Excerpt from Van Matthew’s Guide (2000): 

Tracking Procedures
Have an organized way of tracking requirements from the start of any contingency support.  This was a major problem at bases severely impacted by Hurricane Hugo.  Initial buying efforts focused on getting the goods and services to the customer.  Buyers were not worried about receiving the paperwork and tracking transactions.  This, however, caused the contracting personnel several long-term problems.  Vendors willingly supported the cleanup effort, but many were "rewarded" by less than timely payment for goods and services provided.  Additionally, several initial buys were issued without purchase order numbers.  This complicated the receipt and tracking of the support orders and eventually interfered with proper payment.

Hurricane Hugo confirmed the need for a proper tracking system.  Set up a block of purchase order numbers specifically identifying emergency buys; i.e., MH001 - MH999.  The H identifies Hurricane Hugo.  Not only will this make it easier to track requirements during the disaster, but it will also give you easy access to the files for future analysis and reporting.

How to track requirements is another issue.  If there is limited power, the Deployable Contracting Actions Tracking System (DCATS) software may be an ideal solution.  All actions can be loaded, tracked, and reported using this software.  It can be used on a PC or laptop if one is available.  Using this software saves repeating your workload once you have recovered and have full computer capability.  You will be able to take the software and simply download the information directly into BCAS.

If there is no power and your base doesn't have an available laptop, you need to maintain manual tracking logs.  It’s important to use the logs from the start.  Buying is often unorganized in the first hours of recovery.  By taking a little time at the beginning to get organized, you will yourself save a tremendous amount of time and headaches.

[bookmark: _Toc401549764][bookmark: _Toc385842554]Manual Record Keeping
For short duration contingencies (less than 30 days), manual record keeping may be adequate to keep track of expenditures and purchase request status.  There are two things to keep in mind when developing a record keeping system for a contingency operation: first, keep it simple, and second, make sure it is adequate enough to reconstruct what actually happened.  Any record keeping system should provide a good organization of material to ease the burden on the CCO.  Since the CCO is using appropriated funds, it is important to remember all expenditures will have to be reported (usually through the CCO's parent command).  This includes DD Form 350 reporting for actions over $25,000.  The CCO should ensure enough data is captured on manual logs to accurately report expenditures when required to do so.  The purchase request/purchase order log depicted below is a suggested format for documenting small purchases.



	PURCHASE REQUEST/PURCHASE ORDER LOG


	
PR NUMBER
	
DESCRIPTION
	
CONTRACTOR
	DATE
PURCHASED
	
$ AMOUNT
	PURCHASE ORDER NUMBER

	
	
	
	
	
	


The above format does several things.  It provides a single document to let the CCO know which purchase requests (PRs) are open and which ones have been delivered.  It provides a link (through the PR number) between the customer, finance, and contracting.  In addition, it provides information required for reports.

[bookmark: _Toc401549804]MANUAL PURCHASE REQUEST REGISTER
	Line #
	Date Received
	Stock # and
Description
	PR #
	QTY
	SOL # 
	BSP
	Award #
	Award Date
	Total $

	1
	22 Sep 96
	3690 “ ” Chainsaw
	FQ462303480001
	015
	96Q0001
	S9F
	97H0001
	23 Sep 96
	$2,500

	2
	24 Sep 96 
	3690 “ ” Ice 2001b-cube
	FQ462303480002
	200
	96Q0002
	S9F
	97H0002
	23 Sep 96
	200

	3
	“
	“
	“
	“
	96Q0003
	S9F
	97H0003
	“
	“

	4
	“
	“
	“
	“
	96Q0004
	S9F
	97H0004
	“
	“

	5
	“
	“
	“
	“
	96Q0005
	S9F
	97H0005
	“
	“

	6
	“
	“
	“
	“
	96Q0006
	S9F
	97H0006
	“
	“

	7
	“
	“
	“
	“
	96Q0007
	S9F
	97H0007
	“
	“

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


One area not to overlook is a PR numbering system.  This can be tailored to fit the needs of the situation, but there are some general rules, which can be useful.  The PR number starts with a stock record account number or SRAN.  This is a six digit alphanumeric identification of the customer.  Depending on the situation, the CCO may wish to use one SRAN for all customers using a particular funds account or identify all customers by assigning each a unique SRAN.  The next four digits are the Julian calendar year and date (i.e., 7017 is 97 Jan 17) and the last four digits represent the serial numbering of all PRs and line items submitted on a particular day starting with 0001.  Either the CCO or the customer can assign these numbers.  What is important is the number be included on all documents (purchase request, funding document, purchase document) in order to provide a good audit trail.  In addition, if PRs are logged in on the date they are received, they will be easier to find‑on the log if someone asks.

The bottom line on record keeping is to keep it simple and understandable to those who have to use it, including the CCO.

Audit Trail.  It cannot be overemphasized how important it is to accurately document all purchases.  Since normal checks and balances may not exist during contingency situations, CCOs can be assured auditors will be interested in all paperwork when the unit returns home.  Proper forms and formats are not nearly as important as having complete and accurate information, even if it is on a plain piece of paper.
