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Procedures for De-Obligation of Funds or Contract Closeout


1. Contact DFAS at www.dfas.mil for a report from the Computerized Accounts Payable System (CAPS) for information payment history.  This report will provide all of the expenditures by line item for the award to date. Instructions for registration are attached.

2. Write a Statement of Need (SoN).

Ensure the SoN contains as minimum:
a. The purpose of the request –
i. De-obligation to an active contract or
ii. Close-out of a completed  contract after final payment has been made
b. The dollar amounts (by CLIN) to be deobligated
c. A certification that there are no outstanding invoices
d. Completed Contractor/Vendor Release form (contract closeout only)
e. Any other supporting information

3. If this Contract modification is the result of a de-scope, provide a revised Performance Work Statement or Statement of Work, highlighting the changes.

4. Create a Purchase Request (PR) modification to the original purchase request in eDARTS. To create a PR modification for a deobligation:
· Search for the original purchase request number in eDARTS then select "modification".
· Create a separate CLIN for each award CLIN to be de-obligated. The amount of each CLIN will be $0.00 dollars (eDARTS does not allow negative CLINs).
· In the CLIN description, indicate that this is a de-obligation and the amount to be de­ obligated.
· Attach the documents from steps 1through 3 (above) as support documents to the request and submit.


Instructions for Registration in the DoD Contracting Community


1. Go to www.dfas.mil
2. Click on “Contractors and Vendors” 
3. Scroll down until you see this box: 
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4. Click on “Register Today”.
5. Answer questions 1-4 under “Are you ready to register?”
6. Click on “Access ASK-FM SAAR Request!”
7. When access granted, you will be able to query your financial document for status of payments, billings, history.
8. Print history as part of your supportive documentation
9. Should you have problems – call the 1-800 number below and follow the steps.


For help with registration:
· Call 1-800-756-4571.
· Select Option # 2, then Option # 2 (CAPSW).
· Provide the DFAS Code when prompted (HQ0131).
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