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1 General Information

11

1.2

1.3

1.3.1

1.3.2

1.3.3

Overview

The LOR Automation Tool was developed to reduce the process time from an LOR to a
Letter of Acceptance (LOA), Price and Availability (P&A), or an Amendment or
Modification to an existing LOA. On-line edits within the Tool will improve the accuracy
of the country’s submission, and ultimately reduce the approval cycle time for the LORs.

Partner Access

Access to the LOR Automation Tool is via AFSAC Online. The screens consist of options to
identify requirements, funding needs, the Point of Contact for the LOR, etc. Access is
controlled using a user name/password combination.

Input Screen

All input screens are made up of these basic features: Navigation, Reference, Information
Box, Comments Box and Hover Help.

The left side panel contains the navigation area. The user can move through the LOR
screens in any order using the navigation links. It is recommended to complete the LOR
using the preset order to ensure all required information is entered; however, the
option is available to move through the screens as desired. NOTE: Data will not be

saved if user does not press the “Save” or “Next” button at the bottom of each screen
before leaving it.

The navigation panel contains a reference link to the Security Assistance Management
Manual (SAMM) DSCA Manual 5105.38-M, located on the Defense Security Cooperation
Agency (DSCA) website (http://www.samm.dsca.mil/), LOR-A Tool User Guide and
Tutorial, and the LOR Preparation Checklists posted on AFSAC Online.

The bottom of the left panel contains an “Information” block that displays the country
code, country reference number for the displayed LOR, and the LOR status. This
information is available to avoid confusion if the user is working on more than one LOR.
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An “Add Comment” button link is displayed in the center panel at the bottom left side of
each screen. The link opens a text box which can be used to provide information
relevant to the LOR such as waiver requests. Once the comments are saved the box
closes. All saved comments can be displayed by clicking the “Show Comments” button
link.

Many screens also have hover-help (place the cursor over an object and a help box will
display on the screen). When you want to see if hover-help is available place the mouse
cursor on the screen object and wait a few seconds. If hover-help is available, a text box
will appear. NOTE: The help will remain visible for as long as the cursor remains over
the object.
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2 Accessing the LOR Automation Tool

2.1 Login Screen
In order to log into the Tool, the user is required to use their AFSAC Online user name

and password. NOTE: The user name is not case-sensitive (that is you can use upper,
lower or mixed-case letters). The password is case sensitive and must be entered exactly
as it was entered when first saved. This user name/password restricts each user to the
information of the countries or organizations for which they are authorized. The user is
given 4 chances to correctly enter the user name and password. If unsuccessful on the

4th attempt, the user will be redirected to the AFSAC Online home page. If the user has

forgotten their password, there are buttons on the AFSAC Online home page to reset
passwords or request help.

Login
(Please use AFSAC Online login credentials)

User Name

Password:

) ogdime )
To obtain a user name and password cli%gg

Figure 1: Login - Initial Screen
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2.2 Classified Challenge
The next screen asks the user whether the request is for a classified LOA. If the user

selects “Exit”, they receive a screen stating they should contact the Command Country
Manager (CCM) in order to proceed with a classified LOA request (Figure 3). If the user
selects “Continue”, the user can begin entering information for their LOR.

THIS SYSTEM IS ONLY FOR LETTERS OF REQUEST THAT DO NOT REQUIRE "CLASSIFIED"

HANDLING.
CLICK “Continue” FOR UNCLASSIFIED PROCESSING.

L Continue. | ai-ﬁ.I

IMPORTANT  NOTICE: Please save your Information
often, especially if you need to check sources or will leave the
application idle for any length of time. It is HIGHLY recommended
to have all material ready before you start the submission
process! A time-out waming message will appear after 20
minutes, and the application session will terminate after 30
minutes. If the session stops like this, any data not saved will be
lost and will need to be re-entered. At that point, you will have to
exit and restart the application to begin a new session!

Figure 2: Classified Challenge
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Thes tool is for unclassafied use only.
i you wish to submit an LOR for a classified LOA, you must use classified channets.
Please contact your Command Country Manager.

You may close the web page, or click OK.

il

Figure 3: Classified Challenge Exit — Response
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3 Initiating the LOR

Start START

Logout
The USG reserves the right to evaluate all Letters of Request (LORs) for eligibility and regulatory compliance, and as a result all requirements may not be provided as requested

Reference

For Country: BN  (2re!Land select from list or enter Country Code in hox at leff
Doy

BD (BERMUDA) 3.1
BE (BELGIUM) |
BF (BAHAMAS)

BG (BANGLADESH)

BH (BELIZE)

BK (BOSMIA-HERCE)

BL (BOLIVIA)

B (MAYANMAR)

i (for testing))

U.S. Branch of Service
© Air Force

© Army

© Mavy

StartanewLOR |

NOTE: Click "Continue" to view/change an existing LOR.

Figure 4: Start Page

11 of 84



Letter of Request - Automation (LOR-A)

Users Guide
Version 2.3 (December 2013)

3.1 Select Country

3.1.1 This top selection is a country code list box to allow the user to select the country code
for which they are submitting the LOR. The two-character code can be entered directly
into the box or the user may scroll down the list and click on the desired Country Code.
NOTE: Each user will only be able to choose country codes to which they have been
granted access.

3.1.2 The application supports selection of “pseudo” Country Codes. These are normally, but
not necessarily, in the form of a beginning letter followed by a number (e.g., S4).

3.1.2.1 The pseudo Country Code may have “benefitting” Country Codes. Many pseudo codes
support only one (1) benefitting country. When there is only one, the benefitting
country will be selected by default. If a pseudo code has multiple benefitting
countries, then the list of benefitting codes will be displayed in the box at the bottom
of the page. Hover help on a radio button will show the attached Country Code.

Start
Logout

START

The USG reserves the nght 1o evaluate all Letters of Request (LORs) for ebgibiity and regulatory compliance, and as a result all
# Reference raquiremants may not be provided as requested.

For Country: sS4 {Scroll and select from list or enter Country Code in box at left)

TV TSI Y INCRAGANY
RE (REUNION)

RM (MALI)

RO (ROMANIA)

RQ (PUERTO RICO)

RS (RUSSIA)

RW (RWANDA)

2 (SERBIA VICE SINA| PEACEKEEPING FORCES)
$3(SLOVENIA)

U.S. Branch of Service
IEI —_—> @ Ajr Force
Army
Nany
/
| StatanewLOR| | = | /

Select Benefitting Country — for 84

BKOCOTECT ETT KGO KZ MG T MK T MRT NK
RW

NOTE: Click "Continua” to view/change an existing LOR

[ Continue |

Figure 5: Start Page for New or Existing Pseudo Country Codes w/ Multiple Benefitting Country
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3.1.2.2 Selecting the benefitting country will ensure routing of notifications and correct
association to the CCM of the benefitting county. If left unselected, the LOR will be

associated to the pseudo code and all documentation will record and notifications may
be incorrectly routed.

3.2 Select U.S. Branch of Service
User selects the U.S. Branch of Service to which they are submitting the LOR. The default

is Air Force. Currently, no other selection is possible. The other services (Army and Navy)
will be available at a later date.

3.3 Start/Change an LOR

3.3.1 To start a new LOR, the user should check the box and then press “Continue”. To
view/change an existing LOR, the user should leave the”Start a new LOR” checkbox
blank and press “Continue”. These two options will be discussed further below.

3.3.1.1 The “Current LOR Data” screen appears after the user selects “Start a new LOR” from
the start page. It will allow the user to begin submission of an LOR for “Price and
Availability (P&A)”, “New Letter of Offer and Acceptance (LOA)”, or “Change Letter of
Offer and Acceptance (LOA) (Amendment/Modification)”.

3.3.1.2 Enter a unique Country Reference Number:
The user is required to input a unique Country Reference Number. This must be a
uniqgue number. There is no standard format for this number, and it may be up to 500
characters. NOTE: This block is required for all LORs.

3.3.1.3 End Item or Service to be supported by this request:
The user is required to provide a short phrase explaining what system or service the

LOR is supporting (i.e., C-130 program). There is no standard format and explanation
may be up to 1,000 characters.

3.3.1.4 Price & Availability (P&A):

3.3.1.4.1 This option is used to request Price and Availability (P&A) for desired items and/or
services.
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Start
New LOR
Existing LOR

Current LOR Data

Partner Branch/Funding Price & Avalabilty (P&A)

(20 New Letter of Offer and Acceptance (LOA)
() Change Letter of Offer and Acceptance (LOA) (Amendment/Modification)

= Materiel/Service
Method of Transportation
=l Add Ttems

Sole Source Vendor
Edit the unique Country Reference Number: (489 characters remg ~ Enter the unique reference number here for the
BN test TMC LOR that you would put on the hardcopy for the

Attachments

Pi . P
review request as the LOR identification.

Country Routing

Submission Enter End ltem or Service to be supported by this request: (985 characters remaining)
Logout Test LOR C-130s

Enter the end item or the service that is supported by this
request. (i.e., C-130 support, IEMP membership, etc.)

Reference

Information
Clear Changes

Country Code

BN NOTE: This screen provides the opportunity to change the purpose of this LOR. If you do not want to change the
(Bandania (for testing)) purpose of the LOR, please click the "Next” button.

Country Reference Number
BN test TMC Add Comment

Validation Status

Unreviewed

+/ Trusted sites | Protected Mode: Off 5 v ®10% -

Figure 6: Add new LOR — Price and Availability (P&A)
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3.3.1.5 New Letter of Offer and Acceptance (LOA):

3.3.1.5.1 The user chooses this option to create a request for a new LOA. When this option is
selected, the Tool requests a previous case designator if the new LOA is a follow-on
case; however, this block is not mandatory unless the request is for an identical
follow-on case. If this is not a request for an identical follow-on case, the screens to
add requirements will display after the next button is clicked.

3.3.1.5.2 This tool provides a shortcut to request an identical follow-on. The user must provide
the previous case designator to use this shortcut. Once you provide the previous
case designator, check the box that states: “New LOR provides same item or service
as previous case”. This checkbox should be marked if the new case is to be an exact
copy of the lines of the previous case. NOTE: By choosing this option, the user will
not have the opportunity to enter new items.

Start
New LOR

Existing LOR Current LOR Data

Partner Branch/Fundng O Price & Avaiabity (P8A)

= Materiel/Service

@ New Letter of Offer and Acceptance (LOA) 3.5.1.1
Method of Transportation If follow-on, enter previous case, if known: | | k7
£ Add Items New LOR provides same item or service as previous case: |

Sole Source Vendor ) Change Letter of Offer and Acceptance (LOA) (Amendment/Modification)

Attachments

Preview
Edit the unique Country Reference Number: (489 characters remaining|
BN test TMC “

Country Routing

Submission

Logout

A Enter End Item or Service to be supported by this request: (985 characters remaining)

Test LOR C-130s “
Information -
Country Code

il Clear Ch
(Bandaria (for testing))
Country Reference Number NOTE: This screen provides the opportunity to change the purpose of this LOR. If you do not want to change the
BN test TMC purpose of the LOR, please click the "Next" button.
Validation Status
Unreviewed Add Comment
Save Next
Done o Trusted sites | Protected Mode: Off dyov H0% -

Figure 7: Add new LOR — New Letter of Offer and Acceptance
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3.3.1.6 Change Letter of Acceptance (LOA) (Amendment/Modification)
This option is used when the user requests a change to an existing LOA. The user is

required to input the case identifier, in order to identify the case being changed. It is
not required that the user stipulate whether the change is an Amendment or a
Modification. The CCM will determine this by the information provided.

Start
Logout

Reference Add a new LOR for: BN {Air Force)
(O Pice & Avallabilty (PA)
(© New Letter of O and Acceptance (LOA)

© Change Letter of Offer and Acceptance (LOA) (Amendment/Moc) Case Identifier
Enter Current Case: | | ——

* Current Case required *
7] Funding Change - Add, Delete, or Reallocate
7] Change Period of Perfomance
1t andior Delete Mteril andfr Senices
1 ntemal USG Motiication

Enter a unique Country Reference Number: (452 charactars remaring)
BN LOR 2013 78-567 o

Enter End ftem or Setvice to be supported by this request: (1000 characters remaining)

NewLCF

Figure 8: Add new LOR — Change Letter of Offer and Acceptance (LOA) (Amendment/Modification)
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Start
New LOR
Existing LOR

Current LOR Data

Partner Branch/Fund
artner Eranch/Funding () Price & Availability (P&A)

= Materiel/Servi
e () New Letter of Offer and Acceptance (LOA) 3.3.1.6.1 I
Method of Transportation _ .3.1.6.
. @ Change Letter of Offer and (LOA) i Mod

z i
dadien Enter current case:
Sole Source Vendor

Funding Change - Add, Delete, or Reallocate

Attachments [Funding Adjustment Text entered here] (300 characters remaining)

Preview e ‘

Country Routing

Subrission 3.3.1.6.2
Logout Is this dollar value inclusive of all charges icheck if Yes)? ]

B e [
Referance Does this involve a training case (check if Yesy? [
Change Period of Performance

Information

Explain Period of Performance change here] (300 characters remaining)

Country Code
BN
(Bandaria (for testing)) 3.3.1.6.3

Country Reference Nurnher / | 3.3.1.6.4
BN test THC Does this involve a training case (check if Ypg)? ]
Validation Status Add andfor Delete Materiel andfor Services
Unreviewed Intemal USG Modification

Internal USG Modification Text entered here] (300 characters remaining)

Is this dollar value inclusive of all charges {check if Yes)? |
Does this involve a training case (check if Yes)? (|

Enter End Item or Service to be supported by this request: (985 characters remaining)
Test LOR C-130s

Figure 9: Add new LOR - Change LOA with Options Shown

3.3.1.6.1 Funding Change:
This option is used when the user is requesting a funding change to an existing LOA.

The Tool provides an open text box for the user to detail the funding adjustments
they are requesting. The user should provide the case designator(s), line item and
dollar amount they want adjusted. The questions below the box will be used to
identify if the dollar amounts do not include all costs (above the line), or include all
applicable charges (below the line) and if the change is to a training case managed at
AFSAT. The adjustment can be among multiple lines within one case, or multiple lines
within different cases. NOTE: By choosing this option, the user will not have the
opportunity to enter new items.

