COMPRESSORS FOR A/C
Customer Education – AF Form 9


TASK:  Provide customer education on preparing an Air Force Form 9 (AF9)

OBJECTIVE:  Evaluate the contracting officer’s knowledge and training skills in providing guidance on completing an AF9.  

SITUATION:  A1C Sergeant from the CE HVAC shop arrives at the contracting office and states that his superintendent, MSgt Hayes, told him to get three Carrier compressors for their window air conditioning units as soon as possible, even if he has to go get them himself.  He seems confused as to how he should proceed.  There is no AF Form 616 and the GPC is out of money until FM processes the increase to the 4009.  There are no BPAs or other instruments in place to meet this requirement.

PROPS:  AF Form 9

ROLE PLAYERS:  customer (A1C Sergeant)

SUGGESTED OUTCOME:  The contracting officer should assess the situation and inform the customer that they need to complete an AF Form 9 so they (contracting) can go downtown and purchase the required parts with a SF 44/PO.  The CCO should provide an example and explain how to complete the form paying particular attention to the description (brand name or equal) and Government estimate.  He/She should inform the customer to include as much information from the Carrier unit as possible, to include model number, BTUs, serial number, etc., to ensure he gets the right compressors.  The routing process through FM to get the AF9 funded should also be explained as well as how contracting will procure the parts (SF 44/PO).  

















ROLE PLAYER’S COPY


TITLE:  Customer Education – AF Form 9

SITUATION:  The CE HVAC shop needs compressors for their A/C shop.  You (A1C Sergeant) have been instructed by your superintendent, MSgt Hayes, to go to CONS and tell them they need to be purchased even if you have to buy them yourself.  

SCRIPT FOR THE  CUSTOMER:  (A1C Sergeant):  Hi, I’m A1C Sergeant from the HVAC shop.  I have been directed by my boss to stop everything and obtain three (3) Carrier compressors for our window A/C units as soon as possible.  My supe told me there is no BPA in place for this or money for us to use our GPC.

NOTE:  Lead the conversation as needed to ensure the CCO has to explain the AF9 and the process to get one approved and a PO awarded. 
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