Modification later. To edit the amount 
for the associated Funding Account(s), double click in the Change Amount field and enter the 
amount.  

 
Warning: Please ensure that the correct amounts are entered for the right Funding Account. 
Funds can be split up to multiple funding accounts if that is how the accounts were setup in 
CEFMS. Any discrepancies have the potential to negatively impact Modifications and 
Progress Payments for the contract.  

Once all the information for the Change Request has been entered in both sections, the Change 
Request Status can be set to (4) – Proposed (Draft, not ready) or (5) – Approved (Ready to link 
to a Modification).  

Once the BCD Required? date has been entered, users can click on the Create BCD button to 
add the BCD document to the Change Request Package tab. After the initial version has been 
created, the Create BCD button will reflect the next version of the BCD being created.  
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The Funds Status field is an optional selection available to reflect the status of the funds 
determined for the Change Request.  

 
The Funds Status selected from the lookup will display in Part B. 2. on the BCD as shown 
below: 

 
The Change Request will be made available for addition to Contract Modifications once all the 
Date Completed fields for the selected requirements have been entered, and the Change Request 
Status has been changed to (5) - Approved. The Change Request can be linked to a Contract 
Modification by itself, or it can be included with other Change Requests to form a completed 
Modification Package.  

6.6.3.6 Claims/Disputes Tab 

The Claims/Disputes tab shows and allows editing of any Claims that are associated with this 
Change Request. For further information, see the section below for Contractor Claims. 
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6.6.3.7 Change Request Package Tab 

The Change Request Package tab is where all the documents associated with the Change 
Request can be edited or viewed. This tab contains a grid to add supporting documents to the 
Change Request. As depicted in the Add menu below, the only documents that can be added to 
the Supporting Documents grid are limited to specific types of documents that are already stored 
and/or created in RMS.  

 
While the PMN and POM types can be added, those documents will be placed in the Document 
Package Instead of in the Supporting Documents section. All other documents can be added via 
the Document Package at the bottom. Additionally, when the Create BCD button is clicked in 
the Status/Funding tab, any BCD versions that are created will automatically be stored in a 
Document Package.  

 

6.6.3.8 Supporting Documents Tab 

Change Requests created before the release of patch 466 will still have the Supporting 
Documents tab. This tab can be used to edit or view the documents associated with those 
Change Requests.  
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6.7 Contract Modifications 
Contract Modifications are in Contract Menu | Finances. 

 

6.7.1 Overview 
This section furnishes instructions for processing construction contract modifications. It is 
recommended that users review and follow the guidelines as prescribed in the user’s District. If a 
procedure or recommendation herein conflicts with the District policies, please be sure to follow 
the District’s policies in completing the task.  

6.7.2 Contract Modifications 
A modification allows the Government to add or change information and/or requirements of the 
contract. 

 
Like the Change Request, to add a Modification, follow logical steps and track the Modification 
until it is complete. The example screen above shows numerous Modification packages. The 
Modification Status at the bottom of the screen reflects the current progress of the entire effort for 
the Modification package. 
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Note: The Modification Number will be assigned by ACWS following completion of all 
signatures and processing through ACWS.  

Note: The official contract can only be changed in ACWS and that executing a modification 
in RMS only applies to the contract in RMS and does not officially change the awarded 
contract. 

In accordance with the FAR, Modifications signed by an ACO will begin with the letter “A”, and 
those signed by the Contracting Officer (Procurement Officer) will begin with the letter “P”. 

 

6.7.2.1 SF30-1 Tab 

Once a modification is added or opened for editing/viewing, the SF30 button will be available in 
the top right corner of the screen. This button will allow users to see a consolidated view of the 
text entered in the modification for the SF30 at the time of viewing.  

 
The text from this view can be copied and pasted, as needed. This view can also be exported to 
the Excel, Word, PDF, and/or Text file formats using the Export button.  

 
The official SF30 report cannot be printed from RMS. ACWS is the contracting official system 
for creating SF30s, and only SF30s from ACWS are considered as valid contract modification 
award documents. 
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There are four things that can be accomplished from this screen: 

Change Requests to be included on this Modification One or more existing Change Requests can 
be selected to be included in this new Modification package by clicking on the Add button. Upon 
making the Change Request selection(s), RMS will provide the option to copy all supporting 
documents from the change request into the Modification Package. Buttons are also available to 
edit and/or delete the change request(s) that have been added to the modification.  
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Copy Change Request Documents: This option is provided if the user chooses to copy the 
documents from the linked Change Request’s Document Package documents to the 
modification’s Mod Package’s Document Package.  