3.3.1.6.2 Change Period of Performance:
This option is used when the user is requesting a change to the period of performance

to lines on an existing LOA. The Tool provides an open text box for the user to detail
the changes they are requesting. The user should provide the case designator(s), line
item and the desired changes. The question below the box will be used to identify if

17 of 84



3.3.1.6.3

3.3.1.64

Letter of Request - Automation (LOR-A)

Users Guide
Version 2.3 (December 2013)

this change is to a training case managed at AFSAT. The adjustment can be among
multiple lines within a case. NOTE: By choosing this option, the user will not have
the opportunity to enter new items.

Add and/or Delete Materiel and/or Services
This option is used when a user is requesting an addition or deletion of defense items

or an increase or decrease to the requested period of performances of services. This
option will open the input screens. If the user is requesting additional items/services,
they should be entered in the appropriate input screens. If the user is requesting a
reduction, the reduction should be shown with a negative value in the detailed in the
description block.

Internal USG Modification
This option is used when the Command Country Manager or USG program office

requires a change (i.e., correcting overcommitments, change to line manager codes,
etc.) to be made to an LOA. The Tool provides an open text box for the user to detail
the changes they are requesting. The user should provide the case designator(s), line
item and the desired changes. The question below the box will be used to identify if
this change is to a training case managed at AFSAT. The adjustments can be among
multiple lines a case. NOTE: By choosing this option, the user will not have the
opportunity to enter new items.

3.3.2 View or Change Your Existing LOR
This screen appears after the user hits continue on the start page without selecting to

“Start a new LOR.” If the partner is returning to an LOR they have already started and

would like to continue to work on it or would like to simply view the LOR, they select the

country reference number from the listing and whether they want to view or change the
LOR.
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>

Start 3.6.3.1
Logout View or Change Your LOR

Reference

Country Referance Number /BN (A Force] Archive

testing mods - (Unrevewed)
Hest train - (Unreviewed)
23 37013~ (Unrevizwed)
fest 4 31 Ju oh - (Review)
test2 31 jul h - Unrevizvied)
test? 31 jul h - (Unrevizvied)
test 30 ul -~ (Unvesdewe)
it~ (Unreviewed)

1238 - [Revizw)

testing 545 - (Review)

\ training 2. (Review)

WL test t top: 3.6.3.3
[include Archied LORs

N~ i

3.6.3.2.2

i

3.6.3.2.1

i ) i e o e e e e I e ) i

m

| View || Change |

Previous

Figure 10: View or Change Existing LOR
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Next to every LOR the user can see the current status of the LOR. With a few clicks, the
user is able to see the status of the LOR and if they need to take any action. NOTE: The
user may view all LORs, but can only change LORs that are in “Unreviewed” or
“Pending” status.

3.3.2.1.1 Validation Status Options:

3.3.2.1.1.1 “Unreviewed” status means the LOR is being developed and has not been

submitted to the CCM.

3.3.2.1.1.2 “Submitted” means the LOR has been submitted to the CCM, but the CCM has not

started the review.

3.3.2.1.1.3 “Reviewed” status means the LOR has been opened by the CCM and is in review.

3.3.2.1.1.4 “Pending” means the LOR has been reviewed by the CCM, but there are questions

that need to be answered by the submitter before the LOR is validated by the CCM.

3.3.2.1.1.5 “Valid” means the LOR has been submitted, reviewed, and the LOR is valid and can

be used to develop an LOA. The LOR is waiting for the next scheduled interface for
the information to be transferred to DSAMS.

3.3.2.1.1.6 “CCM Notified” means the LOR information has been transmitted to DSAMS and

DSAMS has returned the DSAMS Customer Request ID number. The tool will then
send an email to the country team providing the Customer Request ID.

3.3.2.2 This page allows options for managing the list of Existing LORs.

3.3.2.2.1 The checkbox “Latest at Top” allows the display of LORs to be shifted from the oldest

on top to the newest on top depending on the desire of the user.

3.3.2.2.2 The other option provided for managing the LORs is the ability to archive completed

LORs. The checkboxes on the right side of the listing allows the user to select LORs to
be archived. After the LORs are selected, the “Archive All Checked” button will
archive the selected LORs. The archived LORs can be include d or excluded from the
listing using the “Include Archived LORs” checkbox. Archived LORs cannot be
changed from the tool. If an LOR needs to be changed, the user should submit a
request using the FEEDBACK option on the AFSAC Online home page.
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In order to “View” or “Change” an LOR the user must select the Country Reference
Number from the list. Choosing the “View” option will take the user to the “Preview”
screen and display a printable copy of the data contained in the LOR. In order to
change the LOR, the user should use the navigation area in the left side panel. This will
direct them back to any section, at which point they can make changes to the LOR or
completely start over. If the user chooses the “Change” option they will be presented
with a “Current LOR Data” box to allow changes to basic information of the LOR if
necessary. After that, they can use the navigation panel or buttons to navigate to any
other screen. NOTE: LORs may only be changed when they are in an editable status
(Unreviewed or Pending).
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4 Partner Branch/Funding

4.1 Complete Screen
This section contains four boxes that identify: the Requester’s branch of service, the term

of sale to be used, any known dollar limit (not to exceed value) and any unique payment
requirements.

e Parther Branch/Funding
New LOR
Existing LOR il
Partner Branch/Funding Partner Branch of Senvice
= Materiel/Service ® Air Force
Method of Transportation © Ay — 4.1.1
5 add Items ) Navy
Sole Source Vendar () Marines
Attachments ) Other (Enter Below)
Preview
Country Routing
uiriledian Check Terms of Sale:
Logout Flcash §
Reference [VIFMS Credit 5|:|
412 (—>
Information IMAP Merger
Country Cade [ZJ0ther (Enter Below)
BN
(Bandaria (for testing))
Country Reference Number / 413
& ]

BN test TMC fyou have a Not To Exceed Value for this document, enter it here

Walidation Status

- If you require a unigue payment schedule, for example ‘Tump sum payment’ ot ‘2 payments )
Unreviewed peryear’, click "YES" and enter your request for our evaluation. UYes 9 No

Add Comrment
Show Comments

4.1.4

Figure 11: Funding Type Default
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The first box asks for the “Partner’s Branch of Service.” This is to identify which
partner’s service is submitting requirements. If the “Other” option is selected, a box will
open to allow the user to enter the branch of service.

The second box is used to identify the method of payment that will be used for the LOA.
Please refer to Paragraph 4.2 for further explanation of this box.

The third box allows the entry of a dollar amount that this LOR document should not
exceed. Thisis not a required field.

The fourth box asks if the user requires a unique payment schedule. This is not a
required field. If the answer is “Yes”, a text box opens. The user should request a
special payment schedule for anything other than the standard quarterly payments.
The entry should include any special payment arrangements they require, such as,

3 payments over 3 years or an exact schedule of how much each payment should be.
NOTE: Requesting a unique payment schedule does not ensure it will be approved.
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4.2 Method of Payment Identification

4.2.1 If only one method is selected, no other entry is required. The exception is when the
“Other” option is selected. Selecting “Other” will open a text box to allow further
definition of the funding source.

Salt Partner Branch/Funding
New LOR
Existing LOR Change LOR
Partner Branch/Funding Partner Branch of Service
= Materiel/Service @ Air Force
Method of Transportation © Army
= Add Ttems © Navy
Sole Source Vendor O Marines
Attachments (0 Other (Enter Below)
Preview
Country Routing
ErE Check Terms of Sale:
Logout Hcash
Reference CIFMS Credit
Information [CIMAP Merger
Country Code Other (Enter Below)
BN
(Bandaria (for testing)) Please enter more information- (250 characters remaining)
Country Reference Number -
BN test TMC

Validation Status
Unreviewed

If you have a Not To Exceed Value for this document, enterithere.  $[ |

If you require a unigue payment schedule, for example ‘lump sum
payment’ or 2 payments per year’, click "YES" and enter your request ~
for our evaluation. Yes @ No

Add Comment
Show Comments

/ Trusted sites | Protected Mode: Off YA v WM100% -

Figure 12: Funding Type Other

4.2.2 If more than one method is selected, boxes will open to the right of the selections for
the user to provide a dollar figure for at least one of the methods of payment. For
example, if both Cash and FMS Credit are selected, a box will open beside each
selection. By entering an amount in one of the boxes, the user is telling the CCM how
much of that type of funding should be used. The remaining case value will be assigned
to the other method of payment. Figure 13 below shows an LOA requesting use of
$500,000 in national funding and the remaining cost would be funded by FMS Credit.
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start Partner Branch/Funding
New LOR
Existing LOR Change LOR

Partner Branch/Funding Partner Branch of Service

= Materiel/Service @ Air Force

Method of Transportation Army

= Add Items

MNawy

Saole Source Vendor Marines

() Other (Enter Below)

Attachments

Preview

Country Routing

Submission Check Terms of Sale:
Logout Cash $
Reference FIMS Credit $p |

Information [CIMAP Merger

Country Code :D:O‘lher (Enter Below)
BN
(Bandaria (for testing))

Country Reference Number
BN test TMC If you have a Not To Exceed Value for this document, enterithere.  $[ |

Validation Status
Unreviewed

If you require a unique payment schedule, for example ‘lump sum
payment’ or ‘2 payments per year’, click "YES" and enter your request -
for our evaluation. 'Yes  © No

Add Comment
Show Comments

Previous

23

+/ Trusted sites | Protected Mode: Off

4

aov B10% <

Figure 13: Funding Type Multiple
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5 Identifying Materiel and Service Requirements

This section (Materiel/Service) and its three subsections (Method of Transportation, Add Items and
Sole Source Vendor) are used to enter detailed requirements. We will first discuss the
“Materiel/Service” section and then move on to the other subsections.

5.1 Medical Countermeasures
Between the help button near the top of the page and the main options panel there is a

guestion about if medical countermeasures are being requested in this LOR. The answer
options are “Yes” or “No”. No is the default.

5.2 Choosing a Major Case Category
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5.2.1 This screen is used to begin the process of identifying the requirement being requested.
This is the first screen that contains a “help” section. The round blue button with a
white question mark ( @) is a toggle button. Clicking the button will display or close the
display of the help information.

e Materiel / Service Selection
New LOR
Existing LOR o
o Choose MaterieliService for: BN test THC
Ve TG AITEE Help for category definifons: @
= Wateriel/Sarvice o . ;
Does this req t inchude Medical Count 7 UYes ONp
Method of Transportation
& Add Ttems CHOOSE MAJOR CASE CATEGORY:
Sole Source Yendar {* Required: Must select one)
Attachments Materel Senvice
Preview ) Ammunition and Cther Explosives ) Seices
Cauntry Rauting CADIPADIATr Crew Escape Propulsion System Mairtenance
S iEEE \’:\:Cummumcatmn Equipment (C4) and Facilties O Training
Logaut \:,'Equ\pmem
OcLSsA
Reference O nfarmation Secuity
Information \::Puhhcams
— () Support
ountry Code
B 1 Spares Requisitioning
(Bandaria fr testing)) @ Wajor Weapon System Sale
Country Reference Number - e et

() System Modifcations
(0 Leases under AECA (nat an FMS case)

BN test TMC
Walidation Status
Unreviewed

Select all Materiel or Service Areas that apply
{* Required: MUST select at least one):

Materiel Senvice

VI Major Systam End ltem(g) Services
[l Amunition and Other Explusives [ Mirtenance
CICAD/PADIAr Crew Escape Prapulsion Systern [riving

[l ommurication Equipment (C4) and Faciities

Il Equipment

CIPubiications

[l Spares Reguisiioning

[ ifomation Secuiy Equiprent
[kt (1., modification, spare, etc.)

Figure 14: Materiel/Service Section
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Start
New LOR
Existing LOR
Partnier Branch/Funding
= Materiel/Service
Method of Transportation
Bl Add Items
Sole Source Yendar
Attachments
Praview
Country Routing
Subrission

Logout

Reference

Information

Country Code
il]
(Bandaria (far testingj)

Country Reference Nurnber
BN test TMC

Walidation Status
Unreviewed

Materiel / Service Selection

i Choose MaterieliService for: BN test TMC
Help for category defiritions. &

+ Place the mouse painter on the text of a radio button
+ Move the mouse over any aption to see the definition
+ To close the defintion

+ Select an option

+ Right-click an option.

