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1. Overview

PAS stands for Project Administration System.  It is a shipyard tracking system for tracking Condition Reports, Delivery Orders, QDRs, Correspondence, Completion of Items, and of course, Money.

Appended to this file is a document called Shipyard Contracting Basics.  This document was meant to be given to Assistant Port Engineers and Secretaries who are new to ship repair contacting.  It explains what a condition report is and other things that may be taken for granted.

2. Getting and Installing PAS

PAS is available for download from the MARAD Website, or from the MARAD Homepage go to the lower left-hand corner and choose PAS from the dropdown list, then click GO.  If you don't have Winzip installed, download and install it first. When the download is complete, the file will be a compacted executable file.  If the download computer is not the same computer that is going to use PAS, copy the file to the other computer before opening the file.  Find the file using My Computer or Windows Explorer and double click on the file.  This will bring up a window asking where you want to put the extracted files.  Put them in the same folder you created earlier. 

2.1 Access 2000: If the computer you are using uses Access 2000, see  Apppendix II at the end of this instruction.  Don't choose the FAR version unless you are working on a project that is contracted directly by MARAD instead of a Ship Manager.

3. How to enter the initial data.

When starting a new project, click the Start New Project button.  This will bring up the menu below.  Work through the buttons and you will be ready to start.  It is highly recommended that this process begin long before the first day in the shipyard.  All of this information can be entered into an office computer and exported to take to the shipyard.
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3.a  Table Maintenance

1. Export – This feature should be used to back up the data every day.  It can be also used to transfer data from the Port Engineer to Marad or his home office.  You must type in the entire path name.   Example c:\empire dd 99.  Do not add the filename and do not add a backslash after the last folder name. It saves the information as an HTM file and is small enough to easily attach to an  E-mail or put on a floppy.  You may name the file instead of having to accept the default filename.  You can use long file names, for Example: Alex DD back up 10 20 99.  Of course you have to avoid slashes and the other special characters ( . \ / : * ? " < > | ).

2. Clear – Erases all data from the program

3. Import  - Imports data that was previously backed up using the Export button described above.

3b.Customize 

1.  Choose the correct ShipManager's name from the drop down list.  This will make the Ship Manager's Logo appear on the documents produced by the program

3c. Project Info


1.  This should be self explanatory with the following exceptions:

a.  Original Contract Amount is the amount of the award to the Shipyard.

b.  Original Project Amount is the amount obligated to the Ship Manager for the work to be accomplished under the contract.  This would not include Port Engineers cost, Per diems, etc...  PAS does not account for these items, only contract items.  If the Ship Manager does not forward all of the money Marad has obligated to the Ship Manager to the Port Engineer, the Surveyor must explain to his Supervisory Surveyor and SOMO and keep track of the "extra" money.  PAS has no function to handle this situation.

3.d  People

1. Enter the names of people who are associated with the project.  You must select from the titles in the drop down list.  These names will show up on reports.  If the wrong name shows up on a report, you can change the report defaults using the Report Personnel button.

3.e  Supplemental Funds

1.  Supplemental Funds is really just left over from the old FAR version of PAS. Supplemental Items would be more appropriate.  If you have items for growth work priced at contact award, but not part of the contract, this is where they go.  Examples would be Supplemental Steel and Supplemental Paint.

4. Reporting 

There are many ways you can report the information that is in PAS.  I will use the Weekly Report as an example here.  Reports can be printed or you can hit the little "W" Word icon when you are in the print preview screen.  This will start Microsoft Word on your computer.  You can then save the report as a Word document, give it a meaningful name and attach it to an e-mail message to a Supervisor or Contracting Officer.  This is helpful if the party you are sending it to dosen't have Access or PAS.

You can also export the entire database using the Export button under Table Maintenance, but the person receiving the file must have PAS installed and be able to import and export files

5. Delivery Orders 
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Not all fields are available to be changed at all times (inidcated by gray text on the field name).  If you cannot change the field you want to, try changing the Status until the text of the field names you want to change are black.

Appendix I : Shipyard Contracting Basics

This section contains information for Secretaries and Assistant Port Engineers who are new to shipyard contracting.  It gives a quick and basic description of terms and processes they are likely to encounter during a MARAD related ship repair contract.  It is by no means complete and any differences between this and what you see should be referred to the attending Port Engineer or MARAD COTR.

The ship repair process begins by collecting a list of repairs.  The Port Engineer, who works for the Shipping Company, takes each item on the list and develops a Specification, or as it is commonly known, a “ Spec”.  The Spec is the description of the work required to make the repair.  When someone says “give me the spec.” they could be referring to the work specification for one item or the collection of specifications that make up the entire work package.

The Contractor, or Shipyard, receives the spec along with the rest of the contract and prepares a bid for the work described in the spec.  Each item is priced separately and the total of all the prices for the items becomes the Initial Contract Price or the Award Amount.  When the items become part of the contract, each individual spec is given a Contract Line Item Number, or CLIN.  The words spec and CLIN are used interchangeably when referring to an individual item.