Note: Documents that are copied into the Modification will be added in a new Document 
Package in the Mod Package tab.  

Contract Line Items changed by the Modification: A CLIN equal to the Modification can be 
automatically added, a New CLIN can be manually added, or an existing Lump Sum CLIN can be 
revised. The latter will present a listing of the existing CLINS to choose from. Use the Delete 
button to delete the CLIN(s) added.  

Funding for this Modification: The PR&C Line Item(s) connected to the funding account selected 
in the Change Request for the modification can be edited.  

6.7.2.2 SF30-2 Tab 

SF30 Block 2: The Modification Number entered initially (i.e., R00019) will be replaced via ACWS 
when the Modification is completed by Contracting. However, in almost all cases, the Contractor 
will use this temporary number and may not be aware of the final number. 

Note: To ensure proper documentation, enter the ACWS Mod Number as soon as it is 
available.  

SF30 Block 4: The Requisition number is typically the PR&C number and will be automatically 
populated by RMS in most cases. It may be changed if desired or needed.  

SF30 Block 12: The Accounting and Appropriation Data memo field is an optional field if required 
by the District or this modification. If using the notebook icon to pop out the text box, click on the 
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Standard Text button to access a lookup that may include standard wording if this feature is used 
in the District Library. 

 
SF30 Block 13: Select the way the Modification is being issued and select the appropriate FAR 
Clause(s) from the lookup provided, if needed. FAR Clause selection is not required nor displayed 
for options B. Administrative Changes and D. Other. 

 
SF30 Block 13 E. Important: Indicate whether the Contractor will be required to sign the 
Modification. 

SF30 Block 14: The last section of the tab includes the entry for the Modification Title. This block 
(14) is continued on the next tab. If more than one change request is selected to add to the 
modification, verify that the title of the change reflects the basic scope of work of each item, if 
possible. The title should be easy to understand and use keywords that may help with 
identification. 
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6.7.2.3 SF30-3 Tab 

 
SF30 Block 14 (continued): The first two memo fields are for entry of optional notes on the contract 
price and time and should reflect issues that were discussed or addressed during negotiations of 
the modification with the Contractor. Use the remaining memo fields for comments related to the 
change in schedule and entering a closing statement. The closing statement should reflect the 
District or Office policies. A lookup is available in the Edit screen to import statements already 
prepared. These can be found in the District Library, under Standard Text. The Exclude standard 
time text on the SF30 checkbox can be used with modifications where there is a change in the 
contract duration. By checking this box, the change to the duration of the contract will be excluded 
from the form. 

SF30 Block 15A: At the bottom of the screen, indicate the name and title of the Contractor 
representative that will sign this modification.  

SF30 Block 16A: At the bottom of the screen, indicate whether the Contracting Officer or the 
Administrative Contracting Officer will sign this Modification and use the lookup to populate the 
fields. 
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6.7.2.4 Release Mod Tab 

 
This screen is to record the administrative progress of the modification. A PR&C must be obtained 
from CEFMS for funding, and all required signatures must be entered with the appropriate date 
fields completed before the CLIN changes / Obligations for payment section will display.  

When date entries are made in this section, it is assumed that the CEFMS approvals and 
certifications are completed simultaneously. Enter the date the Government (CO or ACO) signed 
the Modification.  

When the Contractor Signature Required checkbox is checked, the Sent to Contractor, Date Due 
Back, and Signed by Contractor date fields will be displayed.  

When the Government Signature Date and the Signed by Contractor date, if required, are entered, 
RMS will present the following screen. 
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To enter the funding, double-click the CLIN line(s) or highlight the line(s) and click the Edit button. 
This will reveal the Funding screen for the selected CLIN. 

 
This view shows the SubCLIN, PR&C / Line No., Obligation Description, Obligation Line Item, and 
Obligation Amount. Click the Funding button to further edit these amounts. 
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The above image is what is displayed when a Parent CLIN is being edited. A subCLIN funding 
option will only allow users to select the correct CLIN, not add any dollar amounts. 

Enter the appropriate amounts on each obligation line item to fully fund the modification.  Often 
CLINs and Obligation Line items are one for one however this is not always true.  In the case of 
a Parent Priced CLIN multiple obligation lines can be used to split fund a single CLIN.  Priced 
SubCLINs have funding restrictions as mentioned earlier in this section. 

Note that if the Obligation Line Item needed for this modification does not show in this view, 
that means that either the wrong funding account was selected on the Change Request 
Status/Funding tab, or an incorrect PR&C was selected from Funding for this Modification 
section in the SF30-1 tab. To correct these, click on the Show all obligation line items radio 
button. Get the funding and PR&C information for that line item and update the funding 
accounts and PR&Cs in the corresponding fields. If the funding and PR&C selections are not 
correct, it will cause incorrect calculations for distributing fundings using the standard 
calculations option on all future Progress Payments.  