+ Click the \'Close Definitio" link button

Does this requitement inchuce Medlical Count 7 ez @No
CHOOSE MAJOR CASE CATEGORY:
(* Required: Must select one)
Materie Service
() Ammunitian and Other Explosives ) Senices
() CADIPADIAI Crew Escape Propulsian System ) Maintenance
() Communicatian Equipment (C4) and F acities O Trairing
() Equipment
0cL53A
O nformeation Secuity
(O Publications
) Support

() Spares Requisitioning

© Major Weapon System Sale

© Ajrcraft C Missile

() System Madfcations

() Leases under AECA ot an FMS case)

A Case (Ammunition) -

This option encompasses ammunition and other explosives e.g., bombs and bomb companents,
rockets, fuses, chaff, flares, armning wire, If requirement requires training, request must be processed
ona (J case - sae Support,

Figure 15: Materiel/Services Page with Helps
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Figure 15 displays the definition feature available on this page. When the mouse
cursor is held over a category (in this example, “Ammunition...”), the help definition
can be seen under the blue panel. These definitions detail what type of material or
services are supplied under that category.

5.2.2 Selecting Major Case Categories: The user may select only one choice from the “Choose
Major Case Category” box. Some selections will prompt the user to enter additional
clarifying data in a secondary box that will open titled “Select all Materiel or Service
Areas that apply”. The secondary box will allow multiple choices to be selected. Below
is a listing of the available selections with a brief description of each.

5.2.2.1

5.2.2.11

5.2.2.1.2

52213

5.2.2.14

Materiel Section

Ammunition and Other Explosives - This option encompasses munitions, bombs,
rockets, explosives and associated items.

CAD/PAD/Air Crew Escape Propulsion System — This option includes Cartridge
Actuated Device/Propellant Actuated Device, seat & canopy ejection devices, engine
starter cartridges & catapults, and some munitions items.

Communication Equipment (C4) and Facilities — This option allows for system sales of
communications equipment (i.e., C4l) and facilities.

Equipment — This option encompasses all equipment required to support the
operation and maintenance of a system. It includes non-expendable, repairable
equipment. The user will be asked to clarify if they are requesting a blanket order
(dollar value) or defined order (qgty) case.
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start Materiel / Service Selection
New LOR ) ]
Choose MaterieliService for: BN test THC
Existing LOR
o 0
Partner BranchyFunding Does this raguirement includa Medical Countermeasures? OYes @ho
= Materiel/Service
Method of Transportation CHOOSE MA‘IOR CASE CATEGORY:
{* Required: Must select one)
E Add Items . .
Materiel Service
Sole Source Yendar o
(2 Arnmunition and Other Explosives (U Senices
Attachments
{2 CAD/PADVAir Crew Escape Propulsion System (U Maintenance
renew 2 Cammunication Equipment (C4) and Facilties O Training
Country Rauting  Equipnent
Submissian @ Defined ) Blankst @———
Logout O CLsSA
— Information Security
U Publications
Information © Suppot
Country Code (©) Gpares Requisitioning
BN ) Majar Weapan System Sale
(Bt () ) System Madifications

Country Referance Number
BN test TMC

Validation Status
Unreviewed

) Leases under AECA fnot an FMS case)

Add Comment

Figure 16: Materiel/Service — Equipment
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5.2.2.1.5 FMSO Il and Il — This option includes follow-on (or sustainment) spares support under
Cooperative Logistics Supply Support Arrangement (CLSSA). Case designators
beginning with "KA" are CLSSA FMSO | stock-level cases and case designators
beginning with "KB" are CLSSA FMSO Il - blanket order cases.

Start Materiel / Service Selection
New LOR j j
- Choose Materiel/Service for: BN test TMC
Existing LOR
. _ @
Partner Branch/Funding Does this requirement include Medical Countermeasures? D Yes @ No
= Materiel/Service
Method of Transportation CHOOSE M_MOR CASE CATEGORY:
(* Required: Must select one)
= Add Items 5
Materiel
Sole Source Vendor _ .
mmunition and Other Explosives
Attachments ) - )
. ) CAD/PAD/AIir Crew Escape Propulsion System ) Maintenance
Preview 2 &= .
ommunication Equipment (C4) and Facilities () Training
Country Routing
quipment
Submission sa
Logout @ FMSO 10 FMSO Il
) Information Securit
Reference Y
ublications
Information ) Support
Country Code pares Requisitioning
BN ajor Weapon System Sale
[Hastaaliges tad)) ) System Modifications
Country Reference Number © Leases under AECA (not an FMS case)
BN test TMC
Validation Status
. Close Definition *
Unreviewed K Cases (FMSO I and FMSO IT) —
This option includes the stock level case (FMSO 1) and the requisitioning case (FMSO0 11) under the Cooperative |5
Logistics Supply Support Arrangement (CLSSA). Only spares and repair parts stocked by the USAF and DLA are
eligible for inclusion on the FMSO I stock level case. Ineligible for FMSC I and II: Muniticns and munitiens- i
i i nonstandard items _eaninment items _Communication Lirity (COMSECY
Clear Changes
Add Comment
Previous Save Next
Done /" Trusted sites | Protected Mode: Off 45 v H100% ~

Figure 17: Materiel/Service — CLSSA
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5.2.2.1.6 Information Security (formerly COMSEC) — This option can provide Information

Security, Communications, etc. Due to the complexity of these cases, a secondary
box will launch to allow clarification of all requirements.

Start - - .
ar Materiel / Service Selection
New LOR j j
Choose Materiel/Service for: BN test TMC
Existing LOR
! . _ w
Partner Branch/Funding Does this requirement include Medical Countermeasures? ©) Yes @ No
= Materiel/Service
Method of Transportation CHOOSE M_AJOR CASE CATEGORY:
= {* Required: Must select one)
Add Items Materiel Service
Sole Source Vendor .
Ammunition and Other Explosives L) Senices
Attachments .
CAD/PAD/AIir Crew Escape Propulsion System ) Maintenance
Preview P, =
Communication Equipment (C4) and Facilities 2 Training
‘Country Routing Epupime
Submission CLSSA
Lrrens Information Security
mETErETEE Publications
Support
Inf ati .
formation Spares Requisitioning
Country Code Major Weapon System Sale
BN . System Modifications
(Bandaria (for testing))
Leases under AECA (not an FMS case)
Country Reference Number
BN test TMC
_— Close Definition =
Validation Status 0 cases (Information Security) —

Unreviewed This option includes Controlled Cryptographic Items (CCI) and other associated cryptographic component or =
other hardware items which perform a critical COMSEC function such as COMSEC spare parts, cables, batteries,
loading and other ancillary devices. Additionally, COMSEC Repair/Return and COMSEC Custodians are provided
under thi uns

Select all Materiel or Service Areas that apply
(* Required: MUST select at least one):
Materiel Service
[7) Spares Requisitioning [T Custodian(s)
[Tl Information Security Equipmant [ Training

«/ Trusted sites | Protected Mode: OFf B v ®100%

Figure 18: Materiel/Service — Information Security
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5.2.2.1.7 Publications — This option provides for publications, technical orders, Department of
Defense (DOD) stock lists and catalogs, training publications, engineering drawings,
computer products, etc.

5.2.2.1.8 Support —This option is to purchase follow-on support of major weapon systems
sales, mid-life upgrades, and participate in exercise cases. The user will be asked to
clarify if they are requesting a “Specialized”, “Sustainment” or “Exercise” case prior to
the launch of the secondary box. The types of requirements support by these choices
are shown below.

5.2.2.1.8.1 “Specialized” support includes complex technical assistance, aircraft ferry, etc.
“Sustainment” options are to provide follow-on support for previously purchased
weapon system or combinations of other case types. The “Exercise” option is
available to provide the requirements for participation in an exercise (i.e. Green
Flag, Red Flag, etc).

=
R ETE Materiel Service
Sole Source Vendor ; :
. (2 Ammunition and Other Explosives ) Senices
Attachments ] ]
) () CAD/PADIAIr Crew Escape Propulsion System () Maintenance
review () Communication Equipment (C4) and Facilities () Training
Country Routing ® et
Submission ) CLSSA
Lrzeit ) Infarmation Security
Referance ) Publications
: @ Support
Information @ Specialized ) Sustainment ) Exercises
Country Code () Spares Requisitioning
BN () Major Weapan System Sale
(Bandaria (for testing]) (0 System Modifications
Country Reference Number () Leases under AECA (not an FMS case)

BN test TMC
Validation Status

N/Q Cases (Support) -

Unreviewed This option is to purchase specialized (N) or sustainment (Q) support cases. Specialized support cases include
complex technical assistance, intelligence programs, exercises, aircraft ferry, etc. Sustainment support cases
include system sales other than aircraft, communication and electrenic (CE), such as vehicles, follow-on support
for a previously purchased weapon system, and technical assistance with computer hardware, software,
communications, as well as Worldwide Warehouse Redistribution Services (WWRS) requests.

R T S

Select all Materiel or Service Areas that apply
(" Required: MUST select at least one):

Materiel Service
[“IMajor System End Itam(s) [senices

[ Ammunition and Other Explosives [CIMaintenance
[l CADIPADYAIr Crew Escape Propulsion System [Training

[l communication Equipment (C4) and Facilities

[IEquipment

[T Publications

[/ Spares Requisitioning
[Zlinformation Security Equipment
[CKits (i.e., modification, spare, etc.)

Clear Changes

J/ Trusted sites | Protected Mode: Off v H100% -

Figure 19: Materiel/Service — Support
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5.2.2.1.8.2 Due to the complexity of “Specialized” or “Sustainment” cases, a secondary box will

launch to allow clarification of all requirements when they are selected. The

“Exercise” option will not open the secondary box since further clarification is not

required.

5.2.2.1.8.3 The secondary panel displays available option categories for requested items. The

type if items/services being requested should selected. Multiple categories may be
selected. NOTE: Once a category is selected at least one item must be provided on
the Detail ltems page.

5.2.2.1.9 Spares Requisitioning — This option encompasses spare and repair parts.

5.2.2.1.10 Major Weapon System Sale — This option is for sales of aircraft or missiles and the
associated support. Due to the complexity of these cases, a secondary box will
launch to allow clarification of all requirements. The user will be asked to clarify if
they are requesting aircraft or missiles prior to the launch of the secondary box.

Partner Branch/Funding
= Materiel/Service
Method of Transportation
= Add Items
Sole Source Vendor
Attachments
Preview
Country Routing
Submission

Logout

Reference

Information

Country Code

BN
(Bandaria (for testing))

Country Reference Number
BN test TMC
Validation Status
Unreviewed

Does this requirement include Medical Countermeasures? D Yes @ No

CHOOSE MAJOR CASE CATEGORY:
(* Required: Must select one)

Materiel Service
() Ammunition and Other Explosives () Services
(©) CADI/PADIAIr Crew Escape Propulsion System () Maintenance
) Communication Equipment (C4) and Facilities () Training
© Equipment
O cLSSA
) Information Security
) Publications
©) Support
() Spares Requisitioning
;“?';Major Weapon System Sale

@ Aircraft ) Missile
() System Modifications
() Leases under AECA (not an FMS case)

Close Definition
S/¥ Cases (Major Weapon System Sale) -
This optien is for sales of aircraft such as Cargo, Fighter, Bomber or Unmanned Aircraft, or missiles such as
Advanced Medium-Range Air-to-Air Missile (AMRAAM) and Joint Direct Attack Munition (JDAM).

Select all Materiel or Service Areas that apply
(* Required: MUST select at least one):

Materiel Service

("I Major System End ltem(s) [Tl senices

[Z] Ammunition and Other Explosives [“IMaintenance
["]CADIPADIAIr Crew Escape Propulsion System [T Training

["] Communication Equipment (C4) and Facilities

[CJEquipment

[“IPublications
["ISpares Requisitioning
=, - e e =

@

/" Trusted sites | Protected Mode: Off

Figure 20: Materiel/Service — Major Weapon System Sale
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5.2.2.1.11 Leases — This option is used when defense articles are leased to foreign partners

for a period not to exceed 5 years. The “Lease” option will also open the secondary

panel of detail item categories that is opened for Major Weapons System Sale.

Partner Branch/Funding
= Materiel/Service
Method of Transportation
= Add Items
Sole Source Vendor

Attachments

Preview

‘Country Routing
Submission

Logout

Reference

Information

Country Code
BN
(Bandaria (for testing))

Country Reference Number
BN test TMC
Validation Status
Unreviewed

Does this requirement include Medical Countermeasures? O Yes @ No
CHOOSE MAJOR CASE CATEGORY:
(* Required: Must select one)
Materiel Service
O Senvices

Ammunition and Other Explosives
CAD/PAD/Air Crew Escape Propulsion System
Communication Equipment (C4) and Facilities

() Maintenance

() Training

Information Security

Publications

Suppaort

Spares Requisitioning

Major Weapon System Sale

System Modifications

eases under AECA (not an FMS case)

Z Cases (Leases) -
This option is used when defense articles are leased to foreign partners for a period not to exceed 5 years
(renewable). Leases are executed through a lease agreement, with an asscciated FMS case to cover repair,

training, supply suppert and/er transportation if required.