As the shipyard starts doing the work the shipyard often finds that there is additional work required to give the desired result beyond the work that was described in the Spec Item.  The shipyard then writes a Condition Report describing the conditions found and may make a recommendation for additional work.   The shipyard may also issue Condition Reports for the result of tests called for in the spec or for virtually anything they feel like.  Condition Reports are read by the Port Engineer who will decide what needs to be done.  He may choose one of several responses - Deferred if no action is required, or tell the shipyard that the work is indeed covered by the original spec, or he may decide to tell the shipyard to do additional work.

To authorize the shipyard to do the additional work, the Port Engineer will produce a Delivery Order, also known as a D.O. or sometimes called a Change Order.  This is a contractual instrument that authorizes the shipyard to do work that is beyond the scope of the original contract.  The shipyard and Port Engineer will negotiate the price for the new work, commonly referred to as Growth.  Typically the Port Engineer is authorized a certain dollar limit for each D.O. and if the price goes beyond this, he must get a higher authority to approve it.

Supplemental Funds is the pot of money to used pay for the additional work.  Often there are separate CLINs for anticipated work.  A common one is for additional steel work.  Often the exact amount cannot be determined prior to the inspection done in the shipyard.  It might be something like: “Provide 10,000 lbs of additional steel work.:”  Then the price is pre determined in the contractors bid.  You are also likely to see items for Supplemental Labor and Supplemental Material.   The labor item would provide a man-hour rate and the material would provide a Burden Rate.  The Burden rate is a percentage of markup that the shipyard is allowed to add for parts, material, and subcontractors.

Not all contracts have all of the Supplemental Funds in the contract.  Most do not.  The amount of money available to be spent on the contract is very important and the Port Engineer must not exceed this amount.  The data for shipyard contracts must be kept up to date and accurate to prevent a deficit situation.

As the job progresses the shipyard may request Progress Payments.  To keep track of the progress of the job the shipyard and Port Engineer usually hold weekly progress meetings towards the end of the week.  The usual routine is the Port Engineer and the shipyard go down the list of CLINs and decide what the percentage completion of each item is.  If you multiply the bid price of the CLIN by the percentage completion you can come up with the amount due.  A small error here can be a large dollar amount so make sure 10% doesn’t become 100%.

Progress of the job is compared to the Time Expended.  When a contract is awarded to a shipyard all parties have agreed to a Period of Performance, or the length of time for the contract.   This period of performance 

is  based on calendar days, not a five day work week. The length of time is very important to MARAD and the Ship Manager because when a ship is in the shipyard it usually has a reduced Readiness Status also known as C-Status.  C-Status is one of the key evaluation criteria for MARAD and the Ship Manager.

During the course of the job the Port Engineer may discover that the shipyard is performing in an unsatisfactory manner.  The instrument for formally noting deficiencies is the Quality Deficiency Record, more commonly known as the QDR.

Milestones are events that the Port Engineer has decided are significant enough to merit special attention.  Critical events, tests, or inspections that must be accomplished before proceeding to a new phase of the repair usually qualify.  Many of the tests or inspections are witnessed by ABS, the American Bureau of Shipping, or the USCG, the Coast Guard.  Often ABS or USCG standards or approval are written into the specification.

Deliverables are articles that the shipyard is obligated to submit to the Ship Manager.  They may include ABS reports, schedules, condition reports, certificates, test results, etc...  Their significance can vary from routine to exceedingly important.

The Shipyard is usually required by the contract to produce a production schedule.  This is usually a chart, which has the scheduled start and stop dates for each item.  It may be broken down into events within an item.  It is used to tell if the shipyard is keeping the job on time.

Appendix II Access 2000

Converting PAS from Access 97 to Access 2000

Caveats

1. PAS is used within the Maritime Administration with Access 97.  It is not fully tested with Access 2000, although there are no known problems.

2. Once PAS is converted to Access 2000, it can no longer be opened from Access 97. The backup file, which is in HTML, is interchangeable between the versions, however.

3. These conversion instructions describe one way to convert PAS—there are other ways.

Instructions
1. Open Access 2000, but do not open any database.  If necessary, click cancel on the Open dialog box that appears in the beginning.  You should see this:
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2. From the menu, select Tools|Database Utilities|Convert Database|To Current Access Database Version…, as shown in the picture:
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3. On the Database to Convert From dialog box, find the Access 97 version of PAS.  Select it, and click Convert
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4. On the Convert Database Into dialog box, enter the name of the new, converted database.  Here, pas_2000 was chosen.  Click the Save button.
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5. The conversion process will now begin.  It may take a few minutes. When it is complete, open the new database as usual using the File|Open dialog on the menu.
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