For questions regarding funding, consult the PM or examine the Contract Finances screen to view 
descriptions of the different funding elements from CEFMS. 

Click on the SubCLIN entry and change it if needed. Then click the Finish button on the lower 
right. This will bring users back to the Funding screen. Click the Back button to return to the 
Release Mod Tab View. Once the CLIN(s) are all Funded, check the Modification funded with 
Obligations in CEFMS checkbox. 
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To finish the Modification and apply the changes to the contract, check the Modification funded 
with Obligations in CEFMS checkbox first (see above). Then, check the Modification Completed 
– Include this Modification in Current Contract checkbox (see below). Until this is done, none of 
the dollars or days will be included in the Current Contract. When checking this box, a warning 
will be displayed that Activities are still required to balance prior to making any payments. 
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Once the Modification is completed, inform the Contractor of any CLIN or activity changes 
including number, description, and amount so that the Contractor can make the appropriate 
changes to the schedule. 

A popup message will appear when the modification is completed by checking the Modification 
Completed – Include this Modification in Current Contract box: 

 
Proceed to the Pay Activities tab to enter the Activity Amounts. 

The Government can edit pay activities to cover the value of the Mod or allow the Contractor to 
import schedule changes from an SDEF file that will balance the schedule. 

Note: It is recommended that if the contract is using an SDEF file, that the Contractor updates 
the pay activities with the needed changes to balance this modification and prevent deletion 
or double work with the next import. 
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6.7.2.5 Pay Activities Tab 

 
Users can edit the Activities for the CLINs by either double-clicking the CLIN Line(s) or highlighting 
the line(s) and clicking the Edit button. This will present a view with all the Activities currently 
assigned to the CLIN. 

 
To include other Activities that are not currently linked to the CLIN, click the Add button and 
choose to Automatically add an activity to balance this CLIN, Add a New Activity, or Assign 
Existing Activities to this CLIN. 
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In rare cases, activities may need to be deleted to balance a CLIN. To delete Activities, select 
the Activity and click the Delete button.  

6.7.2.6 Mod Package Tab 

 
The Mod Package is for the collection of documents that accompany this Modification. Use the 
Mod Package will be completed outside of RMS checkbox if the associated documents for this 
Modification do not need to be completed within RMS. These documents may still be added to 
the Document Package, but when this checkbox is checked, the Document Type column for the 
documents will display as Completed. 

 
Note: Make sure the ACWS Modification Number is correct on the SF30-2 tab as this 
number will be assigned to all the documents in this package. It cannot be changed once it 
is set. This is one reason why the user is requested to authenticate the completion of this 
package.  

Note: Regardless of whether the contract is CUI or not, RMS will add the “Controlled 
Unclassified Information" in the header and footer of each page of the Basic Change 
Document, Change Request Register with Gov’t Estimate, and the Mod Routing Slip. 

If the supporting documents from the linked Change Request were copied, those documents will 
now show in the Document Package on this tab. 

Click on the Add or Edit buttons to begin adding documents for this modification.  
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Users will see a column on the right, called Document Type. This column is used to indicate how 
the documents will be stored in the Contract File module. After uploading all documents, the next 
step is to ensure that the Document Type has been selected for each document.  

Once all selections have been made, comments added, and the documents signed and marked 
as needed, the last step is to click on the Complete Package button.  

Note: Clicking the Complete Package button in this Document Package will not finalize the 
documents for the modification. Documents will only be finalized after the Mod Package 
Complete – Send to District box is checked on the Mod Package tab view. Please refer to 
the Document Packages section 2.4 in volume 1 for details on working with Document 
Packages.  

After the Document Package is complete, click on the Back button to return to the Mod Package 
tab view. Last, check the Mod Package Complete – Send to District checkbox to finalize the 
documents.  

If the Modification No. entered in the SF30-2 tab is not unique or has not been entered, RMS 
will present a pop-up to state this when an attempt is made to complete the modification. 
Navigate back to the SF30-2 tab, enter the correct number into Modification No. field, and try to 
complete the modification again once that is completed. 
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Once the Mod Package Complete-Send to District box has been successfully checked, a prompt 
will ask for the logged in user’s PIN or password. Click OK to complete the action. 

Note: Check the District's policy on who can check the Mod Package Complete - Send to 
District box. 