Close Definition

Select all Materiel or Service Areas that apply
(* Required: MUST select at least one):

Materiel Service

[CIMajor System End ltem(s) [ semices

[Tl Ammunition and Other Explosives [CInaintenance
a Training

[T cAD/PADIAIr Crew Escape Propulsion System
[C] Communication Equipment (C4) and Facilities
] Equipment

[CIPublications

] Spares Requisitioning

["]Information Security Equipment
[TV e o

(7]

Figure 21: Materiel/Service — Leases
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5.2.2.2 Service Section

Partner Branch/Funding Does this requirement include Medical Countermeasures? © Yes @ No
= Materiel/Service

CHOOSE MAJOR CASE CATEGORY:

Method of Transportation !
({* Required: Must select one)

= Add Ttems

Materiel Service
Saole Source Vendor _ s
. 2y Ammunition and Other Explosives @ :Services
Attachments - N
(' CAD/PAD/AIr Crew Escape Propulsion System ) Maintenance
Preview - -
) Communication Equipment (C4) and Facilities (L) Training
Country Routing © Equipment
Submission ©) CLSSA
Lrpens ) Information Security
Referance © Publications
) Support

Information

() Spares Requisitioning
Country Code ©) Major Weapon System Sale
BN ) System Modifications
(Bandaria (for testing)) -
) Leases under AECA (not an FMS case)

Country Reference Number
BN test TMC

Validation Status G Cases (Services ) —

Unreviewed This option includes Technical Coordination Program (TCP) membership, International Engine Management
Program (IEMF) Membership, International Logistics Communications Support (ILCS), Foreign Liaison Officer
(FLO) support, Contractor Engineering Technical Services (CETS), and Electronic International Security

: : P " i

Close Definition *

4 Lm |

Assistance Proaram (FCTSAPY Th re considerad nd_rannot hawe d hle item.
Clear Changes
Add Comment
save Next
/" Trusted sites | Protected Mede: Off fa v ®W100% v

Figure 22: Materiel/Service — Services

5.2.2.2.1 Technical Services - This option includes IEMP (International Engine Management
Program), TCP (Technical Coordination Program), ECISAP (Electronic International
Security Assistance Program), FLO (Foreign Liaison Officer and Administrative
Support), and Contractor Engineering Technical Services (CETS) as well as other
defense services.

5.2.2.2.2 Maintenance - This option includes Repair/Replace (user returns an item to be
repaired and receives a like item in serviceable condition), Repair/Return (partner
returns an item for repair and is returned the same item in serviceable condition
(serial number controlled)), or PMEL (Precision Measurement Equipment Laboratory)
for items which require periodic repair, calibration & certification by a PME
laboratory. When “Maintenance” is selected, users will be asked to specify which of
the three options they require on the “Add Items” subsection.

5.2.2.2.3 Training - This option is used for formal or informal instruction of foreign students by
USG personnel, contractor, or by correspondence.
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5.3 Method of Transportation
Selected categories will be displayed so the planned Method of Transportation may be

indicated for each category. NOTE: Only “Materiel” options will show since “Services” do
not require Methods of Transportation

Start

New LOR Method of Transportation

Existing LOR

Defense . . .
Item Category App’l:g::bleTra"EP“nﬁ‘iD" Freight Pilot Pick
System

Forwarder Up ey

Partner Branch/Funding
= Materiel/Service Major System End Item(s) i) ] ] ]
Method of Transportation

= Add Items

Show Method of Transportation Comments

Sole Source Vendor

Attachments Deod;

Preview

‘Country Routing
Submission

Logout

Reference
Information

Country Code
BN
(Bandaria (for testing))

Country Reference Number
BN test TMC

Validation Status

Unreviewed

Done /" Trusted sites | Protected Mode: Off A B10% -

Figure 23: Method of Transportation

37 of 84



Letter of Request - Automation (LOR-A)

Users Guide
Version 2.3 (December 2013)

5.4 Add Items.
The “Add Items” is the second subsection of the “Material/Service” section.

5.4.1 This subsection is used to further detail the specific items the user is requesting. Once
the user enters the “Add Items” screen, three boxes appear in the center panel. The
first box is a drop down box which is used to move through categories. The second box
is used to enter the specific information. Different fields will show depending on
whether the category is from Materiel or Services. The third box shows the specific item
information that has been added to each category. Below is detailed guidance for
navigating through the center panel.

Start Add ltems
New LOR
Existing LOR Major Weapon System Sale - Aircraft
Partner Branch/Funding Major System End Item(s) —- 1 line item(s) E|
= Materiel/Service
Method of Transportation Add Item (Manual) | Add Multiple (Auto)
= Add Items
Sole Source Vendor Single Item Entry - (Major System End Item(s) — 1 line item(s))
Attachments . .
; Part Nbr Stock Nbr (NSN) Quantity Unit of Issue
Preview
| | | [EacH -
Country Routing
Submission *Description $ Value
Logout
Reference =
Information * signifies a required field.
Country Code Either *Stock Nbr OR *Description is required.
BN
(Bandaria (for testing))
Country Reference Number
BN test TMC
Validation Status 1 Line Item (Major System End ltem(s}))
Ui \ [Parthbr [ Stock Nbr | Description [§Value] _ Qty | Unit of Issue | Sole Source |
[/ 5 [se97  [153485578-1568 |C130s [ [ 2 [EAcH [ |

Done

/' Trusted sites | Protected Mode: Off

Figure 24: Add Items
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5.4.1.1 Navigating categories through the drop down box: There is a drop down box located in
the upper left corner of the center panel. The categories presented inside this box will
depend upon the categories selected on the “Materiel/Service Selection” screen. Using
this drop down menu will enable the user to navigate between the categories. The
number of items which have been added to the LOR is indicated next to the category
name inside the drop down box.

Start

New LOR

Existing LOR

Partner Branch/Funding

= Materiel/Service

Add ltems

Major Weapon System Sale - Aircraft /

Major System End ltem(s) - 1 line item(s) (=]
Major System End ltem(s) — 1 line item(s)
Senices - 1 line item(s)

Methad of Transportation Add Ttem (Manual) | Add Multipie (Auto) |
= Add Items
Sole Source Vendor Single ltem Entry - (Major System End Item(s) -- 1 line item(s))
Attachments a .
Part Nbr Stock Nbr (NSN) Quantity Unit of Issue
Preview
] I | [eack [-]
‘Country Routing
Submission *Description § Value
Logout [
Reference =
Information * signifies a required field.
Country Code Either *Stock Nbr OR *Description is required.
BN
(Bandaria (for testing))
Country Reference Number
BN test TMC
Validation Status 1 Line Item (Major System End Item(s))
Unreviewed | ‘ Part Nbr | Stock Nbr ‘ Description ‘S Value‘ Qty ‘ Unit of Issue | Sole Source |
[ 3 [s897  [1634-66-578-1568 |C-130s \ | 2 |EacH | |

Done

/" Trusted sites | Protected Mode: Off

Figure 25: Add Item - Select Category
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5.4.1.2 Addingitems in the second box: There are two ways of adding items. The first tab
indicates the “Add Item (Manual)” option. The Manual tab is the default tab. This
option is used when a user chooses to add items individually. The manual option will
be discussed in paragraph 5.4.2. The second option is located on the second tab, “Add
Multiple (Auto)”. This option is used when a user would like to add several items at
the same time. This multiple process will be discussed in paragraph 5.4.3.

5.4.1.3 Item listing in the third box: The third box inside the center panel will show each item
entered for a particular category. Once an item has been either through the manual
process or the multiple item process, the item information will move to the third box.
Each item is preceded by a pencil and trashcan on the left side of the line. If the
user needs to make changes to the item, click on the pencil to open the edit feature
and click “save” to save your changes. If the user wishes to delete an item after it has
been saved, it can be deleted by clicking the trashcan. Clicking the trashcan will delete
the item from the LOR and it cannot be recovered. Sole Source Vendor (SSV)
requirement for any item can be indicated by entering a checkmark into the “SSV” box
next to an item. Sole Source Vendor requirements are discussed in paragraph 5.5.1.5.

5.4.2 Add ltem(s) (Manual)
Once the user has selected the category, they should click on the “Add Item (Manual)”

tab. The user should choose this option if they prefer to manually add items to each
category, rather than using the automated Excel spreadsheet.
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5.4.2.1 There is only one required field. Either the Stock Number or the Description must have
data entered. It is recommended that the User supply as much detail in other fields as
is available to help in determining the actual requirement.

5.4.2.2 The User should click the “Save Item” button and the information will be displayed in
the third box.

Start Add Items
New LOR

Existing LOR Major Weapon System Sale - Aircraft

Partner Branch/Funding Major System End ltem(s) - 1 line item(s) ||

Maijor System End tem(s) - 1 line item(s)

= Materiel/Service Senvices — 1 line item(s) 5.4.2
Method of Transportation Add Item (Manual) | Add Multiple (Auto) ‘

= Add Items

Sole Source Vendor Single Item Entry - (Major System End Item(s) -- 1 line item(s))
5421
Attachments

. Part Nbr *Stock Nbr (NSN) Quanti nit offssue
Preview | ‘ ‘ <
Country Routing /
Submission *Description § Value 5.4.2.2

Logout

-

Reference - /
Information * signifies a required field. //
Country Code Either *Stock Mor OR *Description is required. / 5413
BN =
(Bandaria (for testing))
Country Reference Number
BN test TMC
Validation Status 1 Line Item (Major System End Item(s]) /
Ui Te PariNbr | Stock Nbr Description $Valie]  Qty | Unitof Issue | Sole Source
“ 1 |5897 1534-55-578-1568 |C-130s 2 EACH
AdA Pameman +
Done / Trusted sites | Protected Mode: Off i v H10% -+

Figure 26: Add Item — Manual
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(LOR-A)

5.4.2.3 Sole Source Vendor can be indicated on any item after it is saved. The right-most field
in the third (bottom) panel is a checkbox to indicate if the requested item is to be
supplied by a specific (Sole Source) vendor. (See section 5.5.3 for more information.)

Start
New LOR
Existing LOR
Partner Branch/Funding
= Materiel/Service
Method of Transportation
= Add Items
Sole Source Vendor
Attachments
Preview
‘Country Routing
Submission

Logout

Reference

Information

Country Code
BN
(Bandaria (for testing))

Country Reference Number
BN test TMC

Validation Status
Unreviewed

Add ltems
Major Weapon System Sale - Aircraft
Major System End ltem(s) - 1 line item(s) E
Add Item (Manual) | Add Multiple (Auto)
Single Item Entry -- (Major System End Item(s) -- 1 line item(s))
Part Nbr *Stock Nbr (NSN) Quantity Unit of Issue
] 0 | [eacH [~
*Description $ Value
* signifies a required field.

Either *Stock Nbr OR *Description is required.

1 Line ltem (Major System End Item(s))
I [PartNbr | Stock Nbr | Description [$value[ @ty  unit of Issue [ Sole Sor
|/ 3 [see7  [153455678-1568 |C-130s | | 2 |EacH \ |
AdAd Camman 't

+ Trusted sites | Protected Mode: Off ¥y v H100% -

Figure 27: Add Item - Sole Source
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5.4.2.4 Service Iltems have different fields. Start and End Dates are not required but are
extremely helpful in determining when the service is being requested. NOTE: Only the
“Description” field is required for Services. Other fields are helpful in defining the
exact requirements for the service.

5.4.2.4.1 Date-picker widgets help in selecting the dates. The widget will open when the User
clicks in a date field.

| @ Detail ems L i~ v [Z] @ v Pagev Safetyv Toolsv @+

Start Add Items

New LOR
Existing LOR

Partner Branch/Funding

Major Weapon System Sale - Aircraft
Senvices — 1 line itemis)

]

Materiel/Service

Attachments Add Item (Manual) | Add Multiple {Auto)
Preview
Country Routing Single ltem Entry - (Services — 1 line item(s))
Submission "
Description $ Value
Logout
Reference ‘ hd
Information
Country Code Period of Performance
BN Start Date End Date Duration
(Bandaria (for testing)) ] | ‘ I ] [
Country Reference Number _. Nov =] 203 -
BN test TMC i i
e * signifies a required field.
Validation Status
Unreviewed

21 22 23

24 25 26| 27 28 29 30| 1 Line ltem (Services)
‘ ‘ Start Date ‘ End Date | Duration | Description |S Value| Sole Source |
[£a] | [ Jtest [ss0 [ ©
Done /Trusted sites | Protected Mode: Off L4 H100% -

Figure 28: Add Item - Service, Dates

5.4.2.4.2 Maintenance is a special type of service. There is additional information for
determining what type of maintenance is requested. The three (3) options are:
1) Repair/Replace, 2) Repair/Return and 3) PMEL.
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Add Items

Major Weapon System Sale - Aircraft

Add Item (Manual) | Add Multiple (Auto)

Single ltem Entry -- (Maintenance -- 0 line item(s))

*Description $ Value

‘ I

Period of Performance

Start Date End Date Duration

| 2 L 1

Repair'Replace @ Repair/Return ) PMEL

* signifies a required field.