 

6.7.2.6.1 Mod Package Recall 

If further edits and/or additions need to be made to a modification that has already been 
completed, full district administrators have ability to recall completed modifications (Sent to 
District). To perform the recall, a full district administrator can click on the Recall button 
available with the Document Package data grid on the Mod Package tab. 
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The administrator must enter a Mod Recall Reason when performing this action. 

 
Upon confirming the Mod Recall Reason, authentication will be required so that RMS can log 
the time, date, and user who performed the recall. 

 
Once the recall is completed, the modification will be re-opened, and the Document Package 
grid will reactivate. The existing Document Package that was accepted and any document(s) 
within will remain as is unless deleted by a full district administrator. Therefore, if more 
documents need to be added to the Mod Package, those can be uploaded to a new Document 
Package by clicking the Add button. 
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Once all edits and/or additions to the Mod Package are confirmed, complete the modification as 
instructed in the Mod Package Tab section above.  

6.7.2.7 Supporting Documents Tab 

The Supporting Documents tab will only show on modifications where the linked change request 
was created prior to the release of patch 466 (2/29/2024). Below is what an older modification’s 
supporting documents tab looked like. All new modifications will have the supporting documents 
added to the Mod Package tab’s Document Package.  

 
This completes the Modification section. 

6.8 Contractor Claims/Disputes 
Contract Claims/Disputes are in Contract Menu | Finances. This module shows the list of claims 
and disputes for the contract. This is where Management can track and review any claims that 
may exist in the contract.  
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Users can Add, Edit, or Delete Contractor Claims from the Contractor Claims | Disputes module. 

6.8.1 Adding a Claims/Dispute Item 
Claims may be added here in the Contractor Claims | Disputes module by clicking on the Add 
button (listed under the Finances tab).  

Each Claim/Dispute entry is assigned a Claim ID number automatically by RMS without regard to 
the contract – that is, the sequential number is for all claims for all contracts within the District 
database. This is done so that at the District level, sorting claims for all contracts is simplified. 
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After clicking on the Add button, the next step is to select the name of the user for the Project 
Manager by clicking on the blue box to bring up the staff lookup field list. Double click on the 
appropriate name, or single click and click OK.  

The final step is to choose the Type of Claim/Dispute that is being recorded. Click the Ok button 
to confirm the selection.  

4. Potential: Could be a problem in the future. 
5. REA: Request for Equitable Adjustment - An REA is considered collaboration 

between a Government Contracting Officer and a Contractor attempting to resolve 
an issue and reach an amicable resolution 

6. COD Request: Contracting Officer’s Decision. it is the Government's initial 
response to a Contractor's claim under the Contract Disputes Act. 

7. Appeal: When a Contractor wishes to reverse a decision for a previous 
claim/dispute. 

6.8.1.1 Claim/Dispute Edit View  

Once a Claim/Dispute has been added, the edit view is then displayed. For previously added 
Claim/Dispute entries, simply double click on the entry title to open this view.  

 
Users can select the Project Manager and Type of Claim on this Dialog. Once the Ok button has 
been clicked, users will see the Contractor Claims Edit View. There is an advantage to resizing 
the RMS window by pulling it down with the mouse to get everything on this screen to show as 
the picture here shows. 
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6.8.1.2 Adding/Deleting Events for a Claim/Dispute Entry 

The Claim Events that pertain to Contractor Claims are addressed in the District Library module. 
These Dates will appear on the lower half of the Contractor Claims Edit View. The dates are either 
manually entered and therefore editable or based on another Claim Event Date and therefore 
read only. These settings are defined in the District Library for the Claim Events. 

To add an event to a Claim/Dispute entry, click on the Add button in the Events section on the 
Claim/Dispute tab.  

 
This will bring up a lookup field which is populated from the Claim/Disputes Events module in the 
District Library for the District. Please see Government Manual Vol 1 for instructions on adding to 
or updating this list. 

 
To delete an Event, select the event and click Delete. 

6.8.2 Supporting Documents Tab 
The Supporting Documents tab allows users to add any number of Document Packages with 
as many documents in each as desired. The Document Package functionality is included in 
several other parts of the manual and not detailed here. 
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Letters from the Correspondence module can also be linked to a claim/dispute, as well, by 
clicking on the Add button as depicted above. 

 
A lookup will be provided to select Correspondence that exists in the Correspondence module. 
Make a selection and click OK to confirm. Once confirmed, a pop-up will appear to prompt the 
user to copy the documents and attachments from the selected Correspondence. 
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Clicking on Yes will present the list of documents available to copy.  

 
After the document(s) have been selected and confirmed by clicking on OK, the documents will 
be added a new or existing Document Package. 
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The Copy documents button in the Correspondence data grid can be used to copy documents 
from the selected Correspondence, as well.  
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