0 Line ltems (Maintenance)

«/ Trusted sites | Protected Mode: Off fr B10% v

Figure 29: Add Item - Service — Maintenance
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5.5 Add Multiple (Auto)

5.5.1 The User can add items across multiple categories by using the custom spreadsheet
downloaded from the “Add Multiple (Auto)” tab.

551 |
Start naa el 551
New LOR
Existing LOR Major Weapon System Sale - Aircraft
Partner Branch/Funding |Semces ~ 0 line item(s) El 5.5.2
Materiel/Service /
Attachments Add Item (Manual) | Add Multiple (Auto) ‘
Preview /
Country Routing Custom Spreadsheet Download: r'g
SLaLEET Choose the spr to upload:
Logout [ Browse.. ]
Reference Process Spreadsheet
Information
Country Code
BN
(Bandaria (for testing))
Country Reference Number .
BN test TMC Click to add lines from the spreadsheet
Validation Status il s
Unreviewed
0 Line Items (Services)
Add Comment
Dene +/ Trusted sites | Protected Mode: Off v ®100% -

Figure 30: Add Items - Multiple (Auto)
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5.5.2 The first step is to download a custom spreadsheet to the computer by clicking on the
“Custom Spreadsheet Download” button. Once selected, a window will prompt user to
save or open file. The Excel spreadsheet is conveniently customized according to the
categories selected in the “Material/Service Selection” screen. NOTE: Saving the
spreadsheet to a convenient location on the computer is preferred to prevent accidental
loss of data.

st Add Items
New LOR

Existing LOR Major Weapon System Sale - Aircraft

Partner Branch/Funding Senvices ~ 0 line item(s) [=]

Materiel/Service

Attachments Add Ttem (Manual) ‘

Country Routing

Do you want to open or save this file?

Submission
Logout Mame: BN_test TMC_Categories.xls
U Type: Microsoft Excel 97-2003 Worksheet, 20 5KE
Reference From:  afsac4.wpafb.af.mil

Information —

Country Code
BN
(Bandaria (for testing}))

i % While files from the Intemet can be useful, some files can potentially
am your computer. I you do net trust the source, do not open or
h I you d he e
save this file. What's the risk?

Country Reference Mumber
BN test TMC

Validation Status
Unreviewed

0 Line Items (Services)

Add Comment
&, Start downloading from site: hitps://afsacd.wpafb.af.mil/L OR/itemAddMadify.aspx?L OR_ID=408 / Trusted sites | Protected Mode: Off v B10% v

Figure 31: Add Item - Download/Save Custom Spreadsheet
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5.5.2.1 A “download” dialog box will open suggesting a name for the spreadsheet. The default
is the Country Reference number for the LOR. Note: The application can only use the
version of Microsoft Excel© compatible to Office 97 — 2003. Do not save the
spreadsheet in Office 2007 or greater (with extension .xlsx). This version will fail to
upload back into the LOR-A application.

4 Bl Desktop &
4 4 Libraries o
5| Documents &

o' Music 1 &

k=] Pictures &)

A BAKER, JAMES L CTR USAFJAFMC AFLCMC/WFS: E?‘

4 )M Computer 24
&L, 0SDisk (C) &)
&4 DVD RW Drive (D:) | )

L@ DEVAPPS (\\SDITAPSNOH afsa
® DEVGROUP (\\SDITAPSer.afs

pafb.af.mil) (F @J
wpafb.af.mil) &

L% Websites.Net (\\sditap2091) (J:) @J
L® GLOBAL (\\SDITAPSNO1.pfsac.wpafb.af.mil) (L:] &)
Lg% AFSAC (\\52zhtv-fs-608v]Other-AF.ERM) (O:) &
L 1206663827E (\\SDITAPSINO01.afsachvpafb.af.mil &
L¢ Cygwin_tmp (\\SDITAPZ]‘OO) (Q:) @
L dotnetS (\\52ZHTV-AS-982v) (T:) &
S vss (\\52ZHTV-AS-931v) jV:) &

L% Websites (\\sditap2001) (K:) ~ @

N SRECN-D-2013 test-PA0001_Categoriesxls

% WORKINGFOLDER O\SD¥(APSN01.af c.wpafb. &

Save as type: [Microsoft Excel 97-2003 Worksheet

Figure 32: Save Spreadsheet - Dialog Recommendation
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5.5.2.2 The resulting spreadsheet will appear similar to Figure 33 below.

5.5.2.3 Each tab will list the specific category and the applicable fields necessary to be filled
out for each category. The user will simply navigate through the tabs and fill out the
information. The fields will be exactly like the single item (manual) entry. Figure 33
below shows fields available for “Materiel” items.

Page Layout Formulas Dats

Hom Atro ;
20 4 3 - A "
] o Aral <o - A, =z 3 ' ¥ Al - 7 A
da Copy ~ R as .;]mw s
Paste I I \ = = = Yo ’ 3 a
: ’ Coear -

A 8 c D
PART NUMBER - STOCK NUMBER |  QUANTT |- DESCRIPTION |

Warw jon and Other Expl CAD-PAD-Ar Crew Escape Propuls Egubment Krs (Le., modification, spare Mantenance Major System End Tenys) Publcations 14| = 20
Ready WD 100% (- } +

Figure 33: Add Multiple - Custom Spreadsheet (Materiel)
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5.5.2.4 Figure 34 below shows fields available for “Service”. The service chosen in this
example is the service for “Maintenance” to show the added drop down selection to
the type of maintenance requested.

Page Layout Formutas Vit Acdddns Acobat

2 ot o - A
\ * Arial "0 <A 4| - | ¥ . | ﬁ
—! 2 copy - A =— | EFine x

B/ U - A- | EER e H $ - ' Inset Delete Format Find &

35
W 4 %[ Ammuniton and Other Explosives CAD-PAD-A¥ Crew Escape Propuls Equipment Kits {Le., modfication, spare | Maintenance .~ Mafor System End Xem{s) Publcations [14[ » [0

Reacy | [T 3 100% (=)— 3

Figure 34: Add Multiple - Custom Spreadsheet (Service-Maintenance)
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5.5.2.5 Once the information has been filled out, the user should save the file. Note: When
saving, selecting the default options is recommended to avoid “upload” problems
when loading the spreadsheet into the LOR-A tool. See Figure 35 below.

Tnsert Page Layout Formulss Data View Acrobat

4 Cut

) %3 copy ~
s Fi:d =4 FE S | iF® B » ’ Insert Delete Formst
e J Format Painter B I Y - » . . :

Aral

| D
Fhight-line Fire Fighting

Emerfnci Pilot Egvass

S
Microzaft Excel - Compatibility %7

The following features n this workbook are not supported by earer
versions of Excel. These features may be 1ost or dograded when you save
this workbook in the currently selected fle format, Oick Continue to save:
the workbook anyway. To keep all of your features, dick Cancel and then
save the file n one of the new fle formats,

100/~ o) tn i L3 S ‘

Summary
Minor Joss of fidelity
Some celis of styles n this workbook contan
formattng that &5 not supported by the selectad

fhe format, These formats wll be corrverted to the -
dosest format avaable. Excel 97-2003

! Check compatibiity when saving this workbook.
[ ooy to e et L Contee ] |

CAD-PAD-Ar Craw Escape Propuls Equpment Kits {i.e., modfication, spare Mantenance Magor System End Jtem(s) Publcations ~ Sandces | Training ¥

Figure 35: Custom Spreadsheet - Save Recommendation

50 of 84



Letter of Request - Automation (LOR-A)

Users Guide
Version 2.3 (December 2013)

5.5.2.6 The next step is to upload the spreadsheet. To do this the user should select the
“Browse” button, locate the file, highlight it, and click the open button.

start Add items

New LOR
Existing LOR Major Weapon System Sale - Aircraft

Partner Branch/Funding ‘Semces — Qline item(s) |Z| 5.5.2.6

Materiel/Service

]

Attachments Add Item (Manual) ‘ Add Multiple (Auto) /
Preview /
‘Country Routing Custom Spreadsheet Download! /
Submission Choose the spreadsheest to upload:

Logout C:\Users\howardrJ\DesIclop\BN)estﬁTMCﬁCategorﬂ Browse.. |

Reference Process Spreadsheet

Information

Country Code
BN
(Bandaria (for testing))

Country Reference Number
BN test TMC Click to add lines fram the spreadsheet

Validation Status Import All Lines

Unreviewed

0 Line Items (Services)

Add Comment

Done «/ Trusted sites | Protected Mode: Off fa v ®100% v

Figure 36: Add Multiple - Process Spreadsheet
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5.5.2.7 Once the file has been located, the user should press the “Process Spreadsheet”
button. The user can then click on “Import All Lines” to upload the data from the
spreadsheet and the data will appear in the third box on the screen. NOTE: If new
items need to be added after the spreadsheet has been processed, use the “Add item
(Manual)” option and load them individually or download a brand new Excel
spreadsheet, save it to the computer and import the new spreadsheet. This is
necessary because adding items to the original Excel spreadsheet and uploading it
again, will duplicate the already previously entered items inside the spreadsheet, and
the user will be required to delete the duplicate items.

Start Add Items

New LOR
Major Weapon System Sale - Aircraft

Existing LOR
Senices — 0 line item(s)

Partner Branch/Funding

Materiel/Service

Attachments Add Ttem (Manual) ‘ Add Multiple (Auto)

Preview ,—L
Country Routing Custom Spreadsheet Download: | 5.5.2.7

Submission
Choose the spreadsheet to upload:

Logout | = M

'+ Reference g sheet -

Information The following worksheets were found within BN_test_TMC_Categories xls

Maintenance
Country Code Major System End Item(s
BN
(Bandaria (for testing))

Country Reference Mumber
BN test TMC

Click to add lines from the sprﬂgheet

Validation Status Import All Lines

Unreviewed

0 Line ltems (Services)

Done « Trusted sites | Protected Mode: Off fa v B100% v

Figure 37: Add Multiple - Process Lines
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5.5.2.8 An example of the result of “Process lines” is shown in Figure 38 below. Note: The
number of lines processed will be displayed in the box that opens after the
spreadsheet has been processed. The actual lines will appear and the various
categories can be viewed by selecting the desired category in the top dropdown box.

Start Add Items
New LOR
Existing LOR Major Weapon System Sale - Aircraft
Partner Branch/Funding Senices — 1 line ftem(s)
Materiel/Service
Attachments Add Item (Manual) ‘ Add Multiple (Auto)
Preview
Country Routing Custom Spreadsheet Download:
Submission
Choose the spreadsheet to upload:

Logout [ Browse.. ]
i Process Spreadsheet

Information The following worksheets were found within BN_test_TMC_Categories xls.

Country Cod Maintenance — No ltems Processed

R Major System End ltem(s) -- No ltems Processed

BN Senvices - 1 ltems Processed
(Bandaria (for testing}))
Country Reference Mumber
BN test TMC Click to add lines from the spreadshest
Validation Status
—_— Import All Lines
Unreviewed

1 Line Item (Services)
‘ | Start Date ‘ End Date | Duration | Description |S Value| Sole Source |
‘ o | | ‘ |tl years |F\e\d Representative | | = |
Done /" Trusted sites | Protected Mode: Off 3 v H100% ~

Figure 38: Add Multiple - Lines Processed
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5.5.3 “Sole Source” selection

5.5.3.1 The information panel shown in Figure 39 below opens when a Sole Source Vendor
checkbox is checked.

Y

Checking this box will require information on the Sole Source
Vendor page. Unchecking this box will remove this item on the
Sole Source Vendor page. Do you wish to continue?

Done + Trusted sites | Protected Mode: Off v ®100% ~

Figure 39: Sole Source Vendor Information Pop-up
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5.5.3.2 The Sole Source Vendor (SSV) checkbox will be checked and the item will be included
on the list for the SSV selection page.

Start Add ltems
New LOR

Existing LOR Major Weapon System Sale - Aircraft
Partner Branch/Funding Major System End ltem(s) - 1 line item(s) E

= Materiel/Service

Method of Transportation Add Item (Manual)

Add Multiple (Auto)
= Add Items

Sole Source Vendor Single Item Entry -- (Major System End Item(s) -- 1 line item(s))
Attachments .
Part Nbr *Stock Nbr (NSN) Quantity Unit of Issue
Preview
| [ | | [eacH =]
‘Country Routing

Submission

*Description $ Value
Logout

Reference

Information * signifies a required field. 5,533
Country Code Either *Stock Nbr OR *Description is required.

BN
(Bandaria (for testing))
Country Reference Number

BN test TMC

Validation Status

1 Line ltem (Major System End Item(s))
Unreviewed \ [PartNbr | StockNbr | Description [§Value| Gy [ UnitofIssue| Sole So
\ |

|/ 3 [see7  [153455678-1568 |C-130s | | 2 |EacH

+ Trusted sites | Protected Mode: Off ¥y v H100% -

Figure 40: Sole Source Indicator

5.5.3.3 Once a SSV requirement has been indicated in the “Add Item” subsection, the SSV
subsection will open up when the “Next” button is clicked. If no SSV requirement has

been indicated for any item, then this section will be skipped completely, and the user
will be directed to the Attachment screen.
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5.6 Sole Source Vendor Identification

5.6.1 The SSV subsection is comprised of a single screen with multiple sections. The first
section allows the User to pick a vendor from an existing list or add a new vendor. The
second section will open up once a vendor has been selected or added. The following
explains these processes.

5.6.1.1 The default Sole Source Vendor (SSV) screen will show. Options are detailed below.

5.6.1.1.1
New LOR Sole Source Vendor (§5V) Information . /
i @
Existing LOR | — | 5.6.1.1.2
1 item 4'/

Partner Branch/Funding

= Materiel/Service
Method of Transportation
= Add Items

Sole Source Vendors:
—Select Vendor—

Add MNew SSV

W

Sole Source Vendor \[ 5.6.1.1.3
Attachments

Preview

Country Routing

Submission Add Comment
Logout
Previous Save Next
Reference

Information

Country Code
BN
(Bandaria (for testing))

Country Reference Number
BN test TMC

Validation Status
Unreviewed

5 v ®100% -

/ Trusted sites | Protected Mode: Off

Figure 41: Sole Source Vendor — Default
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Start
New LOR
Existing LOR
Partner Branch/Funding
= Materiel/Service
Method of Transportation
= Add Items
Sole Source Vendor
Attachments
Preview
‘Country Routing
Submission

Logout

Reference

Information

Country Code
BN
(Bandaria (for testing))

Country Reference Number
BN test TMC
Validation Status
Unreviewed

soleSourceVendor.aspx

Sole Source Vendor (S5V) Information

SSV Help

+ Avendor may be selected from the dropdown list when Sole Source Vendor (SSV) data
already exists. A number in parenthesis beside a vendor's name indicates the number of
items assigned to this vendor.

» If the desired vendor does not exist on the list, click "Add New SSV" and enter the
required information in the fields provided in the entry panel. Once completed, click
"ADD SSV" button. This will add the vendor name to the dropdown box.

+ ltems are listed in two separate sectfions: 1) an unassigned section lists all items
selected as being provided by an SSV but not yet associated fo an actual vendor, and

2) an assigned section that lists all items associated to the vendor selected in the
dropdown list.

» Select an SSV from the dropdown list. Items are assigned or unassigned by clicking the
links at the right of the item description.

+ SSV information detail will be toggled by clicking the "Show Details (Hide Details)" link.

1item
Sole Source Vendors:
—Select Vendor— |z|
Add New SSV
Add Comment

J’ Trusted sites | Protected Mode: Off

Figure 42: Sole Source Vendor — Help

57 of 84




Letter of Request - Automation (LOR-A)

Users Guide
Version 2.3 (December 2013)

5.6.1.1.2 Figure 41 above also shows the number of items that have been requested to be
supplied by Sole Source Vendors.

5.6.1.1.3 In order to examine the existing list of vendors, click the drop down button. This will
expose the listing of vendors that have been previously requested. If the desired
vendor is included on this listing, click on the vendor name. Once the vendor has
been selected, the user will be automatically directed to the next screen which has
more options and will allow the user to see more details on the vendor as well as the
item(s) identified as requiring sole source.

Start
New LOR Sole Source Vendor (S5V) Information

Existing LOR @ 57113
Partner Branch/Funding 1item L~

5 Materiel/Service Sole Source Vendors: ‘/
—Select Vendor— -]

Method of Transportation

= Add Items Chevrolet Aviation
Flying Aces
Harry's headlamps
Attachments Little Man Press
planes r us

Sole Source Vendor

Preview

‘Country Routing
Submission Add Comment

Logout
Previous Save Next
E—

Information

Country Code
BN
(Bandaria (for testing}))

Country Reference Mumber
BN test TMC

Validation Status
Unreviewed

/' Trusted sites | Protected Mode: Off fa v ®100% -

Figure 43: Sole Source Vendor - Existing List
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5.6.1.1.4 Figure 44 displays the link button to “Add New SSV”. If your sole source vendor is not
listed in the drop down selection, you may add them to the list. Click on the “Add

New SSV” link, and a new box will open up in order to add the new vendor

information. The user is required to provide the full vendor name and either
Contractor CAGE Number, City, State, or Other Location. After you have filled out the
vendor information, click on the “Add SSV” button and the vendor will be added to

the drop down box. The user then uses the drop down list to select the newly added
vendor. The selection will take the user to the next screen.

Start

New LOR

Existing LOR

Partner Branch/Funding
Materiel/Service

Attachments

Preview

Country Routing

Submission

Logout
Reference
Information

Country Code
BN
(Bandaria (for testing))

Country Reference Number
BN test TMC

Validation Status

Unreviewed

Sole Source Vendor ($5V) Information

Sole Source Vendors:
—Select Vendor—
Add New SSV

1item

Please provide the following information for the Sole Source Vendor {SSV):
* Required
** Either Contractor Cage Number or Two of Three Location Fields Required
* Full name of Vendor:
** Contractor CAGE number:
“ City:
** State:

** Other Location:

Is this contractor a United States Contractor? © Yes (' No

Add Comment

Previous

+ Trusted sites | Protected Mode: Off

Figure 44: Sole Source Vendor - Add New
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5.6.1.2 Once you have selected the vendor you will be directed to the second screen. This
screen will show the “SSV” drop down box and the “Add New SSV” link as shown on
the previous screen. In addition, several more links are available as well as a box
indicating whether or not a vendor has been assigned to an item. These options are
discussed in the following paragraphs.

Start
New LOR
Existing LOR

Partner Branch/Funding

B

Materiel/Service
Attachments
Preview

Country Routing
Submission

Logout

Reference

Information

Country Code

BN
(Bandaria (for testing))

Country Reference Number
BN test TMC

Validation Status
Unreviewed

Sole Source Vendor (S5V) Information
W
1 item
Sole Source Vendors:
Chevrolet Aviation E

ANN

5.6.1.2.1

L
| 5.6.1.2.2

| 5.6.1.2.3

Add New SSV Show Details
Assign ALL ltems to: Chevrolet Aviation /
/ Assign All Unassigned Iltems to: Chevrolet Aviation 4
Unassigned SSV:
Item Text Vendor Name Set SSV |
|1 1534-65-678-1568| 5897| C-130s | Not Set | Assign

Add Comment
ot

f Trusted sites | Protected Mode: Off

Figure 45: Sole Source vendor — Selected (Unassigned)
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5.6.1.2.2

5.6.1.2.3

5.6.1.2.4

5.6.1.2.5
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Show Details: If the user wishes to see further details on a vendor, they can click the
“Show Details” link on the right side of the screen. The detailed information will
open up. Click “Hide Details” to close the detailed information.

Assign All Items to: (Vendor’s Name): Once the vendor has been selected, the user
can click on this link to assign all items marked as sole source to this vendor, rather
than manually clicking the “Assign” link for each item inside the “Set SSV” box.

Assign All Unassigned Items to: (Vendor’s Name): This link is an additional option to
assign all unassigned items to a vendor, rather than individually assigning items.

Unassigned SSV Box: This box shows all items that have been indicated as a sole
source requirement but have not been assigned to a SSV.

Assigned SSV Box: This box shows all items that have been indicated as a sole source
requirement and have been assigned to a SSV.

Start
New LOR
Existing LOR

]

Materiel/Service
Attachments
Preview

Country Routing
Submission

Logout

Reference

Partner Branch/Funding 1 item

Country Code

BN
(Bandaria (for testing)) Add Comment
Country Reference Mumber

BN test THC Save Next

Validation Status
Unreviewed

Sole Source Vendor (SSV) Information
W

Sole Source Vendors:
Chevrolet Aviation (1) El

Add New SSV / 5.7.1.2.5 Show Detalls

Assigned SSV:

Item Text | Vendor Name ‘ Unset S5V |
|1 1534-65-578-1568] 5897] C-130s | Chewrolet Aviation | Unassign |

Done

/' Trusted sites | Protected Mode: Off dg v H100% -

Figure 46: Sole Source vendor - Assigned
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5.6.1.2.6 The Unassigned items will be available until a Sole Source Vendor is selected for that
item. This allows an unassigned item to be “Assigned” to any vendor. In addition all
“Assigned” items will continue to show the selected vendor while on this screen.

Validation Status

Unreviewed

Done

Start
Mew LOR Sole Source Vendor (S8V) Information
Existing LOR Q
Partner Branch/Funding 2 items
Materiel/Service Sole Source Vendors:
e — Chevralet Aviation (1) [+
Preview Add New SSV Show Details
Country Rauting Assign ALL ltems to- Chewrolet Aviation (1)
Submission
Logout Assign All Unassigned tems to: Chevrolet Aviation (1)
Unassigned SSV:
Reference g
‘ Item Text | Vendor Name Set S5V |
Information \ | || fixing sessions | Mot Set Assign
Country Code
BN Assigned SSV:
(Bandaria (for testing)) ‘ Item Text | Vendor Name Unset SSV |
Country Reference Number ‘ | 1534-65-578-1568] 5897| C-130s | Chevrolet Awiation Unassign
Sl ilhe s B Fn LI
BN test TMC

Add Comment

e
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6 Add/Maintain Attachments

6.1 Attachment types
This section allows the users to attach electronic copies of documents to the LOR, i.e.

system checklists or signature authority LOR authorization. These documents may be in
any file format. The center panel of the screen is comprised of two boxes, which are
described in further detail below.

6.2 Add Attachments

6.2.1 The “Add Attachments” box is used to load attachments to the LOR. To add an
attachment, click the “Browse” button.

Start Add / Maintain Attachments

New LOR

BretigioR Add Attachments
Partner Branch/Funding
Materiel/Service
Attachments
Preview Description of attachment (not required):

Choose afile to attach:

Country Routing

Submission

Logout
Attach

Reference

Information Attachments: E

Country Code
BN
(Bandaria (for testing))

Country Reference Number
BN test TMC

Validation Status
Unreviewed

Delete Attachment(s

Add Comment

Done / Trusted sites | Protected Mode: Off \fa * H10% ~

Figure 48: Attachments - Add (Browse for file)
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6.2.2 Locate the file to attach, highlight the file, and click the open button.

Womaop s G seombee P

Organize v New folder

4% Favorites Name Item type Date medifie |

Bl Desktop |@ CN-D-201 -PA... Microsoft Excel 97... 6/27/2013 2::
8 Downloads = 01 5-47 ... JPEG image /26/2013 12
“Zl Recent Places & LgR_DSAMS_Maste... Microsoft Excel 97...  6/26/2013 9:.
| 43 SharePoint Sites EAOR_DSAMS_Maste... Microsoft Excel 97...  6/25/2013 2::
5¥] LOR_PROD_BEGINN... Microsoft Excel 97...  6/25/2013 2:
4 Bl Desktop 2] LOR_DSAMS_Maste... Microsoft Excel 97...  6/25/2013 1
4 Libraries LOR-A Minutes 20 J... Microsoft Word D...  6/24/2013 7:(
> |5 Documents @1 Migration_User_Gui... Microsoft Word D...  6/21/2013 7:(
b & Music ] FY13 Draft W001 IR... Microsoft Word 9...  6/13/2013 3:!

I =] Pictures E] lor984b.pdf Adobe Acrobat D...  6/13/2013 2:: _

> % Videos i |=

File name: CN-D-2013-test-PA0001_Categories.xls v [All Files (*.*)

Figure 49: Attachments - Select File Dialog
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6.2.3 The file name and location will appear in the “Choose a file to attach” box. Enter a
description of the file in the next box; this description is optional, however, it will be
helpful if multiple documents are attached. Click the “Attach” button.

start Add / Maintain Attachments

New LOR

Existing LOR Add Attachments

Partner Branch/Funding
Choose a file to attach:
C:\Users\howardrj\Desktop\BN_test TV | Browse..

B

Materiel/Service

Attachments
T Description of attachment (not required):

Ttems for LOR BN test TMC| -
Country Routing il
Submission
Logout

Attach
Reference
Information Attachments: m

Country Code

BN
(Bandaria (for testing))

Country Reference Number
BN test TMC
Validation Status
Unreviewed

Delete Attachment(s)

Add Comment

o

Done /' Trusted sites | Protected Mode: Off #h v B100% -

Figure 50: Attachments - Attach
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6.2.4 The document information will appear in the “Attachments” box.

Start Add / Maintain Attachments
New LOR

Existing LOR Add Attachments
Partner Branch/Funding

Materiel/Service Choose a file to attach:

Attachments
Preview Description of attachment (not required):
Country Routing

Submission

Logout

Reference

Information P E
Country Code
BN Filename: BN_test_TMC_Categories xls Delete ]
(Bandaria (for testing)) Added by: Howard,Reva J
CouniyHofseocelRambai Attachment date: 11/27/2013 2:48:04 Pl
BHN test TMC Description: Attachment: 1
Validation Status Items for LOR BN test TMC -
Unreviewed i
Delste Attachment(s)
Add Comment
on
Done /' Trusted sites | Protected Mode: Off 45 v H100% ~

Figure 51: Attachments - Attached / Manage

6.3 Manage Attachments
The “Attachments” box is used to manage all documents that are attached to the LOR.
The small block next to the word “Attachments” is a count of files that have been
attached to the document. If the user wants to view the attachment, click the
download button and select “Open”. If an attachment needs to be deleted, check the

“Delete” box in the upper right corner and then click the “Delete Attachment(s)” button
to remove the document.

7 Preview

7.1 LOR Preview Layout
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7.1.1 This section shows an overview of the entire LOR. Any data item that is not properly
completed will be highlighted with red. If the user clicks on this red box, they will be
returned to the appropriate page to complete the data. At the bottom, the user has an
option to create a PDF version of the LOR by clicking the “Create PDF” button. This PDF
version can be saved to the user’s computer and attached for review during
coordination. The “Preview” screen is also opened when a user chooses the option to
“View” the LOR instead of “Change” at the beginning of the LOR Automation Tool.

Freview
L CHE nbormanian

Country Code: M Changs Cousstry Cods
Courriry Hame: Blardana lor |evlag)
Couniry Commend Msnagar §00M]: Mo Howaed
LOH Parpos: Pios Lot of O s Accepisnce (LOWAY
Counry Heleisnce Musites e TRAC
vl Bmaiws Dhpacciiptihon T LOKE C-130w
Partees lrams b ool Sasivie A Fiwd
%, Branch of fervide e Foste

Nairrn o huaien [isiia: ot |

[ Frry )

RN Comedd 5
Uniguies Pay Schadubs: B,
b Soaide Hequested Rt

O o o Corsot

Disasiad homs o2 Sardcss
| Cone Cotmgony:  Major Wespos Systsm Sals . Alrcah |

Fibmmmrre: 854 _laan_TISD Cmtegemins sy Cremriaad
AT Mo T
At Purraent st 1 LTAIND 6004 PR

Commen Tima: S2E202 2 4576 P

[ifr—
FEFIC, 't

i
rarypt. T

[Eanner Bianeh¥ unding| Camvamearnl Thiva: 1120012 1F 4540 PIA

Fiwwedi 10 diacuns paymens schedule wih D5HCA

[Frniy .

Figure 52: View/Preview - Entire View
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the beginning of LOR preparation needs to be changed. To make this change, click on
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the “Change Country Code” button.

Start
New LOR
Existing LOR
Partner Branch/Funding
= Materiel/Service
Method of Transportation
= Add Items
Sole Source Vendor
Attachments
Preview
Country Routing
Submission

Logout

Reference

Information

Country Code
BN
(Bandaria (for testing))

Country Reference Number
BN test TMC

Validation Status
Unreviewed

Preview

Country Code:

Country Name:

Country Command Manager (CCM):
LOR Purpose:

Country Reference Number:

End Item Description:

LOR Information

BN | Change Country Code

Bandaria (for testing)

P

Reva Howard

New Letter of Offer and Acceptance (LOA)
BN test TMC

Test LOR C-130s

Partner Branch of Service: Air Force

U.S. Branch of Service: Air Force
Terms of Sale Dollar Value
Cash $500,000
FMS Credit 5

Unique Pay Schedule: N/A

Sole Source Requested: YES

LOR Point of Contact

LOR Signature Not Selected

Figure 53: Preview - LOR Information
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7.1.1.1.1 Change Country Code: When the change country code button is clicked a new listing
box opens to select a different Country Code.

Start .
Preview
New LOR
Existing LOR LOR Information
Partner Branch/Funding
= Materiel/Service Country Code: BN | Change Country Code
Method of Transportation Change To Country: (Screll and select from list or enter Country Code in box at left)
=]
At AT (AFSAC test Country) x-
Sole Source Vendor AZ (SUPREME HDQTRS, ALLIED POWERS, EUROPE (SHAPE)) *q
Attachments A3 (ORGANIZATION OF AFRICAN UNITY (OAF))
A4 (OFFICE FOR THE COORD OF UN HUMANITARIAN & ECONOMIC ASST PROGS
Preview
{UNOCHA))
Country Routing A5 (EUROPEAN SPACE AGENCY)
Submission A8 (NACMA - NATO AIR COMMAND & CONTROL)
AA (ARUBA)
Logaut AC (ANTIGUA)
AE (UNITED ARAB EMIRATES (AE))
Reference E IAEQLAMIGTANY =
Information Country Name: Bandaria (for testing)
Country Code Country Command Manager (CCM): Reva Howard
BN
LOR P 3 MNew Letter of Offer and A LOA,
(Bandaria (for testing)) urpose: ew Letter of r and Acceptance (| )
Country Reference Number Country Reference Number: BN test TMC
BN test TMC End ltem Description: Test LOR C-130s
Validation Status Partner Branch of Service: Air Force
Unreviewed
U.S. Branch of Service: Air Force
Terms of Sale Dollar Value
Cash 500,000
FMS Credit 3
Unique Pay Schedule: /A
Sole Source Requested: YES
o Trusted sites | Protected Mode: Off B v R10% -

Figure 54: Preview - Change Country Code
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7.1.1.1.2 If the new Country Code is a standard Country Code then the New Country Code,
Country Name and appropriate CCM are displayed. If the new Country Code is a
pseudo Country Code an additional panel opens to identify the benefitting country.

Start

New LOR

Existing LOR

Partner Branch/Funding
=l Materiel/Service

Method of Transportation
= Add Items
Sole Source Vendor

Attachments

Preview

‘Country Routing

Submission

Logout

Reference
Information

Country Code
BN
(Bandaria (for testing))

Country Reference Number
BN test TMC

Validation Status
Unreviewed

Done

Preview

LOR Information

BM | Change Country Code

(Scroll and select from list or enter Country Code in box at lef

Country Code:

Change To Country: S4

R L R
RB (REPUBLIC OF SERBIA)
RE (REUNION)
RM (MALI)
RO (ROMANIA)
RQ (PUERTO RICO)
RS (RUSSIA)
RW (RWANDA)
52 (SERBIA VICE SINAI PEACEKEEPING FORCES)
53 (SLOVENIA)
4 (FAA SECTION 32 TRANSACTION)

ing Country — ired for S4

OO rMO rw O sk O su
Country Name: Bandaria (for testing)
Country Command Manager (CCM): Reva Howard

LOR Purpose: Mew Letter of Offer and Acceptance (LOA)
Country Reference Number: BN test TMC
End ltem Description: Test LOR C-130s
Partner Branch of Service: Air Force
U.S. Branch of Service: Air Force
Terms of Sale Dollar Value
Cash $500.000
FMS Credit 3

=

+ Trusted sites | Protected Mode: Off

a v ®100% -

Figure 55: Preview - Change Country Code - Benefitting Country
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7.1.1.1.3 When the benefitting country is selected, the Country Code and the associated
Country Name will reflect the pseudo designation. The Benefitting Country CCM will
receive the e-mail notifications regarding this LOR.

Partner Branch/Funding
=l Materiel/Service
Method of Transportation
= Add Items
Sole Source Vendor
Attachments
Preview

‘Country Routing

Start .
Preview

New LOR

Existing LOR LOR Information

Country Code:

Country Name:

Country Command Manager (CCM): Greg Meyer
LOR Purpose:

Country Reference Number: BN test TMC

End ltem Description: Test LOR C-130s

S4 | Change Country Code

FAA SECTION 32 TRANSACTION

Mew Letter of Offer and Acceptance (LOA)

Submission Partner Branch of Service: Air Force
Logout U.S. Branch of Service: Air Force
Reference Terms of Sale Dollar Value
Cash $500.000
Information FMS Credit 5
Country Code Unique Pay Schedule: N/A
54
(FAA SECTION 32 Sole Source Requested: YES
TRANSACTION)
Country Reference Mumber

BH test TMC LOR Point of Contact

Validation Status

Unreviewed

Done

LOR Signature Not Selected

Detailed Items or Services

| Case Category: Major Weapon System Sale - Aircraft ‘

Major System End Item(s)

DTS | FEIYI PPUL Ferryl ]
nooot vion.- |

______ T

= 1 -~

= = |

' Trusted sites | Protected Mode: Off

h v ®100% -

Figure 56: Preview - w/Pseudo Code and Benefitting Country CCM
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table. Multiple Terms of Sale also display as a table.
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Start
New LOR
Existing LOR
Partner Branch/Funding
|5 Matenel/Service
Method of Transportation

= Add Items

Sole Source Vendor

Preview

Country Code:

Country Name:

Country Command Manager (CCM):
LOR Purpose:

LOR Information
BN | Change Country Code |
Bandana (for testing)
Reva Howard

Change Letter of Ofier and Acceptance (LOA)}

Attachments (Amendment/Moddication) to: BN-P-GRR
Preview Includes | includes All
5 S Sub Purpose Supporting Text Training? | Charges?
it Funding Ch Add, Delete.
Submission SnesobbpnRistnn FA1 N ¥
Logout Change Period of Performance EPt N .
Please see below for MaterelService
¥ ;::vmmm”'m' adustments’ Postive quantites are addtions
|+ Reference = Negative Guantlies are deiesons.
Information Country Reference Number: BN-2013-Navy-ALB-changelLOA-FA_EP_MS-01
Country Code End Item Description: Nawgation and validation testing
BN -
(Bandana (for testing)) Parter Branch of Service: Navy
Country Reference Number U.S. Branch of Service: Navy
BN-2013-Navy-JLB- Ti
changeLOA FA_EP_MS.01 B Tt aue
Validation Status FMS Credit $175.000
Unreviewed Other $60,000
Term of Sale (Other): Approved Credit (non-FMS)
Not To Exceed Total Case Value: $2,500.000
Unique Pay Schedule: NA

Figure 57: Preview - Info Section with Tables

7.1.1.2 LOR POC data section. This section reflects the person that submitted the LOR. This
may or may not be an authorized signature authority for the partner. If the person
displayed on this screen is not an authorized signature authority, there must be an
attachment authorizing the LOR processing from an authorized signature authority.

LOR Point of Contact
Title: Ms
First Name: Reva
Last Name: Howard
Office: WFENB
Address1: 8210
Address2:
Address3:
City: WPAFB
State: OH
Zip: 454335337
Phone: 937-522-6549
E-mail: Reva Howard@wpafb af mil

Figure 58: Preview - POC Section
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7.1.1.3 Detail Item and Method of transportation data section. Each item requested is shown
within the category it was entered. The Method of Transportation will be displayed at
the top of each Materiel category.

Detailed Items or Services

|Case Category:  Major Weapon System Sale - Aircraft|

Major System End Item(s)
Method of Transportation: NAI_| DTS FF ¥ PPUL] Ferry "]
PartNbr | StockNbr | Description | $Value |  Qty | Unitoflssue | Sole Source
1534-65-578- Chevrolet
5897 ‘ 1568 ‘ C-130s ‘ ‘ 2 | EACH Vst
Services
‘ Start Date | End Date | Duration ‘ Description | $ Value | Sole Source |
‘ ‘ ‘ 4 years | Field Representative ‘ ‘ NIA
Maintenance
‘ Start Date | End Date | Duration | Description ‘ $ Value | Purpose | Sole Source |
‘ ‘ ‘ 2 years ‘ fixing sessions | ‘ Repair/Return ‘ [ot Set

Attachments: E|

Filename: BN_test_TMC_Categories xls

Added by: Howard,Reva J

Attachment date: 11/27/2013 2:48:04 PM

Description: Attachment: 1
Items for LOR BN test TMC -

Figure 59: Preview - Detail Items Section w/Method of Transportation

73 of 84



Letter of Request - Automation (LOR-A)

Users Guide
Version 2.3 (December 2013)

7.1.1.3.1 The Sole Source vendor is listed in the Sole Source Column. If an item was selected to
be supplied by a Sole Source Vendor, but was not assigned to a vendor, then “Not
Set” will display in place of the Vendor’s name.

Detailed Items or Services

‘ Case Category: Major Weapon System Sale - Aircraft |

Major System End Item(s)
Method of Transportation: MA[_| DTS | FF ¥ PPULC] Ferry[]
PartNbr | StockNbr | Descripion | $Value | Qty | Unitoflssue | Sole Source
1534-65-578- Chevrolet LA
5897 ‘ 1568 ‘ C-130s | ‘ 2 | EACH | Avigtion A
Services
| Start Date | End Date | Duration | Description | $ Value | Sole Source |
‘ ‘ 4 years ‘ Field Representative ‘ | MNIA

Maintenance /
| Start Date | End Date | Duration ‘ Description ‘ § Value | Purpose | Sole Source | L]
|

‘ ‘ 2 years |ﬁxmg sessions | ‘ Repair/Return | ot Set

Attachments: m

Filename: BN_test_TMC_Categories xls

Added by: Howard Reva J

Attachment date: 11/27/2013 2:48:04 PM

Description: Attachment: 1
Items for LOR BN test TMC -

Figure 60: Preview - Detail Items Section w/SSV
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7.1.1.3.2 Attachments section. Click the “Download” button to “Open” or “Save”

attachments.
Detailed Items or Services
| Case Category:  Major Weapon System Sale - Aircraft |
Major System End Item(s)
Method of Transportation: NAI_| DTS FF ¥ PPUL] Ferry "]
PartNbr | StockNbr | Description | $Value |  Qty | Unitoflssue | Sole Source
1534-65-578- Chevrolet
5897 ‘ 1568 ‘ C-130s ‘ ‘ 2 | EACH Vst
Services
‘ Start Date | End Date | Duration ‘ Description | $ Value | Sole Source |
‘ ‘ ‘ 4 years | Field Representative ‘ ‘ NIA
Maintenance
‘ Start Date | End Date | Duration | Description ‘ $ Value | Purpose | Sole Source |
‘ ‘ ‘ 2 years ‘ fixing sessions | ‘ Repair/Return ‘ [ot Set
Attachments: [1] ‘/
Filename: BN_test_TMC_Categories xis
Added by: Howard,Reva J
Attachment date: 11/27/2013 2:48:04 PM
Description: Attachment: 1
Items for LOR BN test TMC -

Figure 61: Preview - Attachments Section

7.1.1.3.3 Comments section. Comments are shown in descending date order (most recent

comment at the top). The comment, date and person recording the comment are
listed.

Comments

Partner Branch/Funding| Comment Time: 9/28/2012 2:49:26 PM

Comment:
NRC Waiver

User:
Konjic Tina

Partner Branch/Funding| Comment Time: 1/12/2012 12:45:40 PM
Comment:
Meed to discuss payment schedule with DSCA.

User:
Konjic_Tina

Create PDF Next

Figure 62: Preview - Comments Section
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8 Country Routing

8.1 Country Routing Purpose
This capability is primarily used to manage LORs via emails within a partner’s own
government, notifying specified individuals of the LOR. The routing capability provided
can be used for coordination with anyone.

8.1.1 The top box in the center panel contains some guidance. If additional information is
needed, click the blue question mark circle in the bottom box.

Start Country Routing

New LOR
Existing LOR

Country Unique Routing (Optional)

Partner Branch/Funding . . N . .

Use this feature to send e-mail notices to officials who should preview your LOR.

Materiel/Service

Note: Check the "Send Now™ box for recipients to review the LOR prior to submission to
the Command Country Manager.

Attachments
Preview

Country Routing Note: Check the 'Copy'an Submit” box for recipients to receive an e-mail copy when the

OR is submitted to the Ci d-Country M

Submission

Logout

Current Country Routing List: @

+ Reference * Required Field

Information

Country Code
BN
(Bandaria (for testing))

Country Reference Mumber
BN test TMC

Validation Status
Unreviewed

Recipient E-mail
reva.howard@us. af. mil

Send Now
a

Copy On Submit
|

0 dd

Add Comment

Previous

SendCountryE—ma\I(s)] [ Save ] [ Next

Figure 63:

« Trusted sites | Protected Mode: Off

v ®100% o

Country Routing — Default
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8.1.1.1 The Country Routing page has a toggle help button.

start Country Routing
New LOR
EEg e Country Unique Routing (Optional)
Partner Branch/Funding . . . . .
Use this feature to send e-mail notices to officials who should preview your LOR.
Materiel/Service
Attachments Note: Check the "Send Now" box for recipients to review the LOR prior to submission to
i the Command Country Manager.
Preview
Country Routing Note: Check the "Copy on Submit” box for recipients to receive an e-mail copy when the
LOR is submitted to the C d Country M 2
Submission
Logout
T Current Country Routing List: 17
* Required Field
Information
CR Help
Country Code To add an email to the list of recipients do the following:
BN Check or uncheck the boxes to set desired routing - emails or copies will not be sent
(Bandaria {for testing)) if both boxes are unchecked.
Country Reference Number 1. Enter the recipient’s e-mail address in the text box.
BHN test TMC 2. Check the "Send Now", "Copy On Submit” or both as desired.
Validation Status 3. Click the "Add" link to save the entry immediately and remain on the page.
—_— 4. Click "Save" to save entries.
Unreviewed 5. Click "Send Country E-mail(s)” to send emails to the above selected "Send Now"”

recipients.
. Click "Next" to continue to the next page.

o

Recipient E-mail Send Now Copy On Submit
reva_howard@us.af. mil ] Delete
" s o Add
Add Comment
countryRouting.aspx?LOR 1D=408 ' Trusted sites | Protected Mode: Off a v ®100%

Figure 64: Country Routing - Help
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8.1.2 If the recipient is not located in the list, type their email address in the blank box and
then click the “Add” link. If someone on the listing is not to receive an email, ensure no
checkmarks are shown next to their address or the address may be deleted if no longer

required.
Start Country Routing
New LOR
Existing LOR

Country Unique Routing (Optional)
Partner Branch/Fundin
i g Use this feature to send e-mail notices to officials who should preview your LOR,

B

Materiel/Service
Attachments Note: Check the "Send Now" box for recipients to review the LOR prior to submission to
the Command Country Manager.

Preview

Country Routing Note: Check the 'Copy'ﬂn Subfrrit' box for recipients to receive an e-mail copy when the
LOR is sub d to the C d Country M: 2

Submission

Logout

Current Country Routing List: @

+ Reference * Required Field

Information

Recipient E-mail Send Now Copy On Submit
Country Code reva.howard@us.af.mil ] Delete
BN " ministryofdefense@bandaria.gov ) Add
(Bandaria (for testing))

Country Reference Mumber
BN test TMC
Add Comment

Validation Status
Unreviewed

SendCountryE—ma\l(s)][ Save ] [ MNext

+3

/' Trusted sites | Protected Mode: Off

<

hov ®100% -

Figure 65: Country Routing - Add Recipient
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8.1.3 If the recipient’s email is shown on the listing in the bottom box, check the box(s) to
identify when the recipient should receive the email. Checking the “Send Now” box
means the recipient(s) will receive a copy of the LOR for review after “Send Country
Emails” is clicked. Checking the “Copy On Submit” box means the recipient(s) will
receive a copy of the LOR when the LOR is submitted to the CCM. Checking both boxes
means the recipient(s) will receive two copies, one for immediate review when the
“Send Country E-mail(s)” is clicked and one when the LOR is submitted to the CCM.
After all addresses have been added, click the “Send Country Email(s)” to send LOR to
addressees. NOTE: The “Send Country E-mail(s)” button will only be enabled if
recipients are checked in the “Send Now” column.

Start -
ar Country Routing

New LOR

Existing LOR Country Unique Routing (Optional)
Partner Branch/Funding N . . " :
Use this feature to send e-mail notices to officials who should preview your LOR.

B

Materiel/Service

Attachments Note: Check the "Send Now" box for recipients to review the LOR prior to submission to

i the Command Country Manager.
Preview

Country Routing Note: Check the "Copy on Submit” box for recipients to receive an e-mail copy when the
OR is submitted to the C d Country M: 2
Submission
Logout
Reference Current Country Routing List: @
* Required Field
Information Recipient E-mail Send Now Copy On Submit
Country Code reva_howard@us.af. mil = clets
BN ) O O Add
(Bandaria (for testing))
Country Reference Mumber
BN test TMC
Add Comment
Validation Status
Unreviewed
Send Country E-mail(s) ] [ Save ] [ MNext
«/ Trusted sites | Protected Mode: Off & v ®100% -

Figure 66: Country Routing - Send now
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8.1.3.1 There will be a dialog text box for the sender to provide information to the recipients
marked as “Send Now”.

iy Country Routing
New LOR
Existing LOR 3
Partni anch/Fundng
- frBr - Use this feature to send e-mail notices fo officials who should preview your LOR.
' Materiel/Service
Attachments Note: Check the “Send Now™ box for recipients to review the LOR prior to submission
to the Command Country Manager.
Preview
Country Routing Note: Check the "Copy on Submit™ box for recipients to receive an e-mail copy when
the LOR is submitted to the Command Country Manager.
Submession
Logout
Current Country Routing List: &
i ASTRION A Raquund Field
Information E _— =
Country Code AuDefenseMinistry@cn uk co v & Delate
N PATRICIA LONG@WPAFB AF MIL s £l Deleta
(CANADA) " ] | Add
Country Reference Number
CN.D-2013 test NewLOA
Validation Status Country Routing Feedback to “Send Now™ Recipients:

Unreviewed

| Send Emais) | |  Cancel

Add Camment

| Predous |

Figure 67: Country Routing - E-mail Feedback
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9 Signature Authority

9.1 Submission

9.1.1 When an LOR is being submitted for the first time under a specific Country Code, there
may not be any POCs identified with permission to submit an LOR for that Country (see
section 9.2 for adding submitter POCs).

Start

LOR Point of Contact

New LOR (*Required - Please select contact submitting the LOR)

Existing LOR

Partner Branch/Funding Add New
Materiel/Service
Attachments The following issues must be corrected before the LOR may be Submitted:
Preview 1) Submitter not selected
Country Routing
Submission Add Comment
Logout
Reference Submit LOR Sae | [ View

Information

Country Code
BN
(Bandaria (for testing))

Country Reference Number
BN test TMC

Validation Status
Unreviewed

/' Trusted sites | Protected Mode: Off H v R10% -

Figure 68: Submission — Default

9.1.2 When the LOR is ready for signature, click on the “Submission” section of the Tool. The
“LOR Point of Contact” screen will open. This section will enable the LOR to be signed
and submitted; ensuring the authenticity of the request to the CCM. If an LOR contains
a point of contact that is not an authorized signature for the country, the CCM should
contact the partner to determine disposition of the request. The two ways available to
provide a signature on an LOR are detailed below.
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9.1.3 Signature Authority Submission. The country representative responsible for signing
LORs will log into the Tool in order to sign and submit the LOR. The tool compares the
login information and selected “Point of Contact” name to ensure authenticity. To
select the point of contact, hit the select button next to the appropriate name. If there
are outstanding actions and/or the current User is not the official selected, a warning
message will display, the “Sign/Submit LOR” button is greyed out and the LOR cannot be
submitted. Once the issues have been resolved, the button is available and submission
is allowed. At that point, the LOR is submitted to the CCM and the recipients selected
on the previous “Country Routing” screen as “Copy on Submit”.

Start

New LOR LOR Point of Contact
(“Required - Please select contact submitting the LOR)
Existing LOR
Partner Branch/Funding Name Phone E-mail
K Select Howard, Reva 937-267-4194 reva.howard@wpafb.af. mil Delete
Materiel/Service
Attachments Add New

Preview

Country Routing The following issues must be corrected before the LOR may be Submitted:

Subi
uamissian 1) Submitter not selected
Logout

Reference Add Comment

Information

Country Code Submit LOR sae | [ View

BN
(Bandaria (for testing))

Country Reference Number
BN test TMC

Validation Status
Unreviewed

Dene /' Trusted sites | Protected Mode: Off fa v mI00% v

Figure 69: Submission - Button Disabled
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9.1.4 |If the “signature authority” is not the person logged into the Tool (i.e. a Security
Cooperation Officer must submit the LORs for the country), a memorandum can be
printed and signed by the country’s “submitting authority” stating this LOR (specified by
country reference number) is authorized and submitted for consideration. The logged in
user can then scan this signed authorization, attach it to the LOR (see paragraph 6.0),
and submit it to the CCM.

Start
New LOR LOR Point of Contact
{*Required - Please select contact submitting the LOR)
Existing LOR
Partner Branch/Funding Name Phone E-mail
Materiel/Service Unselect  Howard, Reva 937-257-4194 reva.howard@wpafb.af.mil
Attachments Add New
E=eny Show Details
Country Routing
Submission Add Comment
Logout
Referance SubmitLOR | [ Sme | [ view

Information

Country Code
BN
(Bandaria (for testing}))

Country Reference Mumber
BN test TMC
Validation Status
Unreviewed

A/ Trusted sites | Protected Made: (0Ff fa v ®00%

Figure 70: Submission - Submit Enabled
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9.2 Add New Point of Contact

9.2.1 If the signatory’s name is not listed, you may add them to the list. Click on the “Add”
link, and a new box will open up in order to add the new name information. The user is
required to provide the full name, and the email address used for their AFSAC Online
account. After you have filled out the information, click on the “Save” button and the
name will be added to the signature list. The user will have to select the newly added
name on the list as the “LOR Point of Contact”. NOTE: Some countries have limited the
personnel that can submit LORs. If the “Add New” link is not visible you cannot add
personnel to this list. Changes must be submitted through the CCM to the LOR-A Tool

Functional Manager in AFLCMC/WFNB.

Start

New LOR

Existing LOR

Partner Branch/Funding
Materiel/Service

Attachments

Preview

Country Routing

Submission

Logout

Reference

Information

LOR Point of Contact
(*Required - Please select contact submitting the LOR)

Name
Select Howard, Reva

Phone
937-257-4194

E-mail
reva.howard@uwpafb.af. mil Delete

* Required Fields:

Title:
* First name:

* Last name:

Phone:

* E-mail:

Reva

Howard

Office: AFLCMCAVFN
Country Code
BN Address1:
(Bandaria (for testing))
Address2:
Country Reference Number "
BN test TMC Address3:
Validation Status Chy:
Unreviewed
State:
Zip:

reva.howard@wpafb. af. mil

Save Cancel

Figure 71: Submission - Add Submitter